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Introduction

This guide is intended to help you, our customer, in the effective use of the Government-to-Government sales programs of the United States.  Our principal goal is to assist you in preparing a Letter of Request (LOR) for defense goods and services.  It is a brief version of several other detailed documents.  For ready access, these additional documents are established as active links in the Web version or cited as references in the CD version.

Your first contact should be with the Security Assistance Organization (SAO) in your country.  Your SAO is trained to understand the FMS process, and the SAO works closely with the U.S. Embassy to ensure all requirements follow current United States laws and policy.

What is a Letter of Request?

You have done extensive research.  You have considered a variety of options that address your defensive needs.  You have determined that some items and services are only available through the U.S. Foreign Military Sales (FMS) government-to-government program.  For items that are not restricted you have concluded that the FMS program will best suit your needs to obtain the defense item or service.

Overview of the Letter of Request (LOR) Process

The Letter of Request (LOR) is the document that starts the FMS process.  The LOR can actually be a formal letter, E-mail or message requesting articles, military construction, or other services.  Each LOR is reviewed and validated by the Military Department (MILDEP), DSCA and the Department of State (DoS), to ensure that the:

•  Prospective FMS purchaser is eligible
•  Articles/services may be sold
•  Request went through proper channels
•  Request is clear and complete

You will want to write your Letter of Request (LOR) for the item or service and send it to the proper U.S. office.  This office may be different, depending on the type of goods and services requested.  You may also request your FMS program manager provide assistance in defining or clarifying requirements.  A new initiative along this line has been developed.  It is called “Team International” and is discussed in more detail later in this guide.  Additional information on Team International is available at the DSCA website, http://www.dsca.osd.mil/.  (Note: when visiting a website or other active link in this document, use the “back arrow” to return to the original point in the document.)

Most routine LORs are sent directly to the MILDEP that manages the weapon system, item or service being requested.  An information copy of the LOR should also be sent to DSCA and DoS.  LORs can also be submitted to other authorized Implementing Agencies (IAs) such as the Defense Logistics Agency (DLA).  A list of IAs that process LORs is contained later in the section of this guide that discusses “Where should you send your LOR”.

An IA is responsible for taking action on your LOR.  Their response will, of course depend on what is requested.  Normally they will be (1) writing a Price and Availability (P&A) document, (2) preparing a Lease, (3) preparing a government-to-government agreement referred to as a Letter of Offer and Acceptance (LOA), or (4) preparing an Amendment to a LOA.  A LOA is frequently referred to as a FMS case.

While formal action must wait for receipt of a LOR, the Team International concept provides you with a forum to discuss complex LORs with the intended IA prior to actually sending the LOR.  You may request an IA to assist you in developing or clarifying requirements.  This helps ensure that the LOR will request equipment and services that will meet your requirements and that the LOR will cover all of the points that must be addressed as outlined in the Security Assistance Management Manual (SAMM).

Channels of submission for the LOR are described in Chapter 7 of the DoD 5105.38-M, Security Assistance Management Manual (SAMM) and later in this guide.  You may access a copy of the SAMM at http://web.deskbook.osd.mil/.  (On the left side of the Deskbook home page, click on “DoD 5105.38-M” in the “Library Shortcuts” area.)

You should avoid concurrent FMS and commercial requests.  If it is determined commercial acquisition is desired after FMS data has been requested, but before receipt of the data, the customer should cancel the LOR prior to requesting commercial data.  See SAMM paragraph 60104 at http://web.deskbook.osd.mil/for guidance in choosing between Direct Commercial Sale (DCS) and FMS.

This guide will assist you as a purchaser to create and submit a LOR to the U.S. Government (USG) for FMS purchase of defense items and services.  The speed and accuracy of the response to your LOR depends in large part on the information you provide in the letter.  This guide will explain:

1.  What information you should include in the LOR.
2.  The importance of Significant Military Equipment (SME) to your request.
3.  Where to send the letter.
4.  What you can expect in response to your letter.

Information from references has been condensed to make this guide easier to read.  You are encouraged to consult the original reference if there is any question about content.  If you are originating the request from your home country and have questions about how to prepare a LOR, your first contact should be with the Security Assistance Office (SAO) in your country.  If you do not have an SAO in your country then you should contact the U.S. Embassy.  If you are located in the U.S., you may refer questions to the appropriate Implementing Agency (IA) Desk Officer or to your Defense Security Cooperation Agency (DSCA) Country Program Director.

What do you need to cover in the LOR you’re sending today?

While there are many things that we have given you to consider when submitting a LOR, most LORs are relatively straightforward and simple.  For an example of a simple LOR for a case as well as a LOR for a case amendment for the Humvees that we just mentioned, click Sample LOR For Defined Order Case.  The more details you can provide, the less chance of a delay in our response back to you.

After you have decided to submit a LOR it is likely to fall into one of two categories.  Your LOR includes a requirement for Significant Military Equipment (SME)/Major Defense Equipment (MDE) or it does not.  We can look at each separately with the simpler situation first.

Request does NOT include Significant Military Equipment (SME)

If you know specifically what you need, and your request does not include Significant Military Equipment (SME), and you have discussed the request with the appropriate IA representative, the LOR may be as simple as creating a “follow on” case.  A “follow on” case is one that follows a previous FMS case.  A LOR to continue funding for an existing Liaison Officer’s office expenses, for instance, might read, “…  This request is a follow-on to case BN-D-GGM…”

A great number of LORs will fall in this category.  The submission channel for these is also the most simple.  Selecting Request for All other FMS (non-SME) will take you to the part of the guide that tells you where to submit your LOR.

Request DOES Include Significant Military Equipment (SME/MDE)

It is not always easy to determine if a specific item is SME/MDE.  These distinctions are important, as they will affect both the routing of your LOR and questions regarding Non-Recurring Costs (NRC).  Resolving these questions may take a bit of research or discussion with your SAO, IA Desk Officer or DSCA.

What exactly is Significant Military Equipment?  SME is an item designated in the International Traffic in Arms Regulation (ITAR) that warrants special export controls because of the capacity for substantial military utility.  SME designations can be found in the ITAR, Part 121 -- The United States Munitions List (USML).  Additional discussion about the ITAR is included later in this guide.  The U.S. State Department’s Office of Defense Trade Controls maintains a web page at http://www.pmdtc.org/from which the complete USML can be downloaded.

Some publications use the term Major Defense Equipment (MDE) to identify requests that require special processing.  MDE is a subcategory of SME.  A U.S. defense article is considered to be MDE when (1) it is identified as SME on the USML and (2) when the United States government has incurred either a nonrecurring research and development cost for the item of more than $50 million or the item has had a total production cost of more than $200 million.  A list of MDE is contained in chapter 7 of the SAMM.  You can reach the SAMM via http://web.deskbook.osd.mil/.  A word of caution:  model information you have received from a manufacturer or obtained from a website, may not match exactly the model in the SAMM listing.  However, if the basic equipment is listed in the SAMM even if the model is slightly different, you are advised to treat the item as MDE.)  More information will on SME and MDE will be provided later in this guide.

Most routine LORs are sent directly to the appropriate office in the MILDEP that manages the weapon system, item or service being requested.  An information copy of the LOR should also be sent to the DSCA and DoS.  LORs can also be submitted to other authorized USG IAs such as the Defense Logistics Agency (DLA) offices that prepare responses.  A list of IAs that process LORs is contained later in the section of this guide that discusses “Where should you send your LOR”.

