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CORRECTED COPY

Washmgton , DC 20350— 1000

SECNAV INSTRUCTION 4651.8L

From: Secretary of the Navy
To: All Ships and Stations

i: ATTENDANCE AT AND PARTICI-
PATION IN MEETINGS BY
MILITARY PERSONNEL

a 9.
37 USC 412 (NOTAL
SECNAVINST 6401.2A

Catalog of Naval Shore Activities

(OPNAV P09B2-105)

(2) C ria Procedures and Records

1. Purpose. To revise the policy for attendance
at meetings of Federal agencies and recognized

non Federal societies a ‘rganizations Uy

o reccgnize mandatory
ments, and to set forth
rocedures for approval of expenses incident to

attendance at meetings.

DOD

2. Cancellation. SECNAVINST 4651.

Navy leia personnel are covered by

reference (a) and the use of enclosure (1) is
applicable only when authority to accept pay-
ment appiies. Department of the

representati tives
which provides
Secretary of Defense for participation by liai~
son representatives in the activities of private
or nongovernmental organizations, including

technical and professional societies.

re governed by r

e
IS gov

-1}

nt
I
eInca u, e

for travel y not be used for expenses inci~
dent to attendance at meetings sponsored by

17 July 1989

recognized non-Federal societies and organiza-
tions without the approval ot the aecretary of the

ce at and participation by
Department of the Navy military personnel in
meetings, symposia and conferences sponsored
by Federal agencies, recognized non-Federal
societies and non-Federal organizations, and
expenses incurred as a result of such partici

mntine Ar atta

leLIUll vl au.c

S. Policy. Attendance

.......... hich ociated costs.
Such attendance may either be mandatory

(a requirement established by higher authority)
or discretionary. The following provides guidance
regarding review and approval of such requests:
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in reference (d), all Department of the Navy
military health care personnel will be authorized
and funded to attend protessronal meetings,
semmars and ¢ whic

which may otherwrse be requnred to satisfy
licensure and certification requirements
established for their professions by the various
states and professional speciaity boards. For

the purpose of this requirement, the term
“Departmem of the Navy military health care
per sgnn defmed to include al physicians,

direct health care providers, and support
personnel required to mamtam llcensure or
certmcauon wnen in que
nnli
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,,,,,,,,, y health care

e referred to the Commander,
ommand.
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6. Delegation of Authority. Authority is
delegated to the officials listed as echelon 1
commanders in section 2 of reference (e).
These officials may designate additional
individuals under their command or supervision
as designees of the Secretary for the purposes
and requirements of reference (c). A level

of administration which will assure compliance
with policy, regulations and criteria of this
instruction, and which will accomplish the
program objectives most effectively, must be
maintained.

7. Responsibility. The Chief of Naval
Operations and Commandant of the Marine
Corps are responsible for control of military
attendance at and participation in meetings and
symposia under this instruction.

8. Form. OPNAV 5050/11 (6-83), S/N 0107-
LF-050-50SS, is available from the Navy supply
system per NAVSUP P-2002, Navy Stock List of
Publications and Forms.

EVERETT PYATT
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Dy JlireLtiurnl Ul

Secretary of the Navy

Distribution:
SNDL Parts 1 and 2
MARCORPS Codes H and I plus 7000

Commander

Naval Data Automation Command

(Code 813)

Washington, DC 20374-1662 (280 copies)

Stocked:
CO, NAVPUBFORMCEN

58061 Tabor Avenue
Philadelphia, PA 19120-5099 (500 copies)



LREQUEST AND APPROVAL FOR ATTENDANCE AT MEETINGS

(See Inssructions on reverse sile)

1. ACTIVITY AND ADDAESS

410 3 for civiiian herionns M

Authorization is requested for attendance at a mecting by ,nupnml ;wxwmrl The criteria jw am-:ulmnc al ¢md pamnpanun in meetings as set forth in
CP1 410 R for civilian neesonnel and SerNovins: 4651 8K for mibiary nersonnel have heen met.

2. REFEASNCE

PLE S

PART | — MEETING INFORMATION

@ GPFICIAL TITLE AND OSMCYIVE OF MEETING (4 1tach snamacrmens) [Conmame on bach § aecemery)

1 SUBJECT MATTEA CATEGOMES. CM 41

MANAGEMENT OR SUPEAVISION

6 NAME AND NATURE OF SPONSONING CAGANIZATION

6. LOCAVION OF MEETING (Cliy ond Ssem)

8 INCLUBIVE DATES OF MEETING:

FROM 10

SERIES/GRADE

X 10 NAME AND PAYROLL TITLE -
SEAVICE/RATING (1f wiikisary., give ovganizainmel tith) 11 ESTIMATLD COSY 10 THE NAVY
{RANK) (Vw reverse [1e oddinunel nemes)

s TOTAL ESTIMATED COST | S —
b ESTIMATE PER PERSON
s A M P L E Ba occondence with ITH Vol l) - - - —
REGISTRATION - PO —
TRAVEL - — e
PER DIEM . . .. .. .. —_

OVHER. . ... ...

