


Memorandum


Subject:
REQUEST FOR ROUTINE FOREIGN TRAVEL

From:
Chief, Division
(Comparable organization level for field)


To:
Chief, Office
(Area/District Commander, or CO of HQ Unit)


Date:

Reply to
Attn. of:
5000



Ref:
(a) Foreign Travel, Passports, and Visas (COMDTINST 5000.5 (series))

1.
It is requested that you approve the following routine foreign travel:

a.
Traveler(s):

b.
Location:

c
Dates of Travel:

d.
Purpose:  (This format is used for routine foreign travel.  Thoroughly justify the need for the foreign travel.  If more than one traveler, specifically justify the need for each person to travel and impact of not traveling.)

e.
Other Participants: (List all known US. Government personnel.)

f.
Fiscal Data: (Indicate estimated total cost of the trip.)

g.
Gifts to the Department: See paragraph 6; if none, so state.

Signature

Approve:


Disapprove:

Date:
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PAGE  
2