An IA is responsible for taking action on your LOR.  Their response will, of course depend on what is requested.  Normally they will be (1) writing a Price and Availability (P&A) document, (2) preparing a Lease, (3) preparing a government-to-government agreement referred to as a Letter of Offer and Acceptance (LOA), or (4) preparing an Amendment to a LOA.  A LOA is frequently referred to as a FMS case.  The IA is responsible for verifying that information copies of your LOR have been forwarded to the DoS and DSCA.  If it cannot be determined or if they have not been given a copy, the IA will forward one.

You may submit your LOR directly to DoS or DSCA for action if you believe it is of such a sensitive nature that higher-level review is required.  Standard U.S. regulations require that a LOR that includes a request for Significant Military Equipment (SME) must also be reviewed and commented on by the U.S. Ambassador who is posted to your country.  You may access the listing of SME at http://www.pmdtc.org/.

Policy Regarding Contents of the Letter of Request

The Security Assistance Management Manual (SAMM), DoD 5105.38-M, http://web.deskbook.osd.mil./provides a great deal of guidance regarding a LOR.  While the SAMM does not require a specific format for a LOR, paragraph 7003 of the manual does call for, you, the requestor to assure that “the request is complete.”

There is a recognized need to bring the relevant parties in an export sale together at the earliest possible time to better define program requirements and influence program execution.  DSCA policy memo I-01/006954-SP, dated 24 July 2001, establishes the framework to foster partnering between the USG, defense industry and the international customer at the earliest possible stage in an export program’s development.  See http://www.dsca.osd.mil/for additional information on requesting the establishment of a Team International.

It is important to have a clear understanding of what “complete” means to the person who will be responding to your LOR.  A “complete” LOR should include the following:

a.  The LOR must be “specific” as to what is desired.

•  What are you requesting?  Be explicit as to what you wish to receive in response to your LOR.  You can use the LOR to ask for:

1.  Price and Availability (P&A) -- this is preliminary planning data.
2.  A Letter of Offer and Acceptance (LOA), an Amendment to an existing LOA or a modification to an existing LOA -- these are the authorized documents used by the USG to sell defense articles and services.
3.  A Lease -- this is an agreement to lease and maintain an item for a certain period of time.

•  Being “specific” means that the receiving IA should be able to review your LOR and know exactly what defense articles or services you want to receive.  This would include information such as:

1.  Quantity and specific model identity of items requested.
2.  Unique non-U.S. configuration requirements.  If you need nameplates or publications in a language other than English, be sure to state this requirement.
3.  Delivery times or requirements for specified quantities within a specific period.
4.  Will there be a requirement for any special contract terms in the USG contract with the supplier?
5.  Training and support for the item.

•  If the request is for services or logistics support that is to be limited to a specified dollar value, include that information.

•  If requesting a Lease, you must provide information about where the items will be used or based during the Lease period (do they all need to be shipped to one location or to several locations?) and the duration of the requested Lease.  You will also need to request a separate LOA (Case) or group of cases to cover support costs for the items being leased, or you may specify in the Lease LOR what existing FMS case will be used to cover support costs (spare parts, repair services, training, etc.).

•  If you previously asked for and received P&A information, and now you want to ask for a LOA, your LOR should reference the case identifier provided with the P&A.  For example:  “We request a LOA for items as defined in Price and Availability document BN-D-AAA provided by the U.S. Air Force letter number 11-AA on 1 Jul 2001.”  This information will help speed up processing of your LOR for a LOA.

b.  The LOR must contain your name, position title and full address.  We also need a serial number on the letter to use as a reference number when we respond to you.

•  The reference number on your LOR will be entered in the Defense Security Assistance Management System (DSAMS) and is the key to tie our USG response back to your request.  (DSAMS is the system we use to produce P&A, LOA and Lease documents.  DSAMS is also used to track the progress of these documents.)

•  The address you provide should be the address to which the USG should send the P&A or LOA.  If you have other offices that can answer technical questions about the request, please provide that address information also.

•  Some IAs, (Navy primarily), may call for a “Case Initiation Meeting” (CIM) to discuss the specifics of your LOR.  You will be invited to have a representative at the CIM.  It is essential that you send a representative who is knowledgeable regarding the particular LOR and can provide clarification and answers to questions that may arise during the discussion.  CIMs are held in the Washington, D.C. area, normally soon after receipt of a LOR.  If you have a Washington-based representative who would attend such a meeting or coordinate the attendance of others, it would help to provide his or her name and phone number in the LOR.

c.  Your LOR must provide sufficient detail to be understood clearly by the people at the DoD agency that will develop the response.  Nearly every situation is different.  LORs that describe your special situations help assure that the response is what you need and want.

d.  Here is a checklist of items that you may need to consider in your LOR.

•  Often you will have had discussions with various USG personnel prior to submission of the actual LOR.  If you have attended meetings or held discussions about the LOR, it is helpful to include a reference to the meeting or attach meeting minutes to the LOR.

•  Sometimes a “Site Survey” may be needed to properly determine what is required to support a major system.  A site survey is a visit by a team made up of USG personnel, commercial contractor personnel, or other skilled planning representatives, who along with your personnel conduct reviews in your country.  These teams are in response to your request and are specifically structured to support your current and planned military capabilities and identify any deficiencies.  Some surveys are general.  Others may be in a specific mission area.  For example the team would consider such questions as:

•  Will your existing repair facilities handle the new system or will they need modifications?
•  Is electrical power sufficient and compatible with the requirements?
•  Is your harbor deep enough for the proposed ship?
•  Is your runway long enough?
•  Is your support concept adequate?

•  If a site survey has been conducted or you have requested one by other correspondence, include a reference to the site survey.

•  If your LOR is to request upgrades or modifications to a weapon system, it is essential that the case writer understand the configuration of your current system.  If your current system was purchased through a FMS case, include the original FMS Case Identifier.  Information about previous or related cases will help the case writer properly estimate the requirements for test equipment, spare parts, and training.  If the purchase was via Direct Commercial Sale (DCS) from the manufacturer or a third party, indicate that also.

•  If you plan to use Foreign Military Financing (FMF) Funds for the requirements contained in the LOR, indicate this in the LOR.

•  Indicate the desired Terms of Sale, which basically means how you wish for the LOA to be financed.  The Terms of Sale are important for establishing the payment schedule and, if the LOA is wholly financed with MAP Merger or FMS Credit (non-repayable), can affect the pricing.

•  If you have special budgetary allocations or constraints that you want the USG to consider in establishing the LOA payment schedule, be sure to include those in the LOR.

•  If your LOR is for a Blanket Order case, provide the total dollar value of the case.  A Blanket Order Case is the type of case that we use to sell relatively minor items that do not require intensive by-item control.  For example spare and repair parts, publications, support equipment, supplies, etc., are usually on a blanket order case.  LOAs for these cases reflect categories (normally to support one or more end items) with no definitive listing of items or quantities.  For example, your LOR may be for “a Total Case Value of $1,000,000 and an ordering period of two years.”  Include the desired case period of performance only if you want the case to be restricted in that manner.  Also be specific about what systems are to be supported under the Blanket Order Request.  For example, a request for a “Blanket Order case for C-130 and F-16 spare parts or you can be general and request “Blanket Order Case for training”.  [See SAMM Section 70002 C, Standard FMS Cases, at http://web.deskbook.osd.mil./for a more detailed discussion.]

