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This Military Attaché Guide outlines Department of the Army (DA) policy for foreign Military Attachés accredited to the United States (U.S.) Army and other representatives of foreign governments who wish to conduct official business with the U.S. Army.  It is published as a service to the foreign Military Attaché community.  To ensure that this publication reflects the latest data available, please inform Army Foreign Liaison of changes as they occur.  Changes and corrections should be mailed to:

Office of the Deputy Chief of Staff, G-2

Foreign Liaison Directorate  (DAMI-FL)

1000 Army Pentagon

Washington, DC  20310-1000



As changes occur, updated pages will be distributed periodically.





For the purposes of this Guide, the term “Military Attaché” applies to both the principal Military Attaché and the Assistant Military Attaché.
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Section I

GENERAL POLICY

This Guide outlines the policies and procedures for interaction between Military Attachés assigned to Embassies in Washington, DC, and the U.S. Army. 

Electronic copies of the Guide, the DD 1172, Uniformed Services Identification Card DEERS Enrollment form, and the DD 1396-1, Biographic Data form, are available electronically at http://www.dami.army.pentagon.mil
The U.S. Army offices through which Military Attachés and representatives of foreign governments must initiate official business with U.S. Army organizations or personnel are: 

(1) the Foreign Liaison Directorate of the Office of the Deputy Chief of Staff, G-2, (DAMI-FL), for general attaché matters,

(2) the Foreign Disclosure Division, Office of the Deputy Chief of Staff, G-2  (DAMI-CDD), for visits, information and document requests,

Additionally, accredited military attachés may conduct official business with U.S. Army Public Affairs Offices or as outlined in a Military Attaché “Letter of Special Accreditation” without receiving prior approval from the Foreign Disclosure Division. 

A.  ARMY FOREIGN LIAISON DIRECTORATE (DAMI-FL), OFFICE OF THE DEPUTY CHIEF OF STAFF, G-2.
The Army Foreign Liaison Directorate is the Department of Army proponent for management of relations between the Department and the Military Attachés assigned to Embassies in Washington, DC.  The Director of Foreign Liaison has been designated by the U.S. Army Senior Leadership as the primary point of contact for foreign military attachés.  Army Foreign Liaison consists of the Office of the Director, Attaché Coordination Division and Operations Division. Duty telephone numbers are listed in the Military Attaché Guide and the Army Foreign Liaison Directorate Personnel Listing, which is provided quarterly to Military Attaché offices.  The personnel of Army Foreign Liaison are available to assist Military Attachés as required, including during non-duty hours for emergency matters.  Home telephone numbers are listed in Section II of the Military Attaché Guide.
1.  Office of the Director of Foreign Liaison.  The Office of the Director of Foreign Liaison is located in Room 2E424, the Pentagon.  This office manages:

· Official social occasions hosted by U.S. Army leadership in honor of the Military Attachés.

· Invitations from foreign embassies to U.S. Army personnel whose offices are located within the Military District of Washington.

2.  Attaché Coordination Division. Located in Room 2E424, this Division manages:

· Day-to-day assistance to Military Attachés and their staffs. 

· Diplomatic accreditation and farewell of Military Attachés.  

· Extension of the Uniformed Services Identification and DEERS Enrollment Card privilege for eligible foreign military personnel in the Military District of Washington area.

· Pentagon building access for eligible Military Attachés.

· Quarterly publication and distribution of the Attaché Newsletter.

· Publication and distribution of the Military Attaché Guide and Directory.
· Publication of the Military Attaché Roster.

· Semi-annual official trips designed to highlight U.S. Army activities, major industries, and culture located within a particular geographical region of the United States.

3.  Operations Division.  Located in Room 2E424, this Division manages:

· Visits of foreign dignitaries who have been invited under the Chief of Staff, Army, Counterpart Visit Program.

· The coordination of office calls between senior foreign visitors and the senior leadership of the U.S. Army.

· Selected visits at the Defense and Joint levels. 

· The Washington, DC, segment of the International Military Students Tour Program.

B.  FOREIGN DISCLOSURE DIVISION (DAMI-CDD), OFFICE OF THE DEPUTY CHIEF OF STAFF, G-2.  

DAMI-CDD is responsible for processing requests from foreign nationals to visit U.S. Army organizations and defense related firms.  DAMI-CDD also processes requests of foreign governments for information that is not available on the Internet or for purchase at the Government Printing Office, National Technical Information Service, or through a Foreign Military Sales publication account.  Section II of this guide provides instruction on how  to process visit requests and requests for information or documents.  
C.   ACCREDITATION AND DEPARTURE.

1. Application for Accreditation.  Attachés desiring accreditation to the U.S. Army should submit the information listed below to the Director of Foreign Liaison.  Requests for accreditation should be submitted to Foreign Liaison before or at the same time that the individual’s U.S. Department of State paperwork is submitted by his/her embassy to the State Department.  In order to receive diplomatic accreditation/recognition with the titles of Military Attaché or Assistant Military Attaché, both the State Department and the Foreign Liaison Office must recognize the individual with that title.  

· A letter requesting accreditation as a Military Attaché.  (Example:  Annex A-1) 

· A copy of the Attaché’s DS 2003 as submitted to the United States Department of State.  Please ensure that the individual’s military rank is reflected on the DS 2003 at Section 3(d) ‘Prefix’.  Also, the name and rank reflected on the DS 2003 and on all of the accreditation paperwork must be the same.
·  DOD Form 1396-1, Biographical Data Form (DD 1396-1), in original and four copies. (Example: Annex A-2)

NOTE:  The name and rank of the Military Attaché, as printed on the State Department DS 2003 and DD Form 1396-1, Biographical Data Form, will be recognized as the official version for all U.S. Army correspondence and records.

· A letter, on official embassy stationary, with the Military Attaché’s specimen signature and signature block and the specimen signature and specimen signature blocks of Embassy personnel, if any, authorized to sign on the Military Attaché’s behalf.  (The Military Attaché may designate up to two people to officially sign on his behalf.)  Assistant Military Attachés must also provide a specimen of their personal signature and signature block.  (Examples: Annexes A-3 and A--4 )

· Two passport size photographs of the Military Attaché and two of his/her spouse.  These photographs will be used in the Military Attaché Guide.”

2.    Accreditation.  On completion of all administrative requirements, the Army will recognize the individual’s diplomatic status and extend the privileges for which the attaché is eligible.  Following recognition,  the attaché will be invited to the next scheduled Accreditation Ceremony.  These ceremonies are conducted periodically and consist of a briefing followed by a luncheon hosted by the U.S. Army senior leadership.  Army Foreign Liaison will notify eligible Military Attachés of the date, time, and location of the formal Accreditation Ceremony when a date has been established for the event.  Listed below are additional important points concerning the accreditation ceremony: 

· An official photographer will be present to photograph the proceedings. 

· The Military Attaché’s service uniform equivalent to the U.S. Army green uniform (Class A) will be worn at Military Attaché accreditation ceremonies. 

· Military Attachés should arrive at the designated Pentagon entrance where a representative from the Directorate of Foreign Liaison will meet them and escort them to the ceremony.

· Military Attachés are requested to provide the Attaché Coordination Division vehicle information one day prior to the ceremony.  

· The Military Attaché accreditation ceremony will be in English. It is the responsibility of the Military Attaché to arrange for an interpreter, if required. 

· Family members will not accompany the Military Attaché to these official business sessions.
· Telephonic coordination with the Attaché Coordination Division to determine and confirm the desired date and time of the Military Attaché accreditation ceremony is encouraged.
3.  Departure Notification.  Military Attachés should provide written notification of their impending departure and the name and anticipated date of arrival of their successor to the Director of Foreign Liaison a minimum of 30 days prior to the anticipated dates.  (Example:  Annex 5)  Failure to provide prompt and accurate notification of departure may result in delaying the accreditation of the successor attaché.

4.  Farewell Luncheons.  The Deputy Chief of Staff, G-2 conducts regular farewell luncheons for departing attachés.  Attachés who are unable to attend a scheduled luncheon prior to departure should arrange a departure call with the Director of Foreign Liaison.


5.  Courtesy Calls.  The formal accreditation and farewell events are considered official courtesy calls.

Informal courtesy calls may be paid to the Director of Foreign Liaison.  

D.   CORRESPONDENCE. 

1. Official Correspondence to U.S. Army Organizations/Personnel:

· Submission in English.  Please submit all correspondence addressed to U.S. Army organizations or personnel in English or provide accompanying English translation.

