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DEFENCE VISITS TO NORTH AMERICA

Introduction 
The Head of Australian Defence Staff Washington (HADS (W)) is responsible for facilitating all Defence visits to the USA and Canada, other than visits to the UN in New York. All Australian individuals and Australian company representatives who wish to visit a US Defence facility, a US Defence contractor or a Canadian Base must apply to do so through the Australian Embassy in Washington DC. Additionally, Australian individuals and company representatives who intend to visit Canadian Defence contractors to hold discussions at a classified level must apply to do so through the Embassy. Non-Australian citizens undertaking visits to North American Defence facilities/contractors on behalf of an Australian organisation must also apply through the Embassy for approval.
The US and Canadian Governments have strict guidelines that must be followed for visits to be supported. The Embassy has developed good working relationships with the various Government agencies that administer visits and can achieve favourable outcomes provided visitors do their best to comply with US and Canadian rules and requirements. 

Aim

The aim of this document is to provide detailed guidance to personnel representing Australia who intend visiting Defence establishments and sites in North America.

Reference publications 
The primary ADO instructions governing visits to North America are: 
· DI(G) Admin 23-5 - Short Term Duty Overseas, 
· Defence Security Manual and,

· ADO Travel Manual. 
The security requirements are detailed in the Defence Security Manual located on DEFWEB at: http://intranet.defence.gov.au/dsa/DSM/DSM%20Content/DSM_1.htm. The mandatory processes for short-term duty overseas travel are set out in Chapter 6 of the Defence Travel Manual. This manual can be located on DEFWEB at: http://intranet.defence.gov.au/travel/default2.htm. 
Formal Policy Statement

For the purpose of this Instruction, a visit is any meeting or other activity involving one or more people, representing an Australian organisation, to a US or Canadian Defense establishment or Defense-contractor facility, when the disclosure of information or access to a restricted or sensitive facility is involved. This definition also includes operations such as aircraft or ship visits located at US/Canadian facilities and combined exercise collective activity, unless specifically exempted by US or Canadian authorities. This definition specifically excludes schools and courses and visits to non-Defence related commercial activities.

Visits to any US or Canadian Defense command, installation, agency or activity, or to any US Defense contractor facility, by personnel representing Australia, including officers of other Government Departments, representatives of Australian industry and other private citizens, require US or Canadian Department of Defense authorisation. Classified visits to Canadian contractor facilities require approval from the Public Works Government Services – Canada (PWGSC). HADS(W) and accredited staff have sole authority to formally approach the US and Canadian Departments of Defense and PWGSC with Requests for Visit Authorisation (RVA) on behalf of any individual representing Australia. 
Visits to Canadian Defence contractors that are unclassified are arranged directly between the visitor and the contractor, so an RVA is not needed. If a classified visit to Canadian Defence contractor is required, then the appropriate RVA must be submitted.  However, if the PWGSC consider that the requested classification is either inappropriate or incorrect, they will not approve the visit. Hence, accurate consultation with the facility contact is essential. 

Two exceptions to the RVA process explained below are: 
· Members undergoing formal training or meetings held at public venues.
· Members undergoing formal classroom training at a US military facility will be issued Invitational Travel Orders by the US DOD. These orders supersede the need for an RVA; however, the DSA requirements must still be met. If unsure of personal circumstances, ask the relevant Service Training Officer at the Embassy. If a member is attending a conference at a public facility, such as a convention centre, then there is no requirement for an RVA (make sure that there are no ‘side-visits).
The process
Initial Steps To Take
There are two parallel initial steps for visitors to North America: 
· Establish informal contact with the organisation or facility to be visited. 
· Discuss the visit with the Embassy POC (a list of Embassy POC’s is on the Embassy Intranet site). The Embassy takes account of any broader implications a visit proposal may have on other bilateral relations. Adequate prior consultation with the Embassy enables effective use of Defence resources, and provides the opportunity to obtain advice on matters such as people with whom discussions should be held, establishments to be visited, and can help generate a realistic visit program which also takes account of national holidays, local customs etc. Additionally, it prevents multiple visits for similar purposes to the same facility within a short time frame.
· Check the relevant Visitor Report.  In order to reduce duplication of visits ADS(W) has established a series of Visitor Reports accessible on the DRN at http://adsusadc.usa.defence.gov.au/visits.asp?ref=4.  Before initiating a visit to the US or Canada visitors should the check the relevant Visitor Report to ensure they are not duplicating any recent visits to the same destination.