•  If you will be specifying a Sole Source, you will need to refer to the SAMM for the specific information required to justify a Sole Source request.  A Sole Source contract is a contract for the purchase of supplies or services that is entered into or proposed to be entered into by an agency after soliciting and negotiating with only one specific source.  If you already have a specific model made by a certain manufacturer, you may wish to procure future items from the same manufacturer to ensure commonality of spare parts.  [SAMM Section 80102 -- FMS Customer Requests for Specific Source has additional details.  See http://web.deskbook.osd.mil./.

•  Many major weapon systems have Non-Recurring Costs (NRC) that are charged.  You can request that these costs be waived.  If you plan to include a NRC Waiver Request, you should review SAMM paragraph 130104.B.1.b.  NRC are discussed in a later section of this guide, What about Non Recurring Costs.  If appropriate, include the request for waiver of NRC in the LOR.  If the waiver request was made in other correspondence, include a reference to the other correspondence.

•  How long will you need to review a response to your LOR?  Normally the USG case writer will write the document so you have at least 60 days to review a LOA or LOA Amendment.  If you need more than 60 days to review the document, include a comment to that effect in your LOR.  If there is a reason why you need the document by a specific date, be sure to include that information also.  For instance, if you need a LOR for aerial refueling support for a Joint Military Exercise, you should clearly state the date of the planned exercise.

•  In order to recommend the best item to meet your requirement, the DoD program manager needs to know the intended end use, environment and interface requirements.

•  Most weapon system requests need to include information to help determine operations, maintenance and supply concepts for the items you request.  For example, how many flight hours per month are anticipated.  This information is critical in determining the level of spares and repair materials that are planned.

•  What will be your training requirements?  If your LOR is for a new weapon system and you are sending a separate LOR for training, include a reference (serial number and date) to the other LOR.

•  Will you require U.S. contractor or U.S. government services for technical support, program assistance, etc?

•  In addition, you should identify any related international agreement such as a Memorandum of Understanding (MOU).  This is especially important if the LOR contains a request for technical data.

•  Will there be any special transportation instructions?  For example, if you use multiple freight forwarders, it’s a good idea to specify which freight forwarder you want to use for this request.  While the freight forwarder works directly for your country, the Defense Institute for Security Assistance Management (DISAM) has developed a “Foreign Purchaser Guide to Freight Forwarder Selection” which you can find at http://disam.osd.mil/DR/greenbook.htm.  From the drop down menu, select Appendix 2.

•  Will there be other special transportation requirements such as when classified material is to be shipped.  In such cases a Transportation Plan will be required.  See SAMM paragraph 50111 -- Transmission of Classified Materiel to Foreign Governments, for additional information.  Access the SAMM at http://web1.deskbook.osd.mil/.

For the first time originator of an LOR we know that all of these information requirements can seem to be overwhelming to you.  Please be patient.  Read the rest of this guide and by the time you are finished we are certain that our requirements will be easier to understand.

Total Package Approach

When reviewing your LOR and building the appropriate response document to meet your needs, the USG personnel working on your case take a “systems” approach.  This is generally referred to as a “Total Package Approach.”  It is our goal that the program meets your operational requirements and remains within your budget.  The system must also have a realistic delivery schedule and support program.  Under the concept of Total Package Approach (TPA), the following key considerations should be addressed in the LOR for a major weapon system:

•  Purpose of the LOR (Is the request for P&A, LOA, LOA Amendment, or Lease?)
•  Purchaser
•  Quantity
•  Acceptance Timeframe
•  Model
•  Configuration
•  Interoperability (To what degree is the requested item common with equipment in your inventory?)
•  Sole Source (Is a specific source for a procurement contract requested?)
•  Any special contract terms
•  Delivery Timeframe
•  Operations Concept (What is the military mission and the estimated monthly hours of operation, usage or rate of expenditure?)
•  Operational bases/facilities to support the system
•  Maintenance Concept (Your plan for Organization, Intermediate, and Depot level maintenance.  Do your personnel need specific maintenance training?)
•  Supply Concept (How do you want spares, test equipment, and publications to be provided?  Is a Technical Data package needed?  Is a Logistics Conference needed to discuss support issues?)
•  Initial Spares (What range and depth of spares do you need?)
•  Transportation (How long in time and distance is the transportation channel used for re-supply?)
•  Services-USG or Contractor supplied
•  Training (For Operation, Maintenance and Support) Training Devices
•  Waivers (Have any waivers been requested, approved, or any pending?)
•  Warranties
•  Insurance
•  Funding Source
•  MOU/MOA
•  Commercial Negotiations (Are you involved in commercial negotiations with potential supplier companies?)
•  Site Survey
•  Software Support
•  Staging Services (Do you desire that the USG arrange for consolidation of spare/repair parts or support equipment at a staging area for your pickup or other dedicated transport to your country?)
•  Aircraft Ferry/Transportation Plan
•  Liaison Offices (Do you need to have your own representatives set up liaison offices in the U.S. at the manufacturing plant or other key location?)
•  Student support (transportation, living allowances, medical), while in the Continental United States (CONUS)

Let us approach this issue through use of a real example.  Suppose that you are requesting a LOA for a specific quantity of utility vehicles.  You are interested in the U.S. series of vehicles that are often referred to as Humvees.  The official terminology is High Mobility Multipurpose Wheeled Vehicles (HMMWV).  If you submit a LOR for Humvees that does not mention training, spare parts, publications, etc., the USG person writing the case from a Total Package Approach is going to be asking questions like:

•  How will these vehicles be maintained?
•  Who will maintain them?
•  Where will you maintain them?
•  Where and how will you get spare parts?
•  Do you need maintenance publications?

If you do not address these types of questions in your LOR, it will add time to the whole process while the USG personnel who are writing the case try to obtain the answers.  The brief list above is by no means the complete list of questions that may apply to a particular request.  That’s why it’s a good idea to run through the checkoff list of topics above to be sure your special requirements have been covered in your LOR.  In addition, the U.S. MILDEPs have developed a number of checklists that they use to be sure that a request is complete.  These category specific and general checklists are included at the end of this pamphlet to help you in the preparation of specific LORs.  Select “Letter of Request (LOR) Checklists” to take you to the checklists.

Classification

The DoD is required to process FMS LOAs on an unclassified basis to the maximum extent possible.  We may be able to accommodate occasional requests for classification of LOA data when the situation warrants, but considerable off line processing will be required at additional expense.  If you need specific LOA data to be classified, you must state in your LOR:

•  The LOA information that is to be classified (e.g. item description, quantity, cost, etc.).

•  The level of classification desired (U.S. Confidential or Secret).

•  The duration of the classification (e.g., to LOA signature, through execution, to final delivery, etc.).

•  The date, if applicable, of any General Security of Military Information Agreement (GSOMIA).

International Traffic in Arms Regulation (ITAR)

As mentioned earlier, SME is an item designated in the International Traffic in Arms Regulation (ITAR) that warrants special export controls because of the capacity for substantial military utility.  SME designations can be found in the ITAR, Part 121 -- The United States Munitions List (USML).  See web page at http://www.pmdtc.org/for a complete listing.

The USML is separated into categories.  Each category is defined in detail in the USML.  An asterisk (*) preceding a category means that the article is deemed to be “significant military equipment’’ (SME).  Including the SME Category Number in a LOR will speed up processing of your request.  The categories are important for internal USG handling of your request.  The table below shows the Category Number and a Category Name that describes the items included.