· Correspondence for Specific Personnel.   If correspondence is intended for a specific action officer within an assigned division, place the name of the individual in parenthesis after the office in the attention line as in the following example:  ATTN:  DAMI-FL (PERSON'S NAME)

· Signature Block.  Official correspondence from a Military Attaché’s office addressed to U.S. Army organizations or personnel must bear the signature and typed or stamped signature block of the accredited Military Attaché, Assistant Military Attaché, or Embassy employee to whom the Military Attaché has granted authority to sign on his behalf. 

2.  Official Correspondence from Army Foreign Liaison.  All official correspondence from Army Foreign Liaison to Embassy personnel will be sent to the Military Attaché.
3.  Mailing Addresses.  The mailing addresses of Army Foreign Liaison and Army Foreign Disclosure are:

Office of the Deputy Chief of Staff, G-2

Army Foreign Liaison (DAMI-FL)      

1000 Army Pentagon

Washington,  DC 20310-1000

Office of the Deputy Chief of Staff, G-2

Army Foreign Disclosure (DAMI-CDD)

1000 Army Pentagon

Washington, DC  20310-1000

E.  DOD DIPLOMATIC COURIER .

We strongly encourage you to use the Diplomatic Courier Facility for most correspondence.  It is the fastest and most reliable method to get  paperwork to Army Foreign Liaison and any other office Headquarters, Department of the Army.  

The DoD Diplomatic Courier is located in the Pentagon Remote Delivery Facility, Room 1J686B, PH:  (703) 697-9546.  Access to the facility is by the Pentagon Mal Entrance gate off Highway 27 (Washington Boulevard).  After clearing the gate, follow the road down the hill to the parking area.  The first three parking spaces on the right are reserved for courier parking.  If those spaces are in use, you may park in the first bay of the loading dock near the 

walkway to the building.  The facility is open Monday through Friday, except U.S. holidays, from 1000 - 1100 hours.

The DoD Diplomatic Courier provides same day service to all Foreign Liaison Offices located in the Pentagon. It can also be used to send correspondence to any addressee located in the Pentagon (excluding the NATO Central Registry) within a day or two, whereas the U.S. Postal Service can take as long as a week. Additionally, utilization of the courier facility for addresses located in the Pentagon can greatly reduce your embassy's postal costs. The following simple rules must be followed when using the DoD Diplomatic Courier:

· At a minimum, the TO address must contain the addressee's name, organization and Pentagon room number.

· Please send letters/packages to U.S. Army personnel whose offices are not located in the Pentagon directly to their office address.

· Embassies must make arrangements with NATO Central Registry personnel for pick up of items addressed to the NATO Central Registry and/or NATO Classified Material. Call (703) 697-4204 or 614-2256.

· Your designated courier/driver must have prior clearance through the Defense Foreign Liaison office in order to gain access to the RDF.  Please call Defense Foreign Liaison at (703) 614-3254 to place your representative on the clearance list.
F. WEARING OF UNIFORMS. 

Department of Defense policy states that Military Attachés must be in military uniform to conduct official business with the U.S. military.  Wearing of the uniform is a symbol that the visit is officially sanctioned by both nations.  In addition, it ensures that U.S. military personnel render proper military courtesy to the Military Attaché.  Army Foreign Liaison issues a nametag and a U.S. rank insignia equivalent to the officer’s rank to Military Attachés at the time of their accreditation.  The nametag reflects the Military Attaché’s last name, rank, country, and also displays a miniature replica of the Military Attaché’s national flag.  Military Attachés are asked to wear the nametag and rank insignia on their uniform when conducting business with U.S. Army organizations.  If your nametag becomes lost or worn, please notify the Attaché Coordination Division, and we will prepare a replacement.

G.  PROTOCOL. 

1.  Precedence of Military Attachés.  Rank and the date of official accreditation to the U.S. Army determine the diplomatic precedence of Military Attachés.  For Military Attachés promoted after accreditation, the date of promotion and the date of original accreditation determine precedence.

2.  Flags.   If your country's flag is modified or re-designed, please notify Army Foreign Liaison in writing and provide a full-color paper copy of your country's new flag.

3.  Questions Concerning Social Functions.  For questions concerning social functions, please call the Army Foreign Liaison Protocol Section.  We ask that you follow these guidelines concerning official social invitations extended to U.S. Army personnel:

· Please deliver invitations to Army Foreign Liaison at least 15 calendar days in advance of the event for the best U.S. Army representation.

· All invitations extended to U.S. Army Personnel to attend official social occasions that will be held in the greater Washington, DC, area must be sent to Army Foreign Liaison for delivery. This policy provides Army Foreign Liaison the best opportunity to assist you in achieving desired attendance by invitees. We can ensure the invitations are delivered promptly and monitor the responses.  

· You may deliver invitations to the Department of Defense (DoD) Diplomatic Courier located in the Pentagon Remote Deliver Facility (RDF) between 1000-1100 hours, Monday through Friday, except U.S. holidays.  Please note that each invitation must reflect complete TO and FROM addresses.

· Invitations extended to U.S. Army general officers and U.S. Army civilian employees of similar rank must be accompanied by a list of all U.S. Service invitees.  

· Please include one of the following commonly used phrases prescribing dress for social events:

· CASUAL:  Civilian casual clothing (sports jacket, open collared shirt and no tie).  For functions requiring more casual clothing, please indicate. EXAMPLE: Casual (no jacket)

· CIVILIAN INFORMAL:  Business suit with tie.

· DUTY UNIFORM: Army green uniform without jacket (Class B uniform).

· ARMY GREENS: Army green uniform with jacket and tie (Class A uniform).

· UNIFORM INFORMAL:  After 1800 hours, Army blue or white (seasonal) uniform with black four-in-hand necktie.

· BLACK TIE: At semi-formal events, Army blue/white uniform or Army blue/white mess uniform with black bow tie.

· WHITE TIE: At formal events, Army blue/white evening mess uniform with formal dress shirt, vest, and white bow tie.

4.  Listing of Holidays.  The Military Attaché Guide contains a section listing the holidays for which many embassies hold receptions.  While the list is not all inclusive, it may be of assistance to you as you plan official embassy functions.  If you find an important holiday not listed or incorrectly listed, please notify the Attaché Coordination Division.

H.  ATTACHÉ  NEWSLETTER.

The Attaché Newsletter that is published by Army Foreign Liaison is the primary means of communication between the Director of Foreign Liaison and members of the Washington Corps of Military Attachés and their staffs.  New and revised policies, as well as current items of interest, are printed in each issue.  Military Attachés are urged to take the time to carefully read the Attaché Newsletter and to share it with support personnel. The Attaché Newsletter is published quarterly by the Attaché Coordination Division.

 I.  PENTAGON DROP-OFF AND PARKING.  Military Attachés on official visits to the Pentagon may be dropped off or park in the following locations:

1.  Drop-Off.  If on an official visit to the office of a three star flag officer, civilian equivalent or higher and being brought by an embassy car with driver, attachés may be dropped directly at either the Pentagon River or Mall Entrances.  Prior notification of at least 24 hours is required to guarantee this access.  The following information must be submitted telephonically to Army Foreign Liaison:

· Date of visit.

· Name and rank of visitor (the driver of the vehicle must use this name for entry).

· Official position or title of visitor.

· Vehicle license plate number.

· The office or individual to be visited and his or her telephone number.

· The expected arrival and departure times of the vehicle, and which entrance (River or Mall) the visitor will utilize.

2.  Pentagon North Parking Lot (Diplomatic Parking).  When on official business Military Attachés may drive themselves and park in the designated parking spaces of lane 49B of the North Parking Lot or lane 18A of the South Parking Lot.  If no parking spaces are available in those lanes, then attachés may park in any “C” designated lane.   Due to security considerations, advance authorization is required and may be obtained by making a telephonic request to the appropriate Foreign Liaison office.  Vehicles not cleared for parking are in danger of being towed away by the DoD Police.  Due to limited parking spaces, advance notice of at least three hours is required. The following information is required when making a telephonic request to utilize the parking area:

· Date of visit.

· Name and rank of attaché 

· Vehicle diplomatic license plate number.

· The office or individual to be visited 

· The expected arrival and departure times.

