International Armaments Cooperation (IAC) and

NATO Naval Armaments Group (NNAG)

Travel Fund Guidance

GENERAL GUIDANCE


All requests for IAC/NNAG travel funds should be received in the Navy IPO at least four weeks prior to the commencement of travel, unless circumstances dictate the need for emergency travel authorization.  Late submission of travel fund requests often provides insufficient time for the traveler’s command to process travel orders.  (NOTE:  Due to budget complications at the end of the fiscal year, funding approvals are tenuous regardless of leadtime provided.)


All travel fund requests should be submitted to Navy IPO (Attn:  Diane Gaspar, Navy IPO Code 01/03X) in writing in the format provided at attachment (1).  To hasten the process, funding requests can be faxed to (202) 764-2468, DSN 764-2468, or e-mailed to Gaspar.diane@hq.navy.mil.  Original must be forwarded by mail.


Because of recurring budget reductions, Navy IPO is only able to fund the U.S. appointed representative for a specific DEA or IEP, CNAD/NATO/ or Tri-Service Group on Communications and Electronics (TSGCE) group.  Travelers may be requested to provide Navy IPO a copy of their group appointment letter for verification prior to receiving approval for travel funds.


Individuals traveling to support a particular CNAD, NNAG, or TSGCE group are requested to state in their travel fund request letter the group objectives to be accomplished, as well as U.S. quid pro quo objectives to be addressed during the meeting.

Example:  Extracted from addendum to the COMNAVSEASYSCOM ltr 5050 OPR: 55W32 ser 55W3/18 of 27 Feb 92

Group Objectives:  Continue work on ship design standards and procedures for surface effect ship (SES) seakeeping, replenishment at sea, and seakeeping trials.  Continue assembling design criteria for ship motion effects on human and equipment performance.  Continue work on Mediterranean Wave Atlas.  These efforts are included in working papers that will be published, in time, as Allied Naval Engineering Publications (ANEPs).  Continue to monitor outside efforts on seaway loads, ultimate stability, ship-aircraft interface dynamics and hull design data base.

U.S. Quid Pro Quo Objectives:  Develop and present briefings on seakeeping trials agenda, ship motion effects on human performance, seaway loads, ship-aircraft interface dynamics and the hull design data base.  Obtain technical information from France on SES seakeeping.  Obtain information from the United Kingdom on ship motion effects on replenishment at sea and equipment performance. Obtain information from Canada, the Netherlands, and the United Kingdom on human performance.  Obtain information from France, Greece, Italy, and Spain on the Mediterranean wave environment.  Obtain information from the Netherlands on ultimate stability.


Navy IPO Code 04 issues all travel funds on a reimbursable work request, not via a direct cite authorization letter.  Therefore, the traveler’s command Finance/Budget Office must process the work request prior to assignment of an accounting line/code for the travel orders.  It is requested that the traveler provide in his/her travel fund request letter a financial point of contact (name, office code, phone number and telefax number) in the command’s Finance/Budget Office.  The authorizing work request will be forwarded directly to this financial point of contact and the traveler will be notified by telefax when the funding data has been received.


After completion of travel, the traveler must provide to Navy IPO the following reporting documents.

a. A trip report to Navy IPO Code 01/03X.  This trip report must state the objectives and accomplishments of the meeting, as well as any outstanding actions that may require future travel.  For individuals traveling to NATO group meetings, the USMISSION NATO message summary will satisfy this requirement except when a U.S. action item requires Navy IPO guidance (i.e., establish an Memorandum of Understanding, establish a Data Exchange Agreement, etc.).

b. A copy of the travel claim to Navy IPO Code 04B8 after it has been processed through the individuals travel and/or finance office(s).  This copy should include the travel voucher summary, the travel itinerary, and a copy of the travel orders.

GUIDANCE REGARDING DISCUSSIONS DURING MEETINGS ON COOPERATIVE PROGRAMS


U.S. participants at these meetings are requested to observe the following:

a. If the situation arises, inform group participants that your participation that your participation in the group in no way implies an obligation on the part of the Department of the Navy to enter into an international agreement on this subject.

b. Do no discuss any MOU draft or any document that contains language that may become part of an MOU (see DOD Directive 5530.3 of 11 Jun 87 for further guidance).

c. Do not commit to availability of R&D funding to implement the project until such funding is approved by appropriate DON or OSD acquisition authorities.

d. Ensure that no classified information is disclosed to foreign nationals without prior approval by Navy IPO (OPNAVINST 5510.48J applies).

e. Do not sign any joint signature documents which may imply a USG commitment for future obligation to any joint activity (i.e., terms of reference, action items, minutes, MOUs, etc.).

