

Memorandum


Subject:
REQUEST FOR NON-ROUTINE FOREIGN TRAVEL

From:
(Originating Office)


To:
Vice Commandant


Date:

Reply to
Attn. of:
5000



Via:
(1) Director, International Affairs

(2) Executive Assistant to the Commandant

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

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

a.
Traveler(s):

b.
Itinerary:

c.
Dates of Travel:

d.
Purpose: (This format is used for requests of four or less travelers on non-routine travel and five or more travelers on routine travel submitted for the approval of the Vice Commandant. These requests must be cleared for passport information and submitted to Commandant (G-CI) at least 14 days prior to the planned departure date. G-CI will log it and see that it is processed through G-CV.)

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

f.
Fiscal Data: (Indicate estimated total cost of trip. Also include information relating to outside funding.)

g.
Gifts to the Department: (See paragraph 6 of COMDTINST 5000.SE; if none, so state.)

(Originating Office Signature)


Executive Assistant
Vice Commandant


Concur: _______________
Approve: ______________

Nonconcur: ______________
Disapprove: ____________

Date: ___________
Date: ____________
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