	Category
Number
	Category Name

	I
	* Firearms

	II
	* Artillery Projectors

	III
	* Ammunition

	IV
	* Launch Vehicles, Guided Missiles, Ballistic Missiles, Rockets, Torpedoes, Bombs and Mines

	V
	* Explosives, Propellants, Incendiary Agents, and their Constituents

	VI
	* Vessels of War and Special Naval Equipment

	VII
	* Tanks and Military Vehicles

	VIII
	* Aircraft and Associated Equipment

	IX
	Military Training Equipment

	X
	Protective Personnel Equipment

	XI
	* Military Electronics

	XII
	* Fire Control, Range Finder, Optical and Guidance and Control Equipment

	XIII
	* Auxiliary Military Equipment

	XIV
	* Toxicological Agents and Equipment and Radiological Equipment

	XV
	* Spacecraft Systems and Associated Equipment

	XV
	 * Nuclear Weapons Design and Test Equipment

	XVII
	* Classified Articles, technical data, and Defense Services Not Otherwise Enumerated

	XVIII
	[Reserved]

	XIX
	[Reserved]

	XX
	* Submersible Vessels, Oceanographic and Associated Equipment

	XXI
	Miscellaneous Articles


How to find out if an item is SME/MDE – An Example

Suppose you need to purchase the Humvee we mentioned earlier.  You decide to purchase the M1113 utility (shelter) model.  The first step is to review the USML to find the appropriate Category and Description.  The M1113 would fall in Category VII -- * Tanks and Military Vehicles from the table above.  An asterisk (*) in front of the Category Name indicates that the category contains at least some items designated as MDE.

Looking at the details in the USML for Category VII, the text of which is quoted in the table below, we find that the M1113 would be covered by paragraph (d).  Note there is no asterisk (*) on the paragraph, so the M1113 is not SME.  This is an important fact as it affects Non-Recurring Cost (NRC) charges.

	CATEGORY VII -- TANKS AND MILITARY VEHICLES
*(a) Military type armed or armored vehicles, military railway trains, and vehicles specifically designed or modified to accommodate mountings for arms or other specialized military equipment or fitted with such items.
*(b) Military tanks, combat engineer vehicles, bridge launching vehicles, half-tracks and gun carriers.
*(c) Self-propelled guns and howitzers.
(d) Military trucks, trailers, hoists, and skids specifically designed, modified, or equipped to mount or carry weapons of Categories I, II and IV or for carrying and handling the articles in paragraph (a) of Categories III and IV.
*(e) Military recovery vehicles.
*(f) Amphibious vehicles.  (See § 121.4)
*(g) Engines specifically designed or modified for the vehicles in paragraphs (a), (b), (c), and (f) of this category.
(h) All specifically designed or modified components and parts, accessories, attachments, and associated equipment for the articles in this category, including but not limited to military bridging and deep water fording kits.
(i) Technical data (as defined in § 120.21 of this subchapter) and defense services (as defined in § 120.8 of this subchapter) directly related to the defense articles enumerated in paragraphs (a) through (h) of this category.  (See § 125.4 of this subchapter for exemptions.) Technical data directly related to the manufacture or production of any defense articles enumerated elsewhere in this category that are designated as Significant Military Equipment (SME) shall itself be designated SME.


Having determined that the system is not SME, you can submit your LOR directly to the IA responsible for the item, in this case the U.S. Army.  In situations where you have a local Security Assistance Office, you are encouraged to send the LOR through them for coordination.  They can assist by getting your LOR to the IA and in making sure that required copies are sent to the U.S. Unified Command for the region, to the Bureau of Politico-Military Affairs at DoS, and to DSCA.

A Different Situation – A second example

A different situation would exist if your need was to purchase a Humvee model M1045.  The M1045 is a vehicle similar to the M1113 but the M1045 is equipped for launching TOW missiles.  The M1045 is also in USML category VII * Tanks and Military Vehicles but since it is designed to be fitted with missiles it falls into paragraph (a).  See the definition in the table above.  Paragraph (a) is preceded by an asterisk (*); therefore the M1045 is SME.  Your LOR will have to be routed via the special channels set up for “Requests that Include Significant Military Equipment (SME)”.

As we discussed earlier, there is a subset of SME that has been designated as MDE.  This would be a good time to also check to see if the M1045 also falls in the MDE category.  Since Non-Recurring Costs (NRC) involved in the development of an item is one of the primary factors involved in designating an item as MDE, there is a high probability that the item will have charges for NRC.  MDE is listed in SAMM Table 700-6, Major Defense Equipment List (MDEL).  The SAMM can be accessed at http://web.deskbook.osd.mil./.  The M1045 is listed on the MDEL.

The facts that the M1045 is both SME and MDE are important in both the routing of your LOR and issues regarding NRC.  First let us look at the issue of NRC.  The LOR routing will be discussed after that.

What about Non Recurring Costs (NRC)?

It is normal that MDE is subject to a charge for the recovery of NRC.  As mentioned earlier, some SME is also designated as MDE.  The distinction that determines if an item is MDE is that (1) it is SME, and (2) has a USG nonrecurring research and development cost of more than $50 million or production cost of more than $200 million.

Under certain circumstances, a waiver for the recovery of NRC may be considered.  Waivers are considered on a “case-by-case” basis.  If your military need satisfies the waiver conditions contained in chapter 13 of the SAMM, then your LOR that includes MDE should contain, or make reference to, a request for waiver of NRC charges.  Access to the SAMM may be found at http://web.deskbook.osd.mil./.

Where should you send your LOR?

Once your request has been written, the next step is to determine the U.S. approved channels of submission for your Letter of Request (LOR).  Where should you send copies of the LOR?  Based on the nature of your request, and the U.S. Implementing Agency that has responsibility for the requested defense articles or services (including training), the processes for negotiating and implementing a FMS case can vary.  There are, however, some general guidelines to be followed.  A key factor in determining the routing is whether your LOR includes a request for Significant Military Equipment (SME).

Request for All other FMS (non-SME)

All requests that do not include SME should be addressed to the appropriate USG Implementing Agency (IA).

•  If you are submitting your request from an office located in your home country, you may send it directly to the (IA).  However, if you are fortunate enough to have a SAO at the U.S. Embassy in your capital city, you are encouraged to submit your LOR through that office.  This method is frequently used as the SAO can validate the address as well as facilitate providing required information copies to the appropriate U.S. Unified Command, U.S. Department of State (Bureau of Politico-Military Affairs) and to DSCA.

•  To speed up the process you are encouraged to submit your Letter of Request (LOR) electronically, either by E-mail or fax.  The procedures for electronic LOR submittal will vary by country, please check with your Security Assistance Office or Country Program Manager for specifics.

•  Requests originated by your representatives from their offices in the U.S. should be sent directly to the IA.  Information copies should be furnished to the U.S. Department of State (Bureau of Politico-Military Affairs) and to DSCA.

Requests that Include Significant Military Equipment (SME)

•  Requests to purchase SME, which originate in country, should be transmitted to the U.S. Embassy.  They should be addressed to the U.S. Implementing Agency, with information copies to the (1) Bureau of Political-Military Affairs, Department of State (SECSTATE/PM), (2) the Office of the Secretary of Defense, Defense Security Cooperation Agency (SECDEF/DSCA), and (3) the appropriate U.S. Unified Command.