The purpose of this guidance is to ensure that no commitments concerning international obligations involving acquisition are made without prior coordination with the Navy International Programs Office and other cognizant DON organizations.  If there are any questions concerning this matter, please refer them to Navy IPO at (202) 764-2462, DSN 764-2462.
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Date

From:

To:
Director, Navy International Programs Office (Attn:  IPO Code 01/03X)

Subj:
REQUEST FOR INTERNATIONAL ARMAMENTS COOPERATION (IAC) AND NATO NAVAL ARMAMENTS GROUP (NNAG) TRAVEL FUNDS

1. It is requested that authorization be issued to expend travel funds for the following trip.  Category “Z” commercial air will be specified for travel between points so served.

a. Traveler’s Name:
CAPT John Z. Doe

b. Traveler’s Code:
PMS-1234

c. Traveler’s Organization:
NAVSEA


NOTE:  Short title of organization (e.g., NAVSEA, NAVAIR, CNO, etc.).
d. Office Phone No.:
(703) 999-9999; DSN 229-9999

Telefax No.:
(703) 888-8888; DSN 228-8888

NOTE:  Commercial area code required inside and outside the Washington, DC metropolitan area; provide DSN number if available.

e. E-mail address:
DoeJohn@navsea.navy.mil

f. Travel Start Date:
01/02/99

g. Travel Stop Date:
01/25/99

h. Destination:

Example 1:  One destination.
Destination:  Brussels, BE

Example 2:  More than one destination.  List all destinations where TAD will be performed.
Destinations:

(1) Brussels, BE

(2) Freidrichshafen, GE

(3) Paris, FR

(4) Copenhagen, DE

i. Description of Travel:

Example 1:  One purpose of travel.  Fully describe objectives of travel in the “Purpose” field.  For traveler’s attending NATO group meetings, provide your group and individual meeting objectives in Item #5.
Description of travel:

(1) Program Area:  NATO

(2) Program Element:  NNAG

(3) Program Item:  AC/141 NG/3

(4) Purpose:  Attend AC/141 NG/3 meeting

(5) Group and U.S. Quid Pro Quo Objectives:  For NATO Group Travel Only.  (See page 1, paragraph 4 of travel fund guidance for description of objectives.)

Example 2:  More than one purpose of travel.  State program area, element and item which are the primary focus of TAD.  Fully describe objectives of travel in “Purpose” field.  For traveler’s attending NATO group meetings, provide your group and individual meeting objectives in Item #5.
Description of travel:

(1) Program Area:  NATO

(2) Program Element:  NNAG

(3) Program Item:  AC/141 NG/3

(4) Purpose:  Attend AC/141 NG/3 meeting and DEA Project Officer’s meetings on DEA-N-73-G-4216, DEA-N-64-F-5620, and DEA-N-66-D-5001

(5) Group and U.S. Quid Pro Quo Objectives:  For NATO Group Travel only.  (See page 1, paragraph 4 of travel fund guidance for description of objectives.)

Example 3:  Miscellaneous purpose of travel.  Purpose of travel cannot be described as one of the currently defined program areas listed on Tab A.
Description of travel:

(1) Program Area:  MISC

(2) Program Element:  N/A

(3) Program Item:  N/A

(4) Purpose:  Attend US/Japan Joint Military Technology Commission

(5) U.S. Quid Pro Quo Objectives:  Provide a description of what you hope to accomplish as a result of attending subject meeting.

j. Points of Contact:

In-Country POC:  Name, Title, Phone No.

(Note:  List in-country POC for each country to be visited.)
Financial POC:  Name, Office Code, Phone No., Telefax No.

k. Agenda:  ATTACHED

l. Itinerary:  From Washington Dulles Airport to Brussels, Belgium and return.

m. Requested Amount:

(1) Air Fare:

$   617.00

(2) Per Diem:

     672.00

(3) Miscellaneous:
     120.00

(4) Total:


$1,409.00

CAPT John Z. Doe

By direction

PROGRAM ELEMENTS AND ITEMS

Key:
9 – numeric


x – alphabetic

Program Area
Program Element
Program Item

IAC
Exploratory Discussions
Weapons System Short Name


Preliminary Negotiations
Weapons System Short Name


Programs Servicing
Weapons System Short Name





DEA
Country of DEA
DEA Number





IEP
Country of IEP
IEP Number





MOU
Country/Countries of MOU (NATO if it is a NATO effort)
Weapons System Short Name





NATO
CNAD (other than NNAG, NAAG and TSGCE)
AC/999-xx; CNAD Group Name


NNAG
NG/x, PG/x, SWG/x


NAAG
Panel Number (e.g., Panel VII)


TSGCE
SG/x, WG/x, PG/x





ESEP
Country of Laboratory Facility
Laboratory Facility





SNR
Country of SNR






MISC
Short Description


Program Area


Definitions
IAC


International Armaments Cooperation

DEA


Data Exchange Agreements

IEP


Information Exchange Program

MOU


Memorandum of Understanding

NATO


North Atlantic Treaty Organization

ESEP


Engineering Scientist Exchange Program

SNR


Senior National Representative

MISC


Miscellaneous

Enclosure (1)