J.  THE DEAN OF THE WASHINGTON CORPS OF MILITARY ATTACHÉS.  

The Dean of the Washington Corps of Military Attachés is nominated by the Director of Foreign Liaison and approved by the Deputy Chief of Staff, G-2, based on a consideration of rank, date of accreditation, and a demonstrated ability to act as spokesman for the Military Attaché community.  The Dean also serves as the Dean of the Washington Association of Military Attachés (WAMA), a private attaché association for professional development and social interaction. 

K.  PRIVILEGES.

1.  Uniformed Services Identification Card and DEERS Enrollment.  As a courtesy, the Director of Foreign Liaison may extend the privilege of the U.S. Uniform Services Identification Card and DEERS Enrollment (ID Card) to eligible active duty foreign military personnel and their dependents assigned in the Military District of Washington area.  An ID Card allows the designated cardholder access to military installations, installation exchange stores and commissaries.  The Army Foreign Liaison cannot extend the ID Card privilege to personnel stationed outside the Washington, DC area.

a. How to Apply.   Please submit a completed Application for Uniformed Services Identification Card and DEERS Enrollment (DD Form 1172) as follows (Example: Annex A-6.):

· Military Attachés and Assistant Military Attachés accredited or requesting accreditation: Submit DD Form 1172 to Attaché Coordination Division with the individual’s paperwork requesting accreditation.

· Embassy Administrative and Technical Staff:  Submit a photocopy of the U.S. State Department Identification Card (both front and back) for each individual for whom an ID Card is requested with a completed DD Form 1172 to the Attaché Coordination Division.  Also required is a photocopy of the staff member’s own national military service identification card.

· Non-Diplomatic military personnel of NATO nations assigned to their country’s unit that is based in the Washington, DC, area should submit (1) a photocopy of the individual’s own national military service identification card and (2) a copy of the individual’s official NATO Travel Order issued by an authorized office and (3) a completed DD Form 1172 to Attaché Coordination Division.

b.  Minimum Age.  Please list all children on the DD Form 1172 so that their names may be entered in the DEERS database.  However, children under 10 years of age ordinarily are not issued an ID card. 
c.  Maximum Age.  ID Cards are issued to eligible family members over 21 years of age who are incapable of self-support because of a mental or physical incapacity and to family members who have not passed their 23rd birthday and are enrolled in a full-time course of study in an accredited U.S. educational institution above high school level.  In both instances, certification is required that each eligible family member over 21 years of age depends on the sponsor for over one-half of his or her support. Additionally,  for students over 21 years of age, certification from the university or college must accompany the application stating that he or she is enrolled in a full-time course of instruction.  
d.  Expiration Date.  The expiration date on an ID Card normally will be the military sponsor's anticipated date of departure from the United States. If it is necessary to obtain a new ID Card, a new application must be submitted following the procedure outlined above.  Please apply for renewal four weeks before the expiration date of the existing ID Card.

e.  Return of ID Cards.  It is essential that recipients of ID Cards return the Cards to the Attaché Coordination Division upon:

· Expiration of the ID Card.

· The departure from the United States of any individual, including dependents, possessing an ID Card.

Offices not returning expired cards or those of departed personnel will jeopardize the extension of this privilege to themselves and the eligible members of their staffs.  A strict accounting of cards is necessary to prevent potential misuse.

f.  Revocation of Privilege.  The Director of Foreign Liaison reserves the right to take administrative action to suspend or revoke ID Card privileges for shoplifting, black-marketing activities, or other cause. Additionally, such incidents will be reported to the U.S. State Department for possible waiver of diplomatic immunity from criminal prosecution involving foreign personnel.

g.  Location of Issuing Facilities.   Upon receipt of the signed, verified DD Form 1172 the applicant my proceed to any of the following locations:

· Fort Belvoir: Building #1001 on Franklin Road, between 0800-1600 hours, Monday - Friday.   PH: (703) 805-3405

· Fort Myer: Building #202 (Welcome Center), between 0900-1100 hours, Monday, Tuesday, Thursday, and Friday.  

       PH:  (703) 696-3030

· Walter Reed Army Medical Center: 
       Building #11 (Room G-122), between 0745 -  

       1545 hours, Monday - Friday.  

       PH:  (202) 782-7758

The locations listed above operate on a walk-in basis and are not open on U. S. holidays.  Please call ahead to verify the hours of operation.  

In order to complete the issuance of identification cards bring two forms of photographic identification (e.g. Diplomatic Passport; State Department ID Card; State Department Drivers License) for all applicants 16 years of age and over when presenting the approved DD Form 1172 for final processing.  For children under 16, bring one form of proof of identity.  Additionally, the military sponsor must be in uniform and must accompany all approved dependents listed on the application in order for their cards to be issued.  
To secure the issuance of an ID Card, the verified DD Form 1172 must be presented to one of the locations listed above within 30 calendar days of the date appearing in Section IV of the DD Form 1172.  Applications presented later than 30 days will not be accepted and the applicant will be required to submit another DD Form 1172 to the Attaché Coordination Division for processing.

2.  MEDICAL SERVICES. 

a.  General Policy.  In accordance with accepted international procedures, the U.S. Government expects that personnel posted to the U.S. will be in reasonably good health.  A military member or dependent that is assigned to the U.S. for the purpose of obtaining Defense (DoD) health care will not be accepted for treatment.  Arrangements for medical access for foreign military personnel are based on specific government-to-government reciprocal agreements and vary from country to country.

b.  Costs and Availability are as follow:
· Cost Adjustments.  Costs for medical care in DOD facilities are adjusted on October 1st of each year.
· Space Availability.  Medical care furnished in uniformed service facilities is subject to the availability of space, facilities and the capabilities of the medical staff to provide such care.                                                        

· Eligibility.  Medical care for foreign military personnel and their authorized dependents within the United States is limited to authorized holders of an ID Card and to those who, in connection with their official duties, are covered by special agreements or invitational orders.

· Reimbursement.  The Department of Defense will be reimbursed fully for all medical care provided at a U.S. Service medical treatment facility except as provided for in a Reciprocal Health Care Agreement.

· Reciprocal Health Care Agreements.  The office of the Assistant Secretary of Defense , Health Affairs, is responsible for the negotiation and conclusion of military health care agreements with foreign nations.  Point of contact for this matter is Ms. Anne Giese, at (703) 681-0039. 

· Limitations.  The Department of Defense normally will neither provide nor pay for civilian medical care.

c.  Procedures for Arranging Medical Care.

· In order to obtain medical care in U.S. Service military health care facilities, it is necessary that you personally register yourself and your dependents at each of the hospitals of which you plan to request care.  It is highly recommended that you register prior to arriving at the hospital for medical care.  Please bring your and your family members U.S. Military Identification Cards (Present the passport listing dependents under ten years of age who are too young to receive a U.S. Military Identification Card) and, if applicable, a copy of any Medical Memorandum of Agreement between your country and the U.S. to the registering office. Each of your eligible family members will receive an individual hospital card.

· To Register for services at Walter Reed Army Medical Center:

Please bring your and your family members U.S. Military Identification Cards and, if applicable, a copy of any Medical Memorandum of Agreement between your country and the U.S. to the Outpatient Records Section of the Patient Administration Office which is located in the main hospital.  The office is open Monday - Thursday from 0700-2000; Friday from 0700 - 1800, and Saturday from 0800 - 1200,  PH:  (202) 782-6160).  For medical emergencies, please proceed with the patient to the emergency room, have the patient treated and then register with Walter Reed.  To schedule an appointment, contact Central Appointments at 202-782-7761.

· To register for Naval National Medical Center (Bethesda):

Please bring your and your family members U.S. Military Identification Cards and, if applicable, a copy of any Medical Memorandum of Agreement between your country and the U.S. to the Outpatient Records Section of the Patient Administration Office which is located in the main hospital, first floor, room 1440 (next to the Customer Service Desk) PH:  301-295-5150.  The office is open Monday - Friday from 0700 - 2000.  For medical emergencies, please proceed with the patient to the emergency room, have the patient treated, and then register with Bethesda.  To schedule a primary care appointment, contact the Military Family Health Care Scheduling Desk at 301-295-0196.  This office is open Monday - Friday from 0700 - 2000 and Saturday from 0800 - 1200.  

3.  INSTALLATION ACCESS. 

Access to most U.S. military installations in the Washington, DC, area is granted to those individuals who present a valid Uniformed Services ID Card.  Diplomatic vehicle license plates do not by themselves allow access onto military installations.  Military Attachés who are not authorized ID Cards must coordinate with the Foreign Liaison Directorate prior to accessing U.S. military posts/installations in the Washington, DC area.