In 2007, there were 12,217 Australian Defence visitors to North America. There were instances where several Australian delegations visited the same location, asking the same questions within a month of each other. This is not effective use of the taxpayer’s dollar and does not reflect well on the ADO. The Embassy has access to the many ADO personnel working in North America who can contribute greatly to the effectiveness of visits, including advice on best times to visit (based on activities at the site), relevant facility contacts, other facilities to include on visits and so on. These individuals can also help provide the information being sought. The Embassy POC is the best starting point for directing a potential visitor to these individuals. However, it is worth remembering that Embassy is not staffed to act as a travel agency or trip organiser.  The onus is on the visitor to plan and justify the visit. 
Timing requirements
The RVA has two primary functions; it addresses the logistics of the visit (from the US prospective), and it addresses the release of information. The first function is fairly obvious: are the people being visited going to be available, are the assets in place that will be required (such as meeting space, equipment for demonstration, and so on) and are there any events happening at the location that will preclude the visit at the nominated time. Obviously, this should be informally addressed in the pre-visit discussions between the visitor and the facility POC. The second function is often the more critical/complex and can take weeks to resolve.   Additionally, the RVA provides invaluable information for the Embassy in case of emergency situations.
US authorities require that completed RVAs be entered into their database with all information correctly provided not less than 20 working days prior to the start of the proposed visit. Depending on the US organisation, visits can be rejected on this timing criterion alone, even for visits where the visitor is invited (although this is a rare occurrence). Hence, to allow for vagaries such as Embassy workload, correction of errors in RVA’s, US system down-time (the Embassy can only transfer information to the US system at specific times on US DOD working days) and such, visitors should have their accurately completed RVA to the Embassy by 25 working days prior to their planned visit.
Paperwork Requirements
For Defence personnel there are two forms that must be completed to start the visit process:
· The RVA, which must be forwarded to the Embassy, and 
· Form XP 90–2 (Overseas Visit/Posting—Security Clearance Advice for Defence Personnel Visiting the USA and/or Canada), which must be forwarded to DSA. DSA processes the form and forwards a copy to the Embassy as verification of visitor’s security clearance. 
For Defence Contractors there is only one form to complete, the Form XP 90-1 (Request for Visit Authorisation—Defence Industry Member Visiting the USA, which must be forwarded to DSA, as for Form XP 90-2 
Non-Defence individuals and contractors should send accurately completed RVA to the Embassy 25 working days prior to their planned visit. If the visit is to include classified aspects then the individuals/contractors must contact DSA to establish/verify their relevant clearance prior to submitting an RVA. The Embassy will not process any RVAs for non-Defence contractors/individuals that relate to classified visits until confirmation of security clearances is obtained from DSA. For RVA’s, the data can be entered into the US system prior to receipt of the XP 90-2 from DSA, however for Defence contractors no action can be taken by the Embassy until the XP 90-1 is received. 
In addition to the XP 90-2, DIO and DSD advise foreign governments of the clearance status for personnel with clearance for sensitive compartmented information. If access to such information is required during the visit, the visitor’s Communications Security Officer (COMSO) should also advise DIO and DSD of the proposed visit.
Electronic submissions
The best way to submit a visit request is to complete the RVA form available on the Embassy website and email it as an attachment to the email address also listed on the Embassy website. This has three major benefits: speed, confirmation and tracking. When RVAs are received via email, the responsible member can verify all necessary information is completed, and, if not, can advise the sender immediately of what other action needs to occur. An emailed RVA is also faster to migrate to the US system. Once an RVA is entered into the US system (usually the same working day that it is received) the sender will get confirmation is that it has been inputted and will receive the Visit ID number that can be used to monitor the visit’s status on the Embassy website in the Visits Database.  NB:  The Visits Database is updated every Tuesday.  Additionally, the visitor can pass the RVA ID number onto their facility POC who can then work the issue from the US side.

The RVA form
No RVA can be submitted to the US with ‘missing’ information, so it is critically important to complete all compulsory fields. The simplest way to define compulsory fields is by exception; that is, all fields are compulsory except
· the email address for the POC, 
· the Embassy Remarks section (section 11),

· the ‘pertinent to’ section (section 12), and
· the contact details for the visitor.  (However, this information is required by the Embassy and should be provided prior to the visit.)