•  Requests to purchase SME, which originate with your representatives in the United States, should also be addressed to and sent to the Implementing Agency.  Information copies to SECSTATE/PM and to DSCA should also be provided.  For SME that is also major defense equipment (MDE), the U.S. Implementing Agency will provide the applicable Unified Command and SAO with a copy or details of the purchaser’s request, as appropriate.

•  In exceptional circumstances requests for P&A and LOAs may be submitted directly to the Bureau of Politico-Military Affairs, DoS, and DSCA.  Such submission should be used only when the U.S. embassy in-country or the Purchaser’s representative in the U.S. believes that the request is sensitive enough to require a higher-level policy determination.

•  When the LOA IA cannot be readily determined by the Purchaser or by the SAO/U.S. Embassy, the P&A or LOA request should be submitted to SECSTATE/PM and DSCA for further distribution.

Can You Help Me with Addresses?

•  Full mailing addresses for U.S Implementing Agencies and U.S. Unified Commands are included in this guide.  By clicking here on “Addresses for LORs” you will be taken to the address list.

What Happens Next?

What will we do with your LOR?

Within five days of receipt of a valid LOR, the U.S. Implementing Agency is required to acknowledge receipt of the request.  You should allow for normal mailing time before following up with the Implementing Agency.

If information is unclear or is missing from your LOR but is required for the proper response to your request, you will be contacted to provide the missing information.  It is in everyone’s interest that the information is provided as quickly as possible.  Depending on the nature of the information, it may be possible to continue limited processing of some portions of the request but a complete response will be delayed until the information is provided or the request amended.

If the request is validated as “complete” by the IA Desk Officer who performs the initial review, a record of the LOR is entered into the Defense Security Assistance Management System (DSAMS) and a Case Identifier is assigned and linked to the request.  A Case Identifier is a special and unique six-position series of letters.  For example, BN-B-UAA, is constructed as follows:

BN = Bandaria (Country Code for the fictitious country of Bandaria)
B = Implementing Agency (U.S. Army)
UAA = Case Designator

Based upon receipt of the information copies of the LOR, DoS and DSCA will, within five working days, begin the required internal USG coordination for the proposed sale.  For MDE items, DSCA will immediately advise the IA of initial approval or if difficulties are foreseen.

You should receive a letter or E-mail from the IA that tells you the case identifier assigned to your request.  The Case Identifier is important since it is used in several information systems needed to process your request.  When additional information is needed or desired, the IA may request a Case Initialization Meeting or a Team International to discuss the specifics of the LOR.

The Case Identifier is important for subsequent tracking of your request.  Be sure to file the acknowledgement letter from the IA and make a note of the assigned Case Identifier.

Congressional Notification -- What is that?

One other area of note is that under certain circumstances, some requests will have to be referred to the U.S. Congress for review prior to issuing a LOA. Paragraph 70303-1 of the SAMM states:

“In compliance with AECA Sec 36(b)(1), Congress must be provided with a notification of all “Letters of Offer” to sell any defense articles or services for $50 million or more, any MDE of $14 million or more, or for design and construction services for $200 million or more, before such LOA is issued. DSCA has been designated to submit this notification to the Congress.”

When will you get your LOA?

The maximum processing time between IA receipt of your LOR and release of the LOA or Amendment should normally be no more than 120 days.  Because unforeseen delays may occur while processing some LOAs, the standard for IAs is that they should process at least 80% of their total number of LOAs within 120 days.

LOR Process Flow Diagram

The figure below illustrates the typical flow of actions that will be taken on your request.  There will be some variations in the steps, as an IA such as DISA (Defense Information Service Agency) will receive and prepare the request without tasking to another office.
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Concluding Notes

Sample LORs are attached.  These show a sample LOR for equipment (a defined order case), a follow-on support case (blanket order case) and a change to an original LOR requesting an amendment.  You do not need to change your format to the one shown.  These examples cannot cover all situations but are intended to demonstrate the type of information that is required in specific situations.  Select Sample Letters of Request to jump to the samples.

As mentioned earlier, to help you anticipate the types of information required in specific situations, we have attached samples of the various checklists that the MILDEPs use to help them process your LOR.  These are furnished for your information.  You are not required to submit them with your LOR.  To access them, select Letter of Request (LOR) Checklists, to display that section.

We have also constructed a list of Acronyms and Abbreviations that are used in this guide.  The list may be accessed by selecting Glossary of Acronyms and Abbreviations.

In conclusion, we hope that you find this guide useful.  Initially the quantity of information and terms used can be confusing.  With patience and the assistance of your SAO, IA Desk Officer and DSCA Country Program Director you will be submitting accurate and complete LORs, even in the most complex programs.  We look forward to working with you.
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Sample Letters of Request

	Sample Letters of Request

	 
	Sample LOR For Defined Order Case

	 
	ROYAL BANDARIAN EMBASSY
1413 39TH STREET N.W.
WASHINGTON D.C.  20006
	 

	 
	Date
June 13, 2001
	Reference
221/00/FQJ/LOG/ER/740.3

	Point of contact
Capt Eric Submister, 202-555-1234
	Previous date
	Previous reference

	To
Department of the Army, U.S Army Security
Assistance Command, Attn:  AMSAC-ME
5001 Eisenhower Avenue
Alexandria, VA 22333-0001
	Copy to
Office of the Deputy Under Secretary of the Army
(International Affairs)
DSCA
U.S. Embassy Kappau/ODC
Department of State, Assistant Secretary of State
for Political Military Affairs

	Dear Sir,

The Government of Bandaria has a firm requirement to procure 20 each “HMMWV” M1113 Truck, Shelter Carrier with Desert Package.  This should be a standard U.S. Army configuration system.  No site survey will be required.

Our requirement is to have delivery of a quantity of 20 not later than 30 September 2003. It is requested that 2 years of initial spares be provided with the deliveries of the “HMMWV”s.  We also require support equipment, tools, publications and a quality assurance team.

Your assistance is requested to ensure the “HMMWV” systems will be provided in time to satisfy our needs.  We have budgeted country funds for this effort.

Provision of a letter of offer to this office at your earliest convenience would be sincerely appreciated.

By Authority


Eric Submister
Captain, RbnAF
Assistant Defense Cooperation Attaché
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	Sample LOR For Blanket Order Case

	 
	GOVERNMENT OF BANDARIA
1501 SW STREET
HERAT, BANDARIA
	 

	 
	Date
Apr 24, 2001
	Reference
245/00/FQJ/LOG/ER/640.1

	Point of contact
Capt Eric Submister, 202-555-1234
	Previous date
	Previous reference

	To
Department of the Navy
Navy International Programs Office
Nebraska Avenue Complex
4255 Mount Vernon Drive suite 17100
Washington DC 20393-5445
	Copy to
DSCA
U.S. Embassy Kappau/ODC
Department of State, Assistant Secretary of State
for Political Military Affairs
Embassy of Bandaria, Washington

	Dear Sir,

We request a follow-on Blanket Order Supply Case for our F/A-18 C/D aircraft.  This request is a follow-on to case BN-P-RAM and is for two years and a total of $6,000,000.

Please take the necessary actions to process this case.