Military attachés who have a Uniformed Services ID Card are authorized to register privately owned automobiles with the Department of Defense to facilitate access to military installations.  The following procedures apply:  at either the Fort Myer or Fort McNair Military Police stations complete a short application form and present the following items: Uniformed Services ID Card; State Department Vehicle Registration; State Department Drivers License; and Proof of Insurance.   

4.   COMMISSARY, POST  EXCHANGE, AND MORALE, WELFARE, AND RECREATION. 

Foreign military personnel who hold ID Cards authorizing these privileges are eligible to use commissaries, post exchanges, and morale, welfare, and recreation facilities (MWR) on military installations in the Continental United States.

5.  GUEST QUARTERS/BILLETING ON U.S.  ARMY INSTALLATIONS.

Foreign military personnel who hold ID cards may make reservations for U.S. Army Guest Quarters worldwide by calling the Army central reservation number—1- 800-462-7691.  Central reservations 

numbers for Navy Guest Quarters are 1-800-628-

9466 and Air Force Guest Quarters are 1-800-235-6343.  Reservations are available on a space available basis.   

6.  OFFICERS CLUBS IN THE WASHINGTON, DC, AREA.

The Washington, DC, area has several fine Officers Clubs that provide a variety of services.  Membership in the Military District of Washington Officers Club System entitles members to use the facilities of all Army and Air Force Officers Clubs in Washington, DC and throughout the United States.  Membership applications may be obtained directly from any Officers Club.  The telephone number for the Fort Myer Officers' Club membership office is (703) 696-5147.

L.  PENTAGON TOURS.

PENTAGON TOURS FOR THE GENERAL PUBLIC ARE SUSPENDED.  

ANNEX A-1

REQUEST FOR MILITARY ATTACHE ACCREDITATION

(PLEASE PREPARE ON OFFICIAL EMBASSY STATIONERY)
                                                                                                                   _____DATE_______      
SUBJECT:  Request for Accreditation

OFFICE OF THE DEPUTY CHIEF OF STAFF 

  FOR INTELLIGENCE

FOREIGN LIAISON DIRECTORATE (DAMI-FL)

1000 ARMY PENTAGON

WASHINGTON, DC  20310-1000

1.  In accordance with U.S. Army policy, and within the terms of applicable government-to-government agreements,_______________(INSERT INDIVIDUAL’S NAME)____________________________________
is nominated for accreditation as Military Attache to the U.S. Army.   Additionally, __(INSERT INDIVIDUAL”S NAME will request accreditation of  (INSERT OTHER SERVICES AND COUNTRIES TO WHICH INDIVIDUAL WILL REQUEST ACCREDITATION.)


2.   I understand that this accreditation will be an official acknowledgment of my diplomatic appointment as an official representative of ____(INSERT NAME OF COUNTRY)________________ for the conduct of  military-to-military interaction between the Army of ___(INSERT NAME OF COUNTRY)_________ and the U.S. Army.

3.   The predecessor for this proposed accreditation is______(INSERT NAME OF  PREDECESSOR)______.

4.   It is requested that this accreditation, if approved, be effective on or about ______(INSERT DATE OF ASSIGNMENT)_________ and remain in effect until ____________(INSERT ESTIMATED DATE OF DEPARTURE____________.

5.  In connection with this proposed accreditation, I request that the nominee be authorized access to U.S. Government information, which is determined to be releasable to the Government of ___( INSERT NAME OF COUNTRY)____________.

6.  _______________(INSERT INDIVIDUAL’S RANK AND NAME)_______________ is authorized by the Government of _________(INSERT NAME OF COUNTRY)______________________ to receive classified information up to and including _____(INSERT LEVEL OF INDIVIDUAL’S SECURITY CLEARANCE)______.

7.  STATEMENT OF OFFICIAL SPONSORSHIP AND SECURITY ASSURANCE:   

The above named individual is an authorized representative of the Government of                                                                                                          , and will observe and carry out the following responsibilities with respect to the care, use, and disposition of U.S. Government information:   (a) classified U.S. Government material or information will be afforded a degree of security protection at least equal to that afforded the above named government’s classified material or information of the same classification level; (b) such classified material or information will not be provided to anyone except as specified without the approval of the U.S. Government; (c) all personnel subsequently authorized access to such material or information will be security cleared to the required classification level and have an official need for access; (d) the material or information will be used only for the purpose specified; (e) the above named Government will promptly and fully inform the U.S. Government of any compromise, or possible compromise, of U.S. classified material or information that has been furnished; and (f) if the U.S. Government classified material or information is to be subsequently furnished to a commercial or government-owned contractor: (1) such material or information will be transmitted through official government channels; (2) the specified contractor will have been granted a facility security clearance by the above named 
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Government at a level at least equal to the classification level of the U.S. material or information involved; (3) all contractor personnel requiring access to such material or information will have been cleared to the appropriate 

level by the above named Government and; (4)  the above named Government will assume responsibility for administering security measures for the protection of such material or information while it is in the possession of the contractor, to include periodic inspections and briefings to ensure that the material or information is being adequately protected.

PLEASE AFFIX EMBASSY SEAL

BELOW:

Enclosures                                                              ______________________________________________

1.  Copy of State Department DS 2003             (Signature of Principal Military Attaché or other Embassy Official)

2.  DD 1396, Biographic Form                               ______________________________________________

3.  Two photographs of the applicant                                          (Typed full name of Signatory)

     and two of his/her spouse                                   _______________________________________________

4.  Letter of Delegation of Signature                                             (Typed Title of Signatory)

     Authority                                                           Embassy of______________________________________

                                                                (Typed Name of Your Country)

ANNEX A-2

BIOGRAPHICAL DATA FORM

DD 1396-1

(See attached DD 1396-1)

ANNEX A-3

FORMAT FOR LETTER OF DELEGATION OF SIGNATURE AUTHORITY

FOR PRINCIPAL MILITARY ATTACHES

(PLEASE PREPARE ON OFFICIAL EMBASSY STATIONERY)

                                                                                                                                   ___DATE___

OFFICE OF THE DEPUTY CHIEF OF STAFF, G-2 

 FOREIGN LIAISON DIRECTORATE (DAMI-FL)

1000 ARMY PENTAGON

WASHINGTON, DC  20310-1000

SUBJECT:  Signature Authority Update

     As requested by official U.S. Army policy, the personnel of my embassy to whom I delegate signature authority on behalf of myself and my duly accredited assistant attaches for submission of correspondence to the Army Foreign Liaison office are listed below.

(1)  SPECIMEN SIGNATURE:            ___________________________________________________________

      OFFICIAL SIGNATURE BLOCK ____________________________________________________________

                                                             ____________________________________________________________

                                                             ____________________________________________________________

PRIVATE 
(2)  SPECIMEN SIGNATURE:            ____________________________________________________________

      OFFICIAL SIGNATURE BLOCK _____________________________________________________________

                                                            _____________________________________________________________

                                                            _____________________________________________________________

     This notice of delegation of signature authority supersedes all previously submitted notices submitted by my office.

     I understand it is solely my responsibility as the duly accredited Military Attache to inform you promptly, in writing, of any changes in delegation of signature authority in behalf of myself and my duly accredited assistant attaches, as applicable.

AFFIX EMBASSY SEAL BELOW:                                                                                                                        

                                                                  
       ___________________________________________________                                                                                                      (Signature of Military Attache)

                                                                               ___________________________________________________

                                                                                                     (Typed Name of Signatory)

                                                                               ___________________________________________________

                                                                                                     (Typed Title of Signatory)

                                                                              ____________________________________________________





(Typed Name of Embassy)    

ANNEX A-4

FORMAT FOR LETTER OF SIGNATURE VERIFICATION

FOR ASSISTANT MILITARY ATTACHES

(PLEASE PREPARE ON OFFICIAL EMBASSY STATIONERY)


_____DATE_______
OFFICE OF THE DEPUTY CHIEF OF STAFF, G-2 

FOREIGN LIAISON DIRECTORATE (DAMI-FL)

1000 ARMY PENTAGON

WASHINGTON, DC  20310-1000

SUBJECT:  Official Signature

    As required by the Military Attache Guide, my official signature block and specimen signature are given below.