If all other information is not available, then there is still some work to do prior to submitting the RVA. 
The other main issue that impacts the processing of RVAs is when the nominated POC and the US knowledgeable person are not aware of the visit. If this occurs, the US annotates the RVA submission as Denied and returns it to the Embassy. Once this is done, the only way to progress is for the visitor to start the process over; and this restarts the clock. Hence, it is important not to just copy an old RVA. It is essential to make contact with the POC and ‘Knowledgeable person’.
On the RVA form, the visitor list must include passport numbers, not employee numbers, service numbers, etc. 

Two final points on the RVA
· If it is pertinent to an FMS case, programme, agreement, etc, do not answer ‘yes’ in the ‘Pertinence’ field -  enter full and appropriate details. For example, enter in the FMS case number, the US weapon system or the project number; it all helps in the staffing of the RVA. In 2003 the US staffed over 250,000 RVA from 126 countries. They are understaffed, so the easier their job is made, the better chance to achieve the goal. 
· Secondly, in the ‘Subject to be Discussed’ field, enter accurate, concise, unclassified information that will assist in the assessment of what data will be available for release to the visitor (this includes information provided via verbal discussion). Remember, visits can be, and often are, approved at a lower security classification than requested.
Types of visits
There are three types of visits: one-time, recurring and extended. The definitions of each type of visit and implications are as follows:
One-time visits: This type of visit is for a maximum of 30 days by single or multiple visitors with a common purpose to one facility. The date and visitor name(s) are the only entries that can be amended once the data has been entered into the US system. Other information cannot be changed; for example if the POC details are incorrect, then the request must be cancelled and a new one submitted (and the clock restarts). 
Recurring visits: This type of visit is for single or multiple visitors with a common purpose for intermittent or recurring visits (a minimum of six) to the same facility, over a period of up to 12 months. This visit type is usually associated with personnel posted overseas, and personnel in project offices and personnel operating within formal agreements. The only changes that can be made to a recurring visit once the data has been entered into the US system, is the addition of, and deletion of, visitors.
Extended Visit: This type of visit is for a continuous period usually extended over a number of years. This visit type is usually associated with overseas representatives such as attachés, exchange officers, liaison officers and project officers on long term posting to an overseas facility. Personnel posted to the USA/Canada can only have ONE Extended Visit approval for the posted facility. If the individual requires access to other locations, these will be processed as Recurring Visits. For existing positions, an RVA for Extended Visits can take several months to process by the US DOD; and if the request involves a new position, the processing time can be up to four months. This is due to the security requirements that require procedures and rules to be put in place to permit access to information and faculties in accordance with the agreement signed between the two countries. No changes are allowed to Extended Visits once the data has been entered into the US system. If a member’s posting is extended then a new RVA must be lodged for the additional period of posting.

Moratorium
Each year from mid December to mid January the US DOD imposes a Moratorium on the conduct of visits and the processing of Visits Requests. This is to allow staff to take leave and to prepare office systems and procedures for the New Year. Any person who intends visiting North America during this period must take this into account, especially with regard to lead times when forwarding their RVA to the Embassy. RVAs for visits to US DOD facilities that occur in January and February should reach ADS(W) by no later than mid November. All RVAs received by the Embassy during the US DOD stand-down will be submitted, however US authorities will not commence action mid-January. Hence, any visit planned for mid-Dec to mid-Jan will not be processed by the US unless the RVA is received in Nov. Additionally, any visit that is scheduled for mid-to-late-Jan that is submitted during the US stand-down may not be process in time to accommodate the visitor’s plans. The only exception to this rule is for visits that have significant Australian operational impact. Visits that are deemed (by a Star-officer) to meet this requirement can be worked thought the US system during this period of reduced activity.
Security Classification

Due to the unsecured procedures and systems used to process an RVA, the pro forma must remain UNCLASSIFIED when completed. If this is not appropriate, the visitor must seek guidance from DIO or DSA.

The US may approve a visit at a lower security classification than requested in the proposed visits and this alteration may not always be advised to the Embassy (or the visitors). Hence, it is appropriate to verify the level of classified information that the facility contact is authorised to exchange prior to departing on an overseas visit. If the level is deemed inappropriate, a visitor will need to seek guidance from their facility contact as to what further action, if any, can be taken to upgrade the security level.

To minimise the possibility of the security level of a visit being downgraded, all pertinent information should be included in the RVA, include ay FMS cases covering the discussion, exchange agreements, etc. The only issue to keep in mind is that the RVA itself must remain at an unclassified level.

Courtesy Calls

Visitors are not