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CALIFORNIA HIGHWAY PATROL 

GENERAL ORDER 70.11 

REVISED FEBRUARY 2025 

VIDEO AND GRAPHIC SERVICES 

1. PURPOSE.  The purpose of this General Order is to establish uniform procedures 
for requesting video and graphic services from the Community Outreach and Marketing 
Section (COMS). 

2. POLICY.  It is the policy of the CHP to provide video and graphic services to 
support departmental functions. 

3. GENERAL. 

a. Organization.  Community Outreach and Marketing Section Video Production Unit 
(VPU) and Graphic Services Unit (GSU) serve the entire state.  Commands are 
encouraged to utilize these professional services rather than committing local resources. 

b. Definition of Services. 

(1) The Video Production Unit handles video pre-production, production, and 
postproduction, and under certain circumstances, script preparation. 

(2) The Graphic Services Unit handles field photography (of significant 
events), studio photography, studio portraits, web graphics, displays, event 
booths, vehicle wraps, and all manner of files intended for print. 

4. PROCEDURES.  The following procedures are required for all standard VPU and 
GSU project requests.  To ensure adequate preparation and resource allocation, all 
requests related to events should be submitted no later than 30 days prior to event date.  
For expedited requests, approval must be obtained verbally from the COMS 
commander by calling the COMS main line at (916) 843-3210. 

a. GSU Graphic Design Requests.  Graphic design projects cannot be started 
without first submitting a Project Request Form (PRF).  A PRF is completed through 
the CHP-COMS SharePoint page located here (see Annex A).  The GSU does not 
provide printing services.  Projects that require printing will need to be routed to the 

https://apps.gov.powerapps.us/play/e/default-f1e2e89e-7190-4b0f-9463-d7f5b09db86c/a/c0285ce1-bad6-4db2-af1b-436cae526626?tenantId=f1e2e89e-7190-4b0f-9463-d7f5b09db86c&skipmetadata=true&source=sharebutton&sourcetime=1731606798054
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Reproduction Unit (printing facility) at Headquarters along with a signed CHP 117, 
Reproduction Request (see Annex B). 

b. GSU Photoshoot and Photograph Requests.  Photography coverage of 
significant events must be requested by calling the GSU main line at 
(916) 309-6490.  Examples of significant events are those that involve public 
officials, executive management, top management, the community, building 
construction, and natural disasters (such as fires, earthquakes, or floods).  Digital 
copies or photo prints for office use can be requested by calling the GSU main line 
at (916) 309-6490. Frames for prints cannot be provided by GSU and must be 
purchased using the Procurement Card Program as outlined in Highway Patrol 
Manual (HPM) 11.2, Materials Management Manual, Chapter 3, Procurement 
Card Program. 

c. GSU Studio Reservations and Portrait Requests.  Portrait appointment 
requests must be made by calling the GSU main line at (916) 309-6490. Digital 
copies or photo prints of portraits for office use can be requested by calling the 
GSU main line at (916) 309-6490. Frames for prints cannot be provided by GSU 
and must be purchased using the Procurement Card Program as outlined in 
HPM 11.2, Chapter 3. 
d. VPU Video Requests.  Prior to submitting any VPU video request to COMS, 
the request shall be submitted and approved through channels by the Chief of the 
requesting Division and the Chief of the Departmental Affairs Division.  All approved 
VPU requests shall be submitted by email at COMSvideo@chp.ca.gov.  The 
“Subject” line of the email should include the wording “Video Request” along with 
the name of the requesting command.  The body of the email should include 
command contact information, a brief description of the project or services 
requested, and Division level approval(s).  Additional inquiries may be directed to 
the VPU team by calling the VPU main line at (916) 309-6430. 

5. RESTRICTIONS. 

a. Copyrights.  The use of copyrighted materials in the production of graphic 
artwork, photographs, and audio-visual programs, without permission of the 
copyright owner, is prohibited.  It is important that all departmental personnel 
comply with prescribed copyright laws.  Penalties for violating these laws are 
significant and could jeopardize access to valuable training aids in the future. 

b. Liability.  Commanders initiating graphic and/or video projects are responsible 
for the content and disposition of completed materials.  Commanders are 
encouraged to use subject matter experts (e.g., Vehicle Theft, Multidisciplinary 
Accident Investigation Team) available throughout the Department in developing 

mailto:COMSvideo@chp.ca.gov
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these materials.  Finished products shall also be carefully reviewed to ensure the 
accuracy of information and conformance with departmental policies. 

c. Confidentiality.  Commanders shall ensure personnel who assist in producing, 
editing, or duplicating restricted or sensitive materials are advised of the need to 
maintain confidentiality.  All confidential materials shall be labeled as such on the 
product and the container.  Distribution of these materials shall be carefully 
controlled and restricted to appropriate audiences. 

6. FIELD EQUIPMENT. 

a. Acquisition.  Digital cameras (for video and still photography), audio-visual 
equipment, and other related items are obtained through the budget process as 
outlined in HPM 11.1, Administrative Procedures Manual, Chapter 1, Budget 
Preparation and Administration. 

b. Maintenance.  Maintenance shall be performed in accordance with HPM 11.2, 
Chapter 8, Equipment. 

c. Personal Equipment.  Employees electing to use their own equipment do so at 
their own expense and risk.  The Department will not maintain, repair, or replace 
privately owned non-safety equipment (refer to HPM 11.2, Chapter 8). 

OFFICE OF THE COMMISSIONER ANNEXES A & B 

OPI:  035 
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ANNEX A 

COMMUNITY OUTREACH AND MARKETING SECTION (COMS) 
PROJECT REQUEST (PRF) FORM 
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ANNEX B 

REPRODUCTION UNIT REPRODUCTION REQUEST FORM (CHP 117) 
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