AFFIX EMBASSY SEAL BELOW:                                                                                                                      

                                                                              ___________________________________________________                                                                                                      (Signature of Assistant Military Attache)

                                                                               ___________________________________________________

                                                                                                     (Typed Name of Signatory)

                                                                               ___________________________________________________

                                                                                                     (Typed Title of Signatory)

                                                                              ____________________________________________________

                                                                                                     (Typed Name of Embassy)       

ANNEX A-5
FORMAT FOR DEPARTURE NOTIFICATION LETTER
  (PLEASE PREPARE ON EMBASSY LETTERHEAD STATIONERY)

                                                                                                             _____DATE_______
OFFICE OF THE DEPUTY CHIEF OF STAFF, G-2 

FOREIGN LIAISON DIRECTORATE (DAMI-FL)

1000 ARMY PENTAGON

WASHINGTON, DC  20310-1000

SUBJECT:  Arrival/Departure Notification of Military Attache

      This is to inform you that  (RANK AND NAME OF NEW ATTACHE)         is replacing   (RANK AND NAME OF DEPARTING ATTACHE)           , effective     (DATE)  .    (RANK AND NAME OF NEW ATTACHE)       

will arrive in the United States on      (DATE)         .  (RANK AND NAME OF DEPARTING ATTACHE)      will return to    (COUNTRY)        on    (DATE)     .

PLEASE AFFIX EMBASSY SEAL 

BELOW:

                                                  
              ______________________________________________






 (Signature of Principal Military Attaché or other Embassy Official)







______________________________________________








 (Typed full name of Signatory)




                                          _______________________________________________





                                             (Typed Title of Signatory)



                                                           Embassy of______________________________________

                                                                (Typed Name of Your Country)

INSERT ANNEX A-6

APPLICATION FOR UNIFORMED SERVICES

ID CARD AND DEERS ENROLLMENT

(DD FORM 1172)

SECTION II

VISITS TO U.S. ARMY ORGANIZATIONS

OFFICIAL CONTACT WITH U.S. ARMY PERSONNEL

&

REQUESTS FOR DOCUMENTS AND INFORMATION

A.  FOREIGN VISITOR PROGRAM

PURPOSE:  To provide information about Department of the Army (DA) policies and procedures for visits by official representatives of foreign governments, international organizations, and foreign contractors.  It is published to assist foreign Military Attachés diplomatically accredited to the United Sates (U.S.) Government and other representatives of foreign governments wishing to conduct official business with DA.  For the purposes of this manual, the term Military Attaché applies to both the principal Military Attaché and Assistant Military Attachés.   All requests for official visit authorizations (RVA) to DA organizations, and to Department of Defense (DOD) contractor facilities shall be submitted as described in this guide

1.  U.S. Army Management.   The Office of the Deputy Chief of Staff, G-2, (ODCSINT), Foreign Disclosure Division, (DAMI-CDD) is responsible for coordinating and implementing the foreign dignitaries visits program for the DA.  DAMI-CDD must approve all Requests for Visit Authorization (RVA) before any official visits or contacts can be made with the U.S. Army.  An RVA is not appropriate to accomplish the following:

· Visits by an accredited Military Attaché to  personnel and their immediate offices identified in the Attaché’s Letter of Special Accreditation issued by the Director of Army Foreign Liaison  

· Participation in non-DOD sponsored tours. (Examples: U.S. Information Agency, Department of Energy, United Nations, or Environmental Protection Agency)

· Participation in visits resulting from U.S. issued Invitational Travel Orders

· Visits by foreign media or foreign representatives sponsored by another Federal agency or organized by Public Affairs

· Participation in social activities 

· Receiving documentary information directly from a host during a visit 

· Obtaining training 

· Participation in orientation flights

· Participation in parachute events

· Cross-border movement of Canadian and Mexican troops for visits pertaining to the prevention or resolution of border-related incidents involving U.S. Army personnel 

· Foreign nationals who are not representing their government in an official capacity

· Visits by foreign subcontractors or foreign national employee of U.S. defense contactors

· Visits for foreign participation in U.S. procurement-related meetings

· Visits by representatives of the Latin America Cooperation Fund

· Visits by representatives of NATO commands or agencies, or NATO International Staff that involves access to 

· only NATO information (The visitors may not engage in national business-related topics or issues)

· Visits by representatives from the United Kingdom, Canada, and Australia to conduct unique business under the ABCA Armies Standardization Program  (The visitors may not engage in national business-related topics or issues)

· Visits by Canadian persons under the U.S.-Canada Joint Certification Program as identified in the DOD Pamphlet, “U.S.-Canada Joint Certification Program,” published by the Office of the Under Secretary of Defense for Policy (OUSD(P)), dated March 1991

2.  Visit Procedures.  RVAs should be submitted through the automated Foreign Visit System (FVS) in all cases where the Military Attaché has access to FVS.  In those cases in which the Military Attaché does not have access to FVS, the RVA may be submitted in letter format. Those prepared in letter format (see Annex B-1 for an appropriate letter format) can be faxed to 703-601-0730 or mailed to:   

Office of the Deputy Chief of Staff, G-2

Army Foreign Disclosure (DAMI-CDD)

1000 Army Pentagon

Washington, DC  20310-1000

Visits in the following geographical areas may be arranged by directly contacting the local commander.  This applies to: 

Commander, U.S. Army Europe and Seventh Army (USAREUR), for visits to elements in Western Europe.  Requests are to be submitted directly to:  Commander-in-Chief, USAREUR,  ATTN:  ODCSINT, Unit 29351, APO AE 09014.

Commander, U.S. Army Japan (USARJ) and IX Corps, for visits to Headquarters, USARJ, and its subordinate elements in Japan.  Requests to visit are to be submitted directly to:  Commander, USARJ and IX Corps, APO AP 96343.

Commander, Eighth U.S. Army, for visits to Headquarters, Eighth U.S. Army, and its subordinate elements in the Republic of Korea.  Requests are to be submitted directly to:  Commander, Eighth U.S. Army, ATTN:  AJ-PPO, APO AP 96205-0009

3. Channels to Other U.S. Military Services or Agencies.  Military Attachés who hold an additional accreditation with other DOD departments may communicate directly with the designated respective department in matters concerning those military services. Visit request must be forwarded to the appropriate Defense Visit Office through the automated FVS or in writing by use of the visit request format.

· Air Force Foreign Disclosure and Technology Transfer Division for all U.S. Air Force organizations and contractors. 

· DIA Foreign Liaison Division for visits to Office of the Secretary of Defense, the Joint Staff, DOD agencies, BMDO, DOD field activities, USACOM, CINCPAC, CENTCOM, SOCOM, SOUTHCOM, JFCOM and visits to contractors sponsored by any of these agencies.  

· Navy International Programs Office for all Navy and Marine Corps organizations and contractors.

(If it is not known which Defense Visit Office will process a specific visit request, contact one of the above offices for guidance.  Sending a request to the incorrect office can result in significant delays.  DO NOT SEND VISIT REQUESTS TO EVERY OFFICE.  THIS CAUSES UNNECESSARY CONFUSION AND ADDITIONAL WORK FOR DESK OFFICERS.)

4.  Security Assurance Certification.   When a visit request is submitted, an embassy is certifying that the following conditions will be met with respect to the visitor and the information the visitor obtains during the visit:

· That the requesting government is officially sponsoring the visit.

· That the visitor(s) is/are authorized by the government of the requesting embassy to receive the information on behalf of that government.

· That the information the visitor(s) obtains during the visit will not be released or made known in any other manner to any other nation, or nationals thereof without the written approval of the United States Government.

· That the visitor(s) and the government represented will afford the information the same degree of security protection afforded to it by the United States Government.

· That the information will be used for purposes specified in the visit request and for no other purpose. 

· That dissemination will be limited to persons who require the information in the performance of their official duties.

· That the rights of the individual or organization which originates or develops the information will be respected and protected in accordance with the patent laws of the country of the originator.

· That any known or suspected compromise or unauthorized transfer of the information received as a result of the visit will be promptly reported to the United States Government.

· Those embassies using the FVS certify these conditions are met, by completing Section 16 of the visit request format. Written visit requests will include a security assurance statement as shown in enclosure 1; and the request must be signed by an attaché accredited to the U.S. Department of Defense. 

5.  Types of Visits. 

· One-time visit.  Contact by foreign representatives with a DOD component or DOD contractor facility for a single short-term occasion (normally fewer than 30 days) for a specified purpose.