TOTAL PER PERSON [

c

12 STATAMENT OF BENEFIT TO THE DEPARTMENT OF THE NAVY FOR ATTENDANCE AT OR PARTICIPATION IN THIS MELTING 1F PARTICIPATING GIVE NATURE AND € XTENT OF PARTICIPATION

13. SIONATURE AND TITLE OF SUPERVISING AND ncvntwmo onccuu m- l-unulouu- 'Ml. .ln oAvE

PART Il — AUTHORIZATION TO ACCEPT 'AVMENT (1(1 b completed  applicable - Civilians only)

-

Authorization to accept paynent ]mm a Non-Government source in connection wml s meeuu‘ is u'qur"ca' I ne criieria @5 i ]mm in CPi q‘/“ huive Béeri i

14 NAME, PAYROLL TITLE, GRADE OR RATING OF CIVILIAN EMPLOYEE(S)

15. MAME AND LOCATION OF ORQANIZATION MAKING PAYMENT

l‘l FMC 'DI WNCCN'A‘H(UI' ‘ VD CI \I“D

J,__m R

16 AMOUNT AND NATURE OF PAYMENT

PART it ACTION BY APPROVING AUTHORITY
{Any chanse nualy in PART | shouk! be explained wnder COMMENTS)

| l ATTEMDANCE AT MELTING l lACCI"AnC( OF PAYMENT

18 AUTHORIZATION IS HEREBY GRANTED FOR

19. COMMENTS

20 SIGNATUAR OF AUTHORIZING OF FICIAL (A4 desgnaied m CP1 41O R u.:.ur\u'mncm o oave

A S
BLPSACEDES NAVEO 130002 WHICH MAY B8 LUSSD

Adassai mranies s s Buss menv ) & ryvry
" Saigrisosatons

Enclosure (1)
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PSS S mime e e crr e _—

PART | - MEETING INFORMATION

ITEM A OFF1C AL TITLE AND OBIECTIVE OF MEETING ((omisnurd from revers sie)

S AMPLE

1TEME 9 and 10 SEMIES/GRADE. SERVICE RATING (RANK) AND NAME ANO PAYAROLL TITLE ACunnnnnd fnm reverss wiv)

v SERIES/GRADE | o T T ’ -

SERVICE/RATING
IRANK)

10 NAME AND PAYAOLL TITLE (If miitwry, give orgunizeissnal titke |

SAMPLE

INSTRUCT IONS

\ The (ullowiing 1mt 211003 periain o ngnatuies required

a Pann t

line

ltem 13
Fos the sianatuse of the supervinng official initistang schion

Line b- Fot the signatuie of the reviewing oflicial whea the commanding officer or head of the activity has been authorized 10 sppiove req; fou

o mecetings. of
Line ¢ For the signature of the commanding offices or head of the activity when the 1equest 13 furwarded 10 the management buresu or office.

2 Parc il liem 14 names of employee(s) will be entercd here regasdiess uf possible dupl
 liem {0 will be [’ L] ion 10 sccept pay

For the sign of the g officsal, dep

authorize acceplance of payments.

4 When military and avilian personnel are inchided on the same form, 3 record copy wil be forwarded as 1equiied for aulitary pessonnel and fur civitisn personnel

uf ftem 10 There may be in when not sll smployees listed

OPNAV 3080/11 15-83 BADK

Enclosure (1) 2
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Criteria, Procedures and Records

1. Criteria

a. General

(1) Expenses incident to the attendance at and participa-
tion in meetings convened or sponsored by recognlzed non-Federal

societies and organizations will require approval by the
Secretary of the Navy or his designee. Exceptions are contained
in subparagraphs 1d, le and 1f below.

(2) Expenses authorized will be limited to the amount
necessary to accomplish the official purpose of attendance.

~ and vrhAavAa caAarmawalhla Frnmm Faoaw b oaosd
L= -1 aliu » WIIT L T DCHGLGULC' LTCCTO LUL cliuLelL L
ind other personal items of expense are n

________ =APEI 20

Mclubcl.a l
ment, soc nt
authorized. Costs of meeting sessions combined with meals ar
allowable, subject to adjustments as travel regulations may
require.