	 
	Sincerely yours,

	 
	James Smith
CAPT, AW Army
Logistics Service Attaché
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	Sample Change To An Original LOR

	 
	GOVERNMENT OF BANDARIA
1501 SW STREET
HERAT, BANDARIA
	 

	 
	Date
July 24, 2001
	Reference
221/00/FQJ/LOG/ER/740.9

	Point of contact
Capt Eric Submister, 202-555-1234
	Previous date
	Previous reference

	To
Department of the Army, U.S Army Security
Assistance Command,
Attn:  AMSAC-ME (Col Young)
5001 Eisenhower Avenue
Alexandria, VA 22333-0001
	Copy to
Office of the Deputy Under Secretary of the Army
(International Affairs)
DSCA
U.S. Embassy Kappau/ODC
Department of State, Assistant Secretary of State
for Political Military Affairs
Embassy of Bandaria, Washington

	Dear Col Young,

Reference our letters 221/00/FQJ/LOG/ER/740.3 dated 13 June 2001 and ABME-45 dated 19 January 2001.

After further analysis we need to reduce the number of HMMWV’s on FMS case BN-B-UXX from 20 to 15.

Please take the necessary actions to process an amendment.

	 
	Sincerely yours,

	 
	James Smith
CAPT, AW Army
Logistics Service Attaché
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Letter of Request (LOR) Checklists

	There is no single checklist that covers every situation.  The wide range of military operations, exercises, facilities, and requirements makes it impossible to cover all situations in a single checklist.

If you have requirements that are not included in any of the checklists, be sure to include them in your Letter of Request.  The following links are provided to assist you in finding the appropriate checklist that the U.S. Implementing Agency will use in reviewing your request.  They are provided to assist you in writing the LOR.  You are not required to fill out any specific checklist.

	 
	U.S. Army:
Department of Army Form 5904-R, Total Package Approach Checklist
(Click on highlighted title)

U.S. Navy:
Sample Navy “Quick Reference” LOR Review Checklist (Click on
highlighted title)

U.S. Air Force:
Click on web address http://web.deskbook.osd.mil and make the following
selections:
Department/Agency section
Air Force
Reference Library
Air Force Documents
16 Series -- Operations Support
AFM 16-101 -- International Affairs and Security Assistance Manual Attachments 5 through 13


	Department of Army Form 5904-R, Total Package Approach Checklist

	TOTAL PACKAGE APPROACH CHECKLIST
For use of this form, see AR 12-8; the proponent agency is DCSLOG

	SECTION I -- Security Assistance Organization

	Country
	Weapon System/Item

	Security Assistance Organizations will complete this checklist with any request for a major weapon system or item and forward it directly to U.S. Army Security Assistance Command (USASAC).

	A.  Answer the following questions with yes, no, or not applicable (NA), as appropriate:

	________
	Has the Total Package Approach concept and principles been explained to this purchaser along with the ramifications of not accepting a total package offer?  If yes, state how:

	Which of the following are required?

	________
	2.  Contractor support
	_______
	15. Training aids or devices

	________
	3.  Training required
	_______
	16. Maintenance support arrangement

	________
	Outside the continental United States (technical assistance team/technical assistance field team/mobile training team/field training services) (include customer training philosophy required)
	_______
	17. Cooperative logistics supply support arrangement (CLSSA)

	________
	b.  Inside the continental United States
	_______
	18.  Blanket order case (specify 1 or 2 years) ______

	________
	4.  Quality assurance team
	_______
	19.  Specialized training requirements (i.e., supply/maintenance)

	________
	5. Concurrent spare parts (1 year unless otherwise specified)
	_______
	20. Engineering services required

	________
	6.  Communications/electronics equipment (radios, accessory kits, etc.)
	_______
	21. Maintenance allocation charts

	________
	7.  Petroleum, oil, or lubricants (list special requirements)
	_______
	22. Test, measurement, and diagnostic equipment

	________
	8.  Calibration services or materiel
	_______
	23.  Facilities to support the equipment

	________
	9.  Maintenance float
	_______
	24. Cold weather adaptations

	________
	10.  Consolidated shipment
	_______
	25. Can the country’s supply or storage system support this weapon system?

	________
	11. Initial training ammunition
	_______
	26. Can the country’s maintenance capability (facilities, equipment, & personnel) support this weapon system?

	________
	12.  Initial basic ammunition load
	_______
	27. Are there any special requirements (climatic considerations, flotation equipment, paint, maps, etc.)?  If so, list them.

	________
	13.  War reserve ammunition
	_______
	 

	________
	14.  Publications case
	 
	 

	B.  Describe anticipated problems, or give any information and assistance that may be required in addition to the data provided above.  Use a separate page if necessary.

	 

	DA FORM 5904-R, AUG 1990
	1
	USAPA V1.00
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	Other selected items from the U.S. Army TPA Checklist can provide an additional guide to items you may need to include in your request.  Does the proposed sale include:

	1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
	Petroleum, oil and lubricants
Calibration services/test equipment and diagnostic equipment
Publications
Quality assurance team
Ancillary equipment
Basic issue items (clothing, safety gear items, etc.)
Communications/electronics equipment (radios, accessory kits, etc.)
Power generators
Concurrent spare parts (list, indicate if 1 or 2 years)
Common and special tools/tool sets/test sets
Maintenance float (spares to cover repair turn around time)
Consolidated shipment
Training aids/devices
Training ammunition
Basic ammunition load
Support cases (list)
Technical assistance (contractor)
Specialized training cases
Specialized software
Cold weather requirements
Facilities
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Sample Navy “Quick Reference” LOR Review Checklist
1.  What is the equipment or service being requested?

a.  If it is equipment, please identify as follows:

1.  Equipment nomenclature and description
2.  Quantity
3.  Intended end use
4.  Higher assembly or system, if appropriate.
5.  Part number and/or National Stock Number, if appropriate.
6.  Configuration (Mark and MOD numbers).
7.  Interface requirements, if appropriate.
8.  Desired condition (new, refurbished as is/where is).
9.  Desired delivery date and/or reason for expedited delivery (include willingness to pay higher price for expedited delivery, if applicable)
10.  Previous FMS cases and/or DCS transactions.  Identify the FMS case or export license number.
11.  For CADS/PADS/AEPS and ammunition, willingness to accept an abbreviated shelf life in exchange for earlier delivery date.
12.  Is a FMS/DCS (hybrid case) combination arrangement requested or recommended?
13.  Transportation issues.  Please state preference for Delivery Term code (DTC) on LOA and other requirements such as staging spare parts.

b.  If service, please identify as follows:

1.  Short description of service requested.  Include back-up details, if applicable.
2.  Desired length of service.
3.  Location.  If Purchaser country, describe tools, test equipment and personnel that will be available for U.S. personnel to work with.
4.  Purchaser participation.  Include number and type of Purchaser personnel available if services are to take place in the U.S.
5.  For repair services, desired turn around time.  Will Purchaser provide containers, parts, revised software, etc.
6.  For range services, does Purchaser have preference for a specific U.S. Government range in CONUS and/or the Fleet Range Facility?
7.  If similar services have been purchased prior to this request under FMS or DCS procedures, identify the FMS case or export license number.

c.  If you require full or partial Navy Integrated Logistics Support (ILS), please refer to the following for general guidance.

1.  Supply Support

2.  Define your spare parts provisioning requirements.  The following may pertain:

a.  Tailored spare parts list.  Provide any change in the support periods being covered, e.g., 12, 18 or 24 months.  For ships, aircraft or other end item being supported, provide particulars as to operating plans and program data (flying hours, overhaul periods, maintenance factors, etc.)
b.  Coordinated Shorebased Material Allowance List (COSMAL)
c.  Coordinated Shipboard Allowance List (COSAL)
d.  Allowance Parts List (APL)
e.  Gross Requirements List (GRL)
f.  Installation and Checkout (INCO) Spares

3.  Technical Assistance

a.  Installation requirements.
b.  Sea/air trials or other post sale testing.
c.  Initial/follow-on maintenance (Organizational, Intermediate, Depot Level).
d.  For overhauls and/or upgrades, describe the condition of Purchaser owned equipment.

4.  Training and Training Devices

a.  Type of training.  State whether you believe it to be Navy/Marine Corps “School House” training, on-the-job type training or initial technical training.
b.  Number, type, skill level of students.
c.  Location and proposed dates of training desired.
d.  Training devices required.
e.  Requirement of site survey.

5.  Documentation

a.  List Documentation by publication number and name if known
b.  Training texts
c.  Logistics documentation, as above.
d.  Technical Data packages.  Refer to DOD 5105.38M, Section 1400

6.  Support and Test Equipment

a.  General Purpose Test Equipment
b.  Peculiar Ground Support Equipment
c.  Special tools
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Navy Case Initiation Meeting Checklist for Country Program Directors

Preparation.  After receipt of an LOR, the Country Program Director must enter the request in DSAMS, and then turn to the task of responding to the customer request for goods and services.  A meeting with the FMS customer and other key players will aid in fully understanding the customer’s needs and mapping out a plan to assemble information and begin the LOA process.  Below is a checklist of items for consideration, to ensure a workable plan and comprehensive LOA.

A.  Purchaser Information (What does the customer want?)
1.  Identification of weapon system

a.  Description/nomenclature of weapon system
b.  Quantity
c.  Configuration
d.  Delivery time frame/Availability
e.  Degree of commonality with equipment currently in U.S. or foreign inventory

2.  Plan for use (How will it be used?)
a.  Mission/Operations
b.  Usage or expenditure rate
c.  Basing (facility support required)

3.  Planned maintenance (How will it be sustained?)
a.  In-country maintenance plan at what level

(1) Organization
(2) Intermediate
(3) Depot

b.  In-country manpower skill levels/requirements

4.  Economic factors (How will it be funded?)
Estimated budget
Purchaser procurement plan/payment schedules
Foreign competition

5.  Specific Customer concerns

B.  Disclosure Information (Is everything releasable, can we start the review process early?)

1.  Internal MILDEP approvals
2.  ENDP requirements
3.  Impediments to disclosure

C.  Acquisition Plans (By what means will we sell?)
1.  FMS, DCS or Hybrid?  (Is a combination arrangement requested or recommended?)
2.  If FMS, what is the source of the material (contract, stock issue, RIK, EDA)
3.  U.S. acquisition plan (How/when does the Navy plan to procure?  Are there contract options for FMS?)
a.  Projected contract award date
b.  What is the status of OPEVAL (Is a Yockey waiver needed?)
4.  Any sole source direction
5.  Uncertainties which could affect pricing information
6.  Logistics (How do we propose to support this sale?)
a.  Logistics Conference (Is it recommended?  When?)
b.  Data requirements (How much data does the customer want?)

(1) Technical Data Package (Is data releasable?)
(2) Publications (Do these need to be tailored?)
c.  Training (Where and how?)
(1) Where (In-country or CONUS?)
(2) How (DoD, Contractor or Hybrid)
(3) Training devices (Are they available?  Simulator procurement required?)
d.  Maintenance Concept (What does the customer want, what can he afford, what do we propose?)
(1) Spares (To what level, initial OR lifecycle support?)
(2) Supply Support (Can DoD facilities absorb an additional customer?)
(3) Support/Test Equipment/Supply Support (What SE does the customer currently own?)
(a) Level of support:  organizational, intermediate, depot (What level of support is required, is depot capability releasable?)
e.  Facilities (New construction, existing, or upgrades?)
f.  Staging (Where and how?)
g.  Transportation (Surface or air?)
7.  Engineering Support Requirements

a.  Contractor Engineering Technical Services (Is it necessary?)
b.  Engineering technical services (How much is required, what systems?)
c.  Software support

8.  Program Management

a.  Liaison offices (Are these needed, if so when and where?)
b.  Program Management Support (How much is required?)
9.  Other elements

D.  Miscellaneous

1.  Legal impediments (Any conflicts of interest involved?)
2.  Congressional considerations (Is the sale in the Javits report, when can we notify Congress?)
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Depending on the type of material or services you are requesting, some portions of the checklist will not apply.  There will also be many questions that you cannot answer, but the more complete the checklist, the faster the Implementing Agency will be able to respond to your request for Price and Availability (P&A), Letter of Offer and Acceptance (LOA), or Lease.
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Addresses for LORs

Addresses for LORs

LOR to the U.S. Army

Action address (All LORs except Training):

United States Army Security Assistance Command

Department of the Army
U.S. Army Security Assistance Command (USASAC)
5001 Eisenhower Avenue
Alexandria VA 22333-0001

Action address for “Training Only” LORs*:

Security Assistance Training Field Activity (SATFA-TRADOC)

Director, Security Assistance Training Field Activity -- TRADOC
173 Bernard Road
Ft. Monroe, VA 23651-1003

* Copies of Training Only LORs should also be sent to USASAC-Alexandria.

Copies of all LORs to the U.S. Army should be sent to the following addressees:

Deputy Undersecretary of the Army (International Affairs) (DUSA/IA)

Office of the Deputy Under Secretary of the Army (International Affairs)
ATTN:  SAUS-IA
102 Army Pentagon
Washington DC 20310-0102

Defense Security Cooperation Agency (DSCA)

Director (DSCA)
Defense Security Cooperation Agency
ATTN:  (See Note Below)
2800 The Pentagon
c/o USDP Mailroom 4B687
Washington, DC 20301-2800

Note:  In the blank for the attention field, insert either, MEAN (Middle East, Asia & North Africa) or ERASA (Europe, Russia, Americas & Sub-Saharan Africa).

Department of State Bureau of Political-Military Affairs

Department of State
Assistant Secretary of State for Political Military Affairs
2201 C Street, NW
Washington DC 20520-7208

Appropriate Unified Command (see Unified Command addresses at the end of this address section.)

LOR to the U.S. Navy

(Note:  The Navy International Programs Office also processes LORs for U.S. Marine Corps or U.S. Coast Guard.)

Action Address:

Navy International Programs Office (Navy IPO)

Department of the Navy
Navy International Programs Office
Nebraska Avenue Complex
4255 Mount Vernon Drive, Suite 17100
Washington DC 20393-5445

Copies of LORs should be sent to the following addressees:

Defense Security Cooperation Agency (DSCA)

Director (DSCA)
Defense Security Cooperation Agency
ATTN:  (See Note Below)
2800 The Pentagon
c/o USDP Mailroom 4B687
Washington, DC 20301-2800

Note:  In the blank for the attention field, insert either, MEAN (Middle East, Asia & North Africa) or ERASA (Europe, Russia, Americas & Sub-Saharan Africa).

Department of State Bureau of Political-Military Affairs

Department of State
Assistant Secretary of State for Political Military Affairs
2201 C Street, NW
Washington DC 20520-7208

Appropriate Unified Command (see Unified Command addresses at the end of this address section.