· Recurring Visit.  Intermittent, recurring visits by foreign representatives with a DOD component or DOD contractor facility over a specified period of time for a government approved license, contract or agreement, or other program when the information to be released has been defined and approved for release in advance by the U.S. Government, subject to annual review and revalidation.  

· Extended Visit.  A single visit by a foreign representative located in the United States for a duration that exceeds 30 days.  Extended visit authorizations are to be used when a foreign representative is required to be located at or in continuous contact with a DOD component or a DOD contractor facility beyond 30 days, for one of the following situations:

1.  A foreign government contract, joint program, agreement, or license;  

2.  Certification as a Defense Personnel Exchange, Liaison, Standardization Representative, Engineers and Scientists Exchange or Cooperative Program Personnel, officer to a DOD component(s). 

6.  Timelines for submitting RVAs. 

All RVAs should reach DAMI-CDD 30 days (at a minimum) prior to the start of the proposed date of the visit.   Requests that are not submitted in a timely manner may be returned without action.  Requests for exceptions to this policy must be in writing and must contain a detailed justification for late submission.   

There are five exceptions to the 30-day requirement:

            (1)  Extended RVAs where an individual is participating in an integrated or long-term government-to-government program must be submitted 90 days in advance of the start date.

            (2)  Visit to the National Training Center (NTC), at Fort Irwin, California, which requires RVAs to be submitted 45 days in advance, as training at the facility is cyclic.

             (3)  Visit to the Joint Readiness Training Center (JRTC), at Fort Polk, Louisiana, which requires RVAS to be submitted 45 days in advance, as training at the facility is cyclic. 

             (4)  The Office of the Deputy Under Secretary of Defense, Policy Support, (Foreign Visits System) sends a letter informing embassy personnel of a holiday moratorium.  RVAs submitted during the moratorium timeframe will be returned without action unless the visit is to attend a previously scheduled conference, meeting or is mission essential.  The moratorium is necessary because during the Christmas holiday period DOD activities traditionally operate at reduced levels.   

             (5)  Emergency Visits. A visit request submitted within 7 calendar days of the proposed visit. The request must state a specific Government approved contract, international agreement or announced request for proposal.  The request must fully explain and justify the reason for the late submission.  The requestor must coordinate the emergency visit with the ODCSINT country desk officer prior to submitting the request through the FVS.   Emergency visits are only approved as a single, one-time visit, and cannot be amended.

7.  Attaché and Visitor Responsibilities. 

· Visitors notify the contact officer provided on the approved RVA at the organization or facility to be visited 72 hours (excluding Saturdays, Sundays, and holidays) in advance of each visit.

· All military visitors must wear the appropriate military attire of their respective country. 

· Visitors must have, in their possession, personal identification that depicts a photograph, an identification number, date of birth, and nationality. 

· Visitors must know the applicable visit authorization number. 

· Visitors CANNOT arrive at facilities until each visit is approved.

· Visitors must be prepared to pay all expenses associated with the entire visit (i.e., travel, lodging, meals, etc).

· Visitors who are general/flag officer or civilian equivalent rank/grade must include biographical data on the RVA.  This includes biographic information concerning visitors of general officer rank, civilians holding equivalent government appointments, and prospective liaison and exchange officers.

· RVA information concerning the nature, purpose, locations, and duration of the visits, as well as identification data regarding the visitor(s) is complete.

· Determine and identify that the purpose is under the cognizance of the U.S. Army.  If not, the appropriate service must be identified.

· The English language capability of the prospective visitor(s) is adequate or, if necessary, arrange for an accompanying interpreter.

· Changes to approved RVAs must be proposed by written amendment submitted through the FVS.  Amendments may only accomplish the following:  

(1)  Add or delete names of visitors (Additions require complete identifying data).

(2)  Change originally proposed dates(s) to LATER date(s)

(3)  Cancel a previously submitted RVA, whether pending or approved

· Itineraries, arrangements for travel, transportation or lodging and other administrative matters associated with a visit are the responsibility of the Military Attaché and his staff.  Country Desk Officers in the Office of the Deputy Chief of Staff, G-3 (Regional Integration and Assessment Division) (DAMO-SSR) are available to offer advice.  

8.  Direct Contact Authorizations.  Direct contact by telephone, letter, or visit to DA offices or staff agencies is authorized ONLY when the foreign representative has been specifically authorized to do so.  Authorization may be obtained through a military attaché’s Letter of Special Accreditation or an approved visit request.  Direct contact with U.S. Army officials without an authorized certification or an approved visit request is forbidden. 

9.  Hosted Visits.  

On occasion, DoD officials invite foreign representatives to visit U.S. Army facilities and installations to attend meetings or conferences.  These are designated as “hosted visits.”

For the purpose of responding to an invitation, the visit request format is to be used to validate the names and personal identification information including security clearances and obtaining the security assurances.

Even though the visit is by invitation of the facilities to be visited, embassies must provide a RVA, and if possible, provide a copy of the invitation. 

All the conditions as described in the “attaché responsibilities” apply to these types of visits.

10.  Procedures for Visits to Defense Contractors and other Commercial firms.  

The requestor is to follow the visit request format and procedures.

11.  Exemptions to the FVS process.  Request for visits by foreign national employees of DOD contractor facilities, including foreign owned U.S. contractors, shall not be submitted through the embassies using the Foreign Visit System procedures.  Using the visit request format, send your request directly to the U.S. commercial facility for visit consideration as described in the National Industrial Security Program Operating Manual (NISPOM), section 10-507, Visits by Foreign Nationals to U.S. Contractor Facilities.  
12.  Decision Types. Upon receipt of a correct RVA, the processing will be completed as indicated below: 

· Approval:  Approval indicates that the visit is part of a valid government-to-government program, project, or agreement under the auspices of the Department of Defense.   If the visit is to a U.S. contractor facility, it is important to note that despite approval by the U.S. Army, the host company retains the right to decline the visit.  

· Non-sponsored:  An approval exclusive to visit U.S. contractors.  This means the U.S. Army has “no objection” to the visit provided the contractor has obtained the necessary commercial export authorization or plans to release information that is not export controlled.  In this case, the embassy may make its own arrangements for the visit directly with the contractor facility.  The U.S. Army will forward the visit request to the address provided.  It is important to note that despite such approval by the U.S. Army, the host company retains the right to decline the visit. 

· Deny:  The U.S. Army objects to the release of specified information requested in the RVA purpose.  If the visit is to a U.S. contractor, the commercial facility may accept the visit through direct arrangements with the visitor. However, the contractor may not release export-controlled information on the subject matter that was denied.

· Return without action:  The RVA did not contain all the necessary information and the request could not be coordinated appropriately within Department of Defense.  The request can be corrected and resubmitted.  

· Cancel:  Upon the request of the Embassy 

B.  ACQUIRING U.S. ARMY PUBLICATIONS AND INFORMATION

PURPOSE:  This section of the guide provides information on the Department of the Army (DA) policies and procedures for acquiring U.S. Army Publications and Information. The DA expects that most of a foreign Military Attaché’s requirements for information produced by, for, or about the U.S. Army and its activities can and should be satisfied by the DA’s visit authorization procedure. DA recognizes that, occasionally, a Military Attaché will have a need that can only be satisfied by written documents.  DA is prepared, within existing U.S. laws and DOD policies, to respond to such needs, promptly.

There are some cases where a military Attaché may receive a tasking from his government requesting information in a subject area about which he has little or no knowledge.  This type of unclear tasking makes it difficult for the military Attaché to prepare an appropriate request for documentary information or visit request.  In cases like this, the submission of a simple letter to DAMI-CDD explaining your government’s tasking before you labor over a formal request is advisable.  DAMI-CDD is well equipped to review your letter and advise you which is more appropriate. 

1.  Policies.  All releases of DA information to foreign representatives, regardless of the form – oral, visual or documentary—must be on official government stationery and include a “Statement of Sponsorship.”  This is the same “Statement of Sponsorship” as required on all RVAs and requests for accreditation.

Only those requests for documentary information, which are in written form and authenticated by the Military Attaché or a person to whom the Military Attaché has officially delegated such authority, will be accepted for processing.  Verbal requests will not be honored. 

Request for documentary information not under the jurisdiction of DA, cannot be processed by the U.S. Army.  Such requests must be submitted to the same jurisdictional authority as for visit requests.