(Y Qaoarratrarial annrauval 1ie rasn

expenses attributable to attendance at non-Federal meetings. If
readily separable, requests for approval should not include costs
for other official travel in the itinerary.
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{4) The initiating activity is responsi
with existing security regqgulations and for any necessary
clearances for attendance and participation in conferences and

meetings under the provisions of this instruction.
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b. Justifiablie Purposes for Attendance at Government
Expense. A basic criterion is that the purpose or subject of the
meeting be related to the primary professional duties of the
attendee. Attendance at government expense may be approved for
any person whose primary reason for attendance is one or more of

the following:

(1) acqlire information needed
official dut

T
i

(DO
§

(2) To provide information on the Navy's work or
functions to the meeting group, in fulfillment of a public
toaract+

ﬂ:l
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(3) To contribute to the pool of professional and
scientific knowledge form which the Government draws.

Enclosure (2)
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{(4) To use the occasion as a more economical means of
transacting necessary official business with other attendees.

(5) To enable resolution of mutual problems of Federal
agencies and non-Federal societies and organizations where common
resolution would be beneficial or essential to the Navy's mission

or to obtain the assistance of technical groups or specialists in
a specific Navy project, under reference (b).

(6) To participate in the discussions and deliberations
of national educational organizations which have a relationship
to Navy military education and training programs.

c. Selection of Participants. When selecting personnel as
Navy representatives for any specific conference or meeting, the
following factors should be considered:

AT Aan
wvil all

(2) Whether the information to be provided will be of
more value to the "supervisor™ or "working™ level in the chain of

command

(3) Positio education and professional background of

d. Attendance Not Authorized at Government Expense.
Attendance at government expense may not be authorized for the
following:

(1) Meetings attended solely to perform personal duties
as an officer or member of a private organization.
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the Navy or his designee, but may be authorized under the
provisions of existing military travel instructions. Travel
orders and claims for these cases should be written so that the

facts determining such exceptions are clearly evident. This
provision covers the following:

T
in whe

ces where no
; enefit to the

(2) Meetings of an informal or ad hoc nature (not
identifiable with or composed of members of any society or

[

association) which are convened for the purpose of transacting
business related directly to the purpose for which Navy appropri-
ations are Drov;ded. nd the performance of the official duties

(3) Official public speaking engagements on naval
subjects, if these do not otherwise involve expenses for
attendance or participation in the meeting sessions.

(4) Meetings of official state or municipal governmental
organizations or of international governmental organizations to

which the United States is officially an adherent, attendance at
which is in line with official duties or for the purpose of
transacting Navy business.

(5) Occasions and expen
meeting but arising out of the
such as erecting or monitoring
displays and demonstrations of

A~ Nawry vy
LU Navy WUL RN e

=

ses involving no attendance at a
performance of official duties,
official exhibits, and observing

equipment or mat ria 5 applicable

U'I

(6) Attendance required solely for the purpose of
transacting official Government business.

{(7) Expenses, including registration fees, incident to
the attendance at and participation in meetings convened or
sponsored by Federal agencies,

f. Attendance at Personal Expense. While it is desirable
that personnel maintain relatlonshlps with recognized organiza-
tions in their fields, it is obviously not possible nor appropri-
ate for the Department to defray the costs in all instances.

wil

r n e
When it is determined that the work of the Department 1
benefit, permissive authority to attend meetings in a duty
status without charge to leave may be granted. Travel may be
authorized under travel regulations.
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(1) Request and approval for attendance at meetings,
OPNAV 5050/11 (6-83), (enclosure (1)) will be used.

{(2) The form will be completed according to directions on
the reverse side of the form.

(3) A separate form will be prepared for each conference
to which an activity desires to send personnel. Where more than

one individual plans to attend the same conference, one consoli-
dated request will be submitted. Specific explanation of the
need for multiple attendance will be included. An alternate may
be entered on the same form prepared for the proposed conferee;
however, should a separate request be submltted, the request will

indicate the name of the primary conferee for whom substitution
is made.

(4) One copy of each approved request will be retained
for record purposes by the approving authority.
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weeks prior to re
travel.

c. Messages or Telephone Requests for Approval. When
unusual or unavoidable circumstances make advance submission of
enclosure (1) impossible, messages or telephone requests,

i i i j Stiflcatluu, may be made to the aypfO"iﬁg
ty- If avproved. action will be confirmed bv submitting
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