LOR to the U.S. Air Force

Action address for Communications, Electronics, Aircraft and Missile Systems (SME)

Deputy Under Secretary of the Air Force for
International Affairs (SAF/IA)
Washington DC 20330-1080

Action address for Follow-On Support (except for Training)

Air Force Security Assistance Center
1822 Van Patton Drive, Bldg 210
Wright-Patterson AFB, OH 45433-5337

Action address for Training LORs (AFSAT)

Air Force Security Assistance Training Squadron
315 J Street West, Bldg 857
Randolph AFB, TX 78150-4354

Copies of LORs should be sent to the following addressees:

Defense Security Cooperation Agency (DSCA)

Director (DSCA)
Defense Security Cooperation Agency
ATTN:  (See Note Below)
2800 The Pentagon
c/o USDP Mailroom 4B687
Washington, DC 20301-2800

Note:  In the blank for the attention field, insert either, MEAN (Middle East, Asia & North Africa) or ERASA (Europe, Russia, Americas & Sub-Saharan Africa).

Department of State Bureau of Political-Military Affairs

Department of State
Assistant Secretary for Political Military Affairs
2201 C Street, NW
Washington DC 20520-7208

Appropriate Unified Command (see Unified Command addresses at the end of this address section.)

LOR for other Implementing Agencies

Copies of LORs to the below listed Implementing Agencies should be sent to DSCA, Department of State Bureau for Political Military Affairs, and the Unified Command (only if SME).

Defense Security Cooperation Agency (DSCA)

DSCA writes certain specialized cases.  If DSCA is the Implementing Agency, the LOR is to be addressed to:

Director (DSCA)
Defense Security Cooperation Agency
ATTN:  (DSCA/COMPT-FM)
2800 The Pentagon
c/o USDP Mailroom 4B687
Washington, DC 20301-2800

Defense Contract Management Agency (DCMA)

A FMS case can be requested with the Defense Contract Management Agency to provide Contract Administration Services (CAS) on a direct commercial sale.

Defense Contract Management Agency
Attn:  DCMA-FBFR
Metro Park
6350 Walker Lane, Suite 300
Alexandria, VA 22310-3241

Defense Reutilization and Marketing Service (DRMS)

DRMS is a Defense Logistics Agency office that handles LORs for excess property.

Defense Reutilization and Marketing Service (DRMS)

74 Washington Avenue North
Federal Center
Attn:  DRMS-DPDS
Battle Creek MI 49016-3412

Defense Logistics Information Service (DLIS)

DLIS is the Defense Logistics Agency office that provides cataloging services.

Defense Logistics Information Service
742 North Washington Avenue, Suite 7
Federal Center
Attn:  DLSC-FD
Battle Creek MI 49016-3412

Defense Information Service Agency (DISA)

DISA provides information systems and services.

Defense Information Service Agency (DISA)
Foreign Military Sales Office (D615)
701 South Courthouse Road
Arlington, VA 22204-2199

National Imagery & Mapping Agency (NIMA)

NIMA provides charts and maps in a variety of formats.  NIMA formerly was called the Defense Mapping Agency.

National Imagery & Mapping Agency
Attn:  GIOS/Mail Stop D-120
4600 Sangamore Road
Bethesda, MD 20816-5003

National Security Agency (NSA)

NSA provides special communications systems.

National Security Agency
Foreign Military Sales/I12
9800 Savage Road, Suite 6576
Ft. George Meade, MD 20755-6576

Defense Threat Reduction Agency (DTRA)

DTRA provides special weapons development and improvement services.

Defense Threat Reduction Agency
ATTN:  RMFA
8725 John J. Kingman Road
MSC 6201
Fort Belvoir, Va.  22060-6201

Unified Command Mailing addresses

A copy of LORs for SME should be sent to the appropriate Unified Command.

United States European Command (USEUCOM)
HQ USEUCOM/(ECJ4-ID)
Unit 30400 Box 1000
APO AE 09128-4209

U.S. Atlantic Command
Headquarters of the Commander in Chief
Attn:  J5 5
1562 Mitscher Avenue, Suite 200
Norfolk VA 23551-2488

United States Pacific Command
HQ USCINCPAC
Attn:  J4 Box 64020
Camp H. M. Smith HI 96861

United States Southern Command (USSOUTHCOM)
Attn:  SCJX-XX
3511 NW 91st Avenue
Miami FL 33172-1217

Headquarters United States Central Command (USCENTCOM)
7115 South Boundary Boulevard
MacDill AFB FL 33621-5101
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Attachment 4

Glossary of Acronyms and Abbreviations
	Acronym or Abbreviation
	Explanation

	36(b)(1)
	Portion of AECA that requires Transfer Notification to U.S. Congress

	AECA
	Arms Export Control Act (U.S. Law)

	AFM
	Air Force Manual

	AFSAT
	Air Force Security Assistance Training

	CAS
	Contract Administration Services

	CD
	Compact Disc

	CIM
	Case Initiation Meeting

	CONUS
	Continental United States

	CPD
	Country Program Director

	DCMA
	Defense Contract Management Agency

	DCS
	Direct Commercial Sale

	DISA
	Defense Information Service Agency

	DISAM
	Defense Institute for Security Assistance Management

	DLA
	Defense Logistics Agency

	DLIS
	Defense Logistics Information Service

	DoD
	U.S. Department of Defense

	DoS
	U.S. Department of State

	DRMS
	Defense Reutilization and Marketing Service

	DSAMS
	Defense Security Assistance Management System

	DSCA
	Defense Security Cooperation Agency

	DTRA
	Defense Threat Reduction Agency

	DUSA/IA
	Deputy Under Secretary of the Army/International Affairs

	ERASA
	Europe, Russia, Americas & Sub-Saharan Africa (DSCA Directorate)

	FMF
	Foreign Military Financing

	FMS
	Foreign Military Sales

	GSOMIA
	General Security of Military Information Agreement

	HMMWV
	High Mobility Multipurpose Wheeled Vehicles

	IA
	Implementing Agency

	ITAR
	International Traffic in Arms Regulation

	LOA
	Letter of Offer and Acceptance

	LOR
	Letter of Request

	MAP
	Military Assistance Program

	MDE
	Major Defense Equipment

	MDEL
	Major Defense Equipment List

	MEAN
	Middle East, Asia & North Africa (DSCA Directorate)

	MILDEP
	Military Department (U.S. Army, U.S. Navy, U.S. Air Force)

	MOA
	Memorandum of Agreement

	MOU
	Memorandum of Understanding

	Navy IPO
	Navy International Programs Office

	NIMA
	National Imagery and Mapping Agency

	NRC
	Non-Recurring Cost

	NSA
	National Security Agency

	P&A
	Price and Availability

	SAF/IA
	Secretary of the Air Force for International Affairs

	SAMM
	Security Assistance Management Manual

	SAO
	Security Assistance Office (Sometimes called ODC, JUSMAG)

	SATFA
	Security Assistance Training Field Activity (U.S. Army)

	SECDEF
	U.S. Secretary of Defense

	SECSTATE
	U.S. Secretary of State

	SME
	Significant Military Equipment

	TPA
	Total Package Approach

	TRADOC
	Training and Doctrine Command (U.S. Army)

	USASAC
	U.S. Army Security Assistance Center

	USCENTCOM
	U.S. Central Command

	USCINCPAC
	U.S. Commander in Chief, Pacific

	USEUCOM
	U.S. European Command

	USG
	U.S. Government

	USML
	U.S. Munitions List

	USSOUTHCOM
	U.S. Southern Command