2.  Internet Access.  Many U.S. Service documents and forms are available at the U.S. Department of Defense Internet homepage, DEFENSE LINK.  DEFENSE LINK may be accessed using the following Internet addresses:

       http://www.defenselink.mil/ 

       http://www.dtic.mil.defenselink
      Other useful sites are:

      http://www.army.mil
      http://www.ntis.gov
      http://www.refdesk.com
      http://www.firstgov.com
      http://www.fedworld.gov
3.  Documents Available for Purchase.  The DA reserves the right to assess fees in accordance with established rates prescribed by U.S. law and DOD policy.  The DA expects that the bulk of a Military Attaché’s requirements for documentary information produced by, for, or about the U.S. Army and its activities can be purchased through one of the following sources.

The Superintendent of Documents

       P.O. Box 371954

       Pittsburgh, Pennsylvania 15250-7954

       (Local Telephone:  (202) 512-1800)

Or through the Government Printing Office online bookstore at:  http://www.bookstore.gpo.gov
The National Technical Information Service

       5285 Port Royal Road

       Springfield, Virginia  22161

       (Local Telephone:  (703) 605-6000)

Foreign Military Sales (FMS) Publication Accounts for those countries eligible for FMS. The action agency for establishing a FMS Publication Account is the U.S. Army Security Assistance Command (USASAC).  Please contact your country case manager (CCM) or country program manager (CPM) to establish a FMS Publication Account.  If you are uncertain of your CCM or CPM or have other questions, call (703) 806-2216 and request a phone number and name.  USASAC’s mailing address is:   USASAC, ATTN:  Foreign Disclosure Office, 5701 21st Street, Bldg 216,  Fort Belvoir, VA 22060-5940.

4.  Information Not Available for Purchase.  If the information is not available through the sources listed previously, it may be requested through DAMI-CCD.  The request should be submitted electronically via the automated Foreign Visits System (FVS), if available.  If FVS is not available, a request may be submitted in letter format. 

All letter requests for information to the ODCSINT must:

            (1)  State that the information is not available through the GPO, NTIS, Internet, or FMS.

(2)  Contain a “Statement of Sponsorship.” 

(3)  Be signed by the Military Attaché or a person to whom he has delegated signature authority.  (An example of an appropriate letter format is located at Annex B-2 to this section.)

5.  Documents That Are Not Releasable. 

Bibliographies, indexes, and similar listings are not releasable and should not be requested.  Documents written by students in U.S. Army schools do not represent official U.S. Army policies or doctrine and are not releasable.  Documents in draft form are not considered official publications and are not available for release.

ANNEX B-1

LETTER FORMAT FOR REQUEST FOR VISIT AUTHORIZATION

(PLEASE PREPARE ON EMBASSY LETTERHEAD STATIONERY)

SERIAL:      BLOCK   1                                                                                   BLOCK 2   
SUBJECT: Request for Visit Authorization (RVA)

TO:      BLOCK 3                                   

1.  Authorization is requested for the following personnel to visit the facility cited on the date(s) and for the purpose(s) indicated below:

VISITORS:

NAME(S)  (BLOCK 4)                                                                                                                                            

DPOB/SVC#/PP#  (BLOCK 5)                                                                                                                                

CITIZENSHIP  (BLOCK 6)                                                                                                                                     

SECURITY CLEARANCE  (BLOCK 7)                                                                                                                   

AGENCY REPRESENTED  (BLOCK 8)                                                                                                                  
2.  VISIT TO:    (BLOCK 9)                                                                                                                                      
3.  DATE(S) AND DURATION:   (BLOCK 10)                                                                                                       

4.  PURPOSE(S):   (BLOCK 11)                                                                                                                                
     a.  Is the visit directly related to a specific U.S. equipment item or weapon system?   (          )  Yes  (         ) No.  If yes, please specify:   (BLOCK 12)                                                                                                                                                                                                                                                                                                         

     b.  Is the visit directly related to a FMS Case or Munitions Export License:  (       )  Yes  (        )  No.  If yes, please specify:     (BLOCK 13)                                                                                                                                                                                                                                                                                                                   

     c.  Is the visit directly related to a specific exchange program (e.g., DEA, IEP, joint project or agreement)? 

(       )  Yes  (       )  No.  If yes, please specify   (BLOCK 14)                                                                                                                                                                                                                                                                     
    d.  Is the visit related to the Defense Department acquisition process?  (       )  Yes   (       )  No.  If yes, please specify how it is related:  (BLOCK 15)                                                                                                                                                                                                                                                                                                      
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     e.  If known, identity and telephone number of a U.S. person knowledgeable of proposed visit:   (BLOCK 16)                                                                                                                                                                                      

5.  Remarks:      (BLOCK 17)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              

6.  STATEMENT OF OFFICIAL SPONSORSHIP AND SECURITY ASSURANCE:  This visit is officially sponsored by the Government of  (BLOCK 18)                                                                                              .  The person(s) included is/are authorized representative(s) of the Government of  (BLOCK 19)                                                                                                        , and such persons(s) and this Government will observe and carry out the following responsibilities with respect to the care, use, and disposition of information acquired: (a) classified United States Government (U.S. Government) material or information furnished in connection with this request will be afforded a degree of security protection at least equal to that afforded our government’s classified material or information of the same classification level; (b) such classified material or information will not be provided to anyone not an officer, employee or agent of this Government, except as specified in the request, without the approval of the U.S. Government; (c) all personnel subsequently authorized access to such material or information will be security cleared to the required classification level and have an official need for access; (d) the material or information will be used only for the purpose specified in this request; (e) this Government will promptly and fully inform the U.S. Government of any compromise, or possible compromise, of U.S. classified material or information furnished pursuant to this request; and (f) if the U.S. classified material or information is to be subsequently furnished to a commercial or government-owned contractor: (1) such material or information will be transmitted through official government channels; (2) the specified contractor will have been granted a facility security clearance by this Government at a level at least equal to the classification level of the U.S. material or information involved; (3) all contractor personnel requiring access to such material or information will have been cleared to the appropriate level by this Government and; (4) this Government will assume responsibility for administering security measures for the protection of such material or information while it is in the possession of the contractor, to include periodic inspections and briefings to ensure that the material or information is being adequately protected.

FOR THE GOVERNMENT OF    BLOCK 20)                                                                                                        

AFFIX EMBASSY SEAL BELOW                        __________________________________________________                                                                                                      (Signature of Military Attaché)

                                                                               ___________________________________________________

                                                                                                      (Typed Name of Signatory)

                                                                               ___________________________________________________

                                                                                                       (Typed Title of Signatory)

                                                                              ____________________________________________________

                                                                                                      (Typed Name of Embassy)

INSTRUCTIONS FOR COMPLETION OF A REQUEST FOR VISIT AUTHORIZATION

LETTER FORMAT

(PLEASE PREPARE ON EMBASSY LETTERHEAD STATIONERY)

General Instructions:  Please avoid the use of acronyms in providing personal data requested by the RVA.

BLOCK 1:  Each request must bear a distinctive and unique identifying combination of letter and numbers.  The identifying reference will follow the Department of Defense Foreign Disclosure and Technical Information System (FORDTIS) format.  The identifying reference will be formulated as follows:       

· A country identifier followed by the calendar year in which the request is submitted.  

· This will be followed by a hyphen.  

· The hyphen is followed by a letter that indicates the section of the embassy that is originating the request.  (It is the option of the submitting embassy to make this distinction.  However, a letter must be included.)  

· The letter is followed by an annual four (4) digit serial number.  

For example:  SZ01-A0001 would indicate the first RVA submitted by the Swiss Embassy in 2001.  GE01-A0001 would indicate the first RVA submitted by the German Embassy in 2001.

BLOCK 2:  Enter today’s date.

BLOCK 3:  Select and enter the address for DAMI-CDD if the visit is to a U.S. Army installation/activity located within the continental United States.   Addresses for U.S. Army installations/activities located outside the continental United States are listed at the first page of this Section.  Requests should be sent directly to the addresses given.

BLOCK 4:  Enter full name and rank/title of each prospective visitor.  The minimum requirement is last/family name (surname) first/given name, middle initial and rank/grade.  The surname may be capitalized or underlined.  For example:  STUART, James Ewell Brown, General.  For general/flag officers or the civilian equivalent rank/grade, please attach biographical information on the visitor applicant.

