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their chain of command for approval.  Enclosure (1) should be 
completed according to the instructions on the reverse side. 
 
    b.  Commanding officers are authorized to issue permissive-
type orders, not chargeable to leave, to military personnel who 
desire to attend meetings or conferences at their own expense, 
when it has been determined that the Navy will benefit.  Such 
requests are not desired or required by this headquarters. 
 
    c.  NATRACOM activities desiring to schedule a conference, 
involving the expenditure of TAD funds, shall prepare a 
memorandum to CNATRA via the chain of command delineating the 
following information: 
 
   (1) Where, when, and for how long. 
 
   (2) Purpose (should explain how conference is directly 
related to accomplishment of the assigned mission). 
 
   (3) Clear statement of the objectives of the 
conference. 
 
   (4) Explanation of why scheduling a conference is the 
only means of accomplishing the desired objective. 
 
   (5) Explanation of how anticipated results justify the 
direct cost in man-hours and funds. 
 
   (6) Statement that site selection, attendees and 
meeting dates take into account the resulting costs in man-hours 
and expenditure of TAD funds. 
 
   (7) List activities to be represented.  List total 
number of expected attendees.  If multiple attendees are expected 
from any activity, a justification should be provided. 
 
   (8) A statement that conference schedules have been set 
with consideration given to minimizing travel of civilian 
employees outside regularly scheduled work hours. 
 
  (9) What is the total estimated cost of TAD associated 
with the proposed conference? 
 
  (10) If classified material is to be discussed, has the 
command security manager been advised?  How will access to the 
conference be controlled? 
 
  (11) Will the conference include any nonfederal 
participants or attendees?  If so, what is their relationship to 
the Federal government (e.g., contractor, consultant, advisory 
committee member) and have all formal and informal arrangements 
and regulations governing their attendance, participation and 
compensation been observed, including any required legal review? 
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