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Digest:  

This amendment updates staff names and position titles; makes editorial changes for clarity; updates cross-references; and revises, reorganizes, and recodes direction throughout FSM chapter 1690.  Major changes are as follows:
1690.1 - Removes this code, as it had been inappropriately assigned to the introductory paragraph at the beginning of the chapter.  

1690.2 - Expands and clarifies the Objective to be achieved through internal communications. 
1690.3 - Revises the direction in the Policy section to recognize that it is essential to establish and maintain effective communications within the agency.

Digest--Continued:  

1690.4 - Clarifies the responsibilities of the Director of the Office of Communications and equivalent positions for internal communications; recodes this direction to FSM 1690.4.   Removes sec. 1690.41.

1691 - 1691.6 - Removes obsolete direction on the Friday Newsletter (formerly FSM 1691.2), Daily News Digest (formerly FSM 1691.3), Chief and Staff Notes (formerly FSM 1691.4), and Early Warning Alert (formerly FSM 1691.5).  Revises direction on Videotape and Audiovisual Production (FSM 1691.3; formerly FSM 1691.6) and Other Methods of Communications 
(FSM 1691.7).  Adds direction on Electronic Media (FSM 1691.1), Web sites on the Forest Service Web (FSWeb)/Intranet and World Wide Web (WWW)/Internet (FSM 1691.11), Electronic Mail (E-mail) (FSM 1691.12), Electronic Publishing (FSM 1691.13), FS Today 
(FSM 1691.14), CD-ROM (FSM 1691.15), Conferences and Meetings (FSM 1691.2), Slide Presentations (FSM 1691.4), Printed Materials (FSM 1691.5), and Personal Communications Between Managers and Employees (FSM 1691.6).
1692 - Adds direction on Internal Communications Research.
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Internal communications provide Forest Service employees, managers, and selected USDA officials with information on agency policies, activities, and issues.
1690.2 - Objectives  

1.  To support accomplishment of the Forest Service mission through timely, effective, up-to-date, and relevant communications addressed to the agency’s managers and other employees.

2.  To increase employee understanding of agency policies, programs, and activities. 

3.  To enhance employees' ability to accomplish their work. 

4.  To facilitate the sharing of agency information both inside and outside the Forest Service.

1690.3 - Policy

It is essential to establish and maintain effective communications channels within the agency for managers and other employees.
1690.4 - Responsibility 
The Director, Office of Communication, Washington Office, and equivalent positions in the Regions, Stations, Area, and Institute have the responsibility to assist line officers and program managers in determining internal information needs and the best communications methods to use in providing information to managers and other employees.
1691 - INTERNAL COMMUNICATIONS METHODS
1691.1 - Electronic Media
1691.11 - Web Sites on Forest Service Web (FS Web)/Intranet and World Wide Web (WWW)/Internet  
Accessible only to users with the agency, the FS Web/Intranet sites maintained by the Washington Office and field units serve as the main repository of current internal information on Forest Service programs, policies, and activities.  The Washington Office Home page address on the FS Web is: http://fsweb.wo.fs.fed.us.
Forest Service employees may also access agency information available to the public on the WWW/Internet web sites maintained by the Washington Office and field units.  The National Headquarters Home Page on the World Wide Web/Internet is:  http://www.fs.fed.us.
The Department of Agriculture direction on web technology and services (including policies on use, responsibilities for web site maintenance, security, accessibility for persons with disabilities, and so on) are set out in Departmental Regulations (DR) 3140-2, 3300-1, 3430-1, and 4360-1.
1691.12 - Electronic Mail (E-mail)
Electronic mail (e-mail) provides the means to efficiently and quickly disseminate information to employees throughout the agency.

1691.13 - Electronic Publishing  

When effective and appropriate to the target audience, electronic publishing is the preferred method of publishing news and information for Forest Service employees.  Use short fact sheets, briefs, and updates written in non-technical language to convey key issues and news to employees, and disseminate the material through e-mail and/or by posting it on the FS Web or World Wide Web sites.
1691.14 - FS Today  

"FS Today" is the title of the agency’s Service-wide employee newsletter.  Its purpose is to share information about the work of the Forest Service with employees across the nation.  The news articles, human interest stories, and other updates on Forest Service employees are contributed by writers in the Washington Office and field units.  The biweekly newsletter is edited and published online by the Office of Communication, Washington Office and is available from the Washington Office Home Page on the FS Web/Intranet.  
1691.15 - CD-ROM  

CD-ROM technology permits Forest Service employees to view large amounts of information in small segments at their desks.  Depending on the nature and quantity of information to be conveyed, CD-ROM may be a useful option that should be considered in an overall communications strategy. 
1691.16 - Computer-based Graphic Slide Presentations

The use of commercial software to prepare and make visual presentations similar to photographic slides is a frequent internal communications tool, especially for briefing managers and other employees.  When graphic presentations are to be distributed or made available to multiple units, use only graphic presentation software licensed for agency use on the agency's computer system to ensure that the internal audience can readily view the presentation.

1691.2 - Conferences and Meetings  

Internal conferences and meetings, if they are purposeful and are carefully planned, may be a valuable internal communications tool.  Conference planners should establish clear goals and stay within budgetary constraints, while choosing high-quality venues, events, and speakers.  Smaller meetings should also be carefully planned and structured.  Consider alternative formats when appropriate, such as audio conferencing, teleconferencing, and other formats.  (For further direction on meetings management and related requirements, see FSM 1360.) 
1691.3 - Videotape and Audiovisual Productions 

Videotape productions may be useful for explaining policies, issues, and activities to Forest Service employees.  Such videotapes must be captioned (FSM 1641.11), pursuant to section 508 of the Rehabilitation Act of 1973, which requires that Federal departments or agencies utilizing electronic and information must ensure the technology is accessible to persons with disabilities (unless it poses an undue burden to do so).  Section 508 also requires that individuals with disabilities have access to and use of electronic information and data comparable to electronic information and data provided to members of the public with disabilities. Video streaming may be used, if appropriate and if most of the intended employee audience has access to the equipment needed to view such videos.  Following are requirements related to approvals for videotape and audiovisual productions:
1.  Audiovisual productions concerning issues that are strictly regional in nature do not require formal approval by the Forest Service National Audiovisual Coordinator, Office of Communication, Washington Office, and the USDA Audiovisual Manager (FSM 1641).  Such productions can be produced using in-house audiovisual facilities, contracts, or the USDA Video and Film Center.  

2.  The approval of the USDA Video and Film Center must be obtained for video productions to be distributed to more than two Regions and those to be in use for more than one year.  

3.  National productions and productions costing more than $25,000 require approval 
by the Forest Service National Audiovisual Coordinator and USDA Audiovisual Manager 
(FSM 1641).  

1691.4 - Slide Presentations

Slide presentations may be used effectively to support and explain presentations on a variety of issues.  See FSM 1691.16 regarding software programs that allow employees to develop such presentations on their own computers. 
1691.5 - Printed Materials  

Use printed materials when they are the best choice for reaching the target employee audience and if the program budget supports their use.  See FSM 1630 for requirements related to review, clearance, approval, and printing of publications and administrative documents.
1691.6 - Personal Communications Between Managers and Employees

Most employees look to their immediate supervisor and unit managers as one of their primary, reliable sources of internal information.  Managers need to understand the importance of their role in effectively communicating the Forest Service mission, and establish two-way communication between themselves and their staffs.  Open, honest, and timely communication from managers to employees and from employees to managers is critical to successful internal communications.
1691.7 - Other Methods of Communication

Use news releases, fact sheets, briefing papers, show-me trips, audiotapes, and other communication methods as appropriate for internal communication purposes.
1692 - INTERNAL COMMUNICATIONS RESEARCH  

Surveys, focus groups, internal audits, and other research methods should be considered in internal program planning, so that programs are developed based on clearly identified needs of employees.  Such research should be conducted on a regular basis and prior to launching new programs.  Carefully consider whether existing research can be used, since this can be most cost effective, or whether a new study must be designed and conducted for the program. 
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