BLOCK 5:  Enter the means by which the identity of each prospective visitor may be positively verified by the host.  This may be either:  Date and place of birth (DPOB),  military or government service identification number, or passport number.  It is essential that the prospective visitors have evidence of that means of identification in their possession during the visit.

BLOCK 6:  Enter the citizenship (nationality) of each visitor.

BLOCK 7:  Enter the level of access to classified information to which each individual is cleared by the requesting government.

· NATO member nations only.  The foregoing, in conjunction with the standard security assurance (paragraph 6 of the request form), is sufficient only for exchanges of information on a bilateral government-to-government basis.

· If exchange of/access to NATO information is required, a NATO security clearance certificate must be provided in accordance with Enclosure “C” to NATO document C-M(55)15(FINAL) and be appended to the request for visit authorization.

BLOCK 8:  Enter the government agency or department or commercial firm represented by each prospective visitor.

BLOCK 9:

· Enter only one specific facility, organization, command, agency or commercial firm, and its precise geographical location on each request.  Citing only an installation (e.g., Fort Belvoir, VA) is not sufficient.  Several diverse organization, facilities, commands, and agencies often are located on the same installation.

· Similarly, citing only an organization, command, or agency is not sufficient, as elements may be situated at more than one location.

· Entries for commercial firms must include the complete mailing address (i.e., street name and number or post office box, city, state, and zip code.)

· It is the responsibility of the requesting Military Attaché to obtain and provide this information.

BLOCK 10:  Enter the actual date or period of time (date-to-date) of the visit by “day-month-year.”  If applicable, indicate an alternate date or period in brackets.

BLOCK 11:  

· The stated purpose of a proposed visit is the single most important basis for visit planning by the prospective host.  It may not be altered by amendment, nor are hosts normally inclined to be respond favorably to attempts to expand the purpose once a visit has begun.  Consequently, the requesting Military Attaché should ensure that the purpose statement is expressed clearly and in detail.  If such details are not readily available, the Military Attaché should withhold submission of the request until such details are made available by the prospective visitor(s).

· The purpose statement should convey what specific topics are desired for discussion and why such discussions are of benefit to the requesting government.  Major topics should be subdivided into specific issues, and major equipment items or weapons systems should be subdivided into specific components.  As a general rule, the requesting Military Attaché must be guided by the premise that no amount of detail can ever be too great.  

· Please avoid the use of acronyms in completing Block 11.                                                                                                                                                

· The following are examples of acceptable and unacceptable purpose statements:


Unacceptable:  Discussions on the M-1 tank.


    Acceptable:  Discussions on engine, drive train, and cooling system employed on the M-1 tank.


Unacceptable:  Discussions within the framework of Data Exchange Agreement (DEA) XX-XXXX.

                  Acceptable:  Discussions on ways to reduce large caliber gun tube erosion, stress, and fatigue, under the auspices of DEA XX-XXXX.


Unacceptable:  Briefings on air defense systems in use by the U.S. Army.


    Acceptable:  Briefings on operational capabilities, crew training and maintenance requirements associated with fielding of the following air defense, systems:  Improved HAWK, Chaparral, and Patriot.

BLOCKS 12, 13, 14, 15 AND 16:  The five specific items depicted (Paragraph 4a-e) are designed to support the purpose statement and to facilitate evaluation and coordination of particular aspects of the proposed visit.  These items must be typed on each request and appropriate responses entered at the time of preparation.  The absence of 

the items and/or responses will result in the request being returned without action.  If a specific point of contact is not known, please enter “UNK”.

BLOCK 17:  Entries in the Remarks section are optional but may include such information as:

· Name and telephone number of an Embassy point of contact familiar with the details of the visit

.

· Reference to previous requests or other actions having a potential bearing on the current request

.

· Explanation of/justification for entries in previous items.

· English language capability of the visitor(s).

BLOCKS 18, 19, AND 20:  

· Enter official name of the country the visitor(s) will be representing in Blocks 18, 19, and 20.

· The wording of the sponsorship/security assurance statement (with Blocks 18 and 19 correctly filled in) must appear verbatim as shown on the request format on each RVA.  If the request is reformatted or is not contained on one page, this statement must appear immediately above the Military Attaché’s or other responsible embassy official’s signature.  This statement serves as the sole and exclusive legal basis for the government-to-government exchange of official information.

· If the requesting government does not wish to officially sponsor a particular visit, but instead is submitting the request merely to satisfy a U.S. requirement or to facilitate interaction between a private citizen and the U.S. Army, the sponsorship/security assurance statement is to be crossed out and the following statement entered in REMARKS:  “This Visit is not officially sponsored by the government of                      (INSERT NAME OF COUNTRY)               , which accepts no responsibility for the activities of the visitor.”

BLOCK 21:  Requests for Visit Authorization must be signed by a Military Attaché or embassy official complete with signature block and embassy seal as prescribed in Paragraph D3 of Section I of the Military Attaché Guide.

ANNEX B-2

LETTER FORMAT FOR REQUEST FOR DOCUMENT OR INFORMATION

(PLEASE PREPARE ON EMBASSY LETTERHEAD STATIONERY)

SUBJECT: Request for Information

OFFICE OF THE DEPUTY CHIEF OF STAFF, G-2

ATTN:  DAMI-CDD

1000 ARMY PENTAGON

WASHINGTON, D.C.   20310-1000 

1.  Documentary/Information Request.  The document or information described below is requested by the Government of ___________(INSERT NAME OF YOUR COUNTRY)       for its official use.  The requested document or information is not available to my Government via the U.S. Government Printing Office nor the National Technical Information Service or an FMS Publications Account.  


DOCUMENTS





INFORMATION

     a. Document title or description       


A separate letter should be submitted for each

     b. Document identification number (if known)                   type of information requested.

     c. Classification (if known)            

     d. Document date/edition (if known)

     e. Originating agency/command:  

2.  Request Justification.  The following statement(s) are offered in explanation of my Government's need for the information requested:

(INSERT JUSTIFICATION FOR THE RELEASE OF THE INFORMATION/MATERIAL)_________________
____________________________________________________________________________________________

____________________________________________________________________________________________                  

3.  Cost Reimbursement.  Costs incident to this request will be paid upon receipt of instructions from the U.S. Army.

4. Statement of Sponsorship.  If the requested information is provided, the Government of _________(INSERT NAME OF YOUR COUNTRY)_____will observe and carry out the following responsibilities with respect to the care, use and disposition of such information:  (a) it is accepted solely for the purpose of information and will accordingly be treated as disclosed in confidence, and will be afforded a degree of security protection at least equal to that afforded our own classified information of the same classification level; (b) it will not be provided to anyone who is not an officer, employee or agent of this Government, except as specified in the request without the express consent of the United States Government (USG); (c) if classified, all personnel subsequently authorized access to such material or information will have the required classification level and have an official need for access; (d) the information will be used only for the purpose specified in this request; (e) we will promptly and fully inform the USG of any compromise, or possible compromise, of U.S. classified information, or misuse of unclassified official information furnished pursuant to this request; (f) if the U.S. 
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SUBJECT:  Request for Documentary Information (continued)

information is to be subsequently furnished to a commercial or government-owned contractor: (1) such information will be transmitted through official channels; 

(2) the specified contractor will have been granted a facility security clearance by this Government at a level of the U.S. information involved; (3) all contractor personnel requiring access to such information will have been cleared to the appropriate level by this Government; and (4) we will assume any responsibility for administering security 

measures for the protection of such information while it is in the possession of the contractor to include periodic inspections and briefings to ensure that the information is being adequately protected; and (g) we will use our best endeavors to ensure that the information is not dealt with in any manner likely to prejudice the right of the private owner thereof, if any, to obtain patent or other like statutory protection; regardless of any other markings which may appear on the documentary information, we will ensure that the information is not declassified or downgraded without the written approval of the originating U.S. agency. 

FOR THE GOVERNMENT OF       (INSERT NAME OF YOUR COUNTRY)                                

 PLEASE AFFIX EMBASSY SEAL BELOW:                                                                                           

                                                                              ___________________________________________________                                                                                                      (Signature of Military Attaché)

                                                                               ___________________________________________________

                                                                                                      (Typed Name of Signatory)

                                                                               ___________________________________________________

                                                                                                       (Typed Title of Signatory)

                                                                              ____________________________________________________

                                                                                                      (Typed Name of Embassy)       
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