MEMORANDUM  FOR:  Assistant Secretary of Defense for Asian & Pacific Security Affairs 

THROUGH:
Deputy Assistant Secretary of Defense for East Asia 

FROM:
(Requesting Organization)
SUBJECT:
Request to Attend What, Where and When,  OR  



Request Approval to Invite PRC to What, Where and When
1.  Executive Summary of Request.  (The Executive Summary is a brief paragraph that includes items a thru e.  Supporting details should be attached as a tab or tabs.)

a.  (Requesting Organization) requests (participant) to attend (event).  OR


(Requesting Organization) requests to invite (PRC representative) to (event, when and where)
b.  Purpose of requesting interaction with PRC and benefit to be gained by DoD.

c.  (Requesting Organization) assesses that interaction with the PRC will or will not enhance PRC defense capabilities.

d.  Discussions and Presentations (both formal and informal):  

-- What subjects will be discussed?

-- Include agenda and presentation(s) as separate tabs

-- How will topics of discussion/presentation benefit DoD?

-- How will topics of discussion/presentation benefit PRC defense capabilities?

-- (Organization’s Foreign Disclosure Office) approved the (paper or presentation) for foreign disclosure on (date) or will approve the (paper or presentation) prior to the event. 


e.  (Requesting Organization) assesses PRC attendance will not violate FY00 National Defense Authorization Act (NDAA).

2.  Host


3.  DoD Personnel


4.  PRC Personnel


5.  Supporting Information:



a.  Any additional information as needed for background or justification.



b.  Security Briefings: Traveler received country-specific security briefing on (date) or will receive prior to travel. (Contact organization’s security manager for information.)



c.  (Requesting Organization) will submit an after-action report to OSD/APSA.


6.  Funding (if DoD is funding PRC participation.)

7.  (Requesting Organization) recommends approval of this request.


8.  (Requesting Organization) point of contact name, phone and email.


NOTE:  DoD Defense Contact Request is separate from DoD Foreign Clearance Guide requirements regarding Country and Special Area Clearance to be submitted no later than thirty days prior to travel.  Consult the DoD Foreign Clearance Guide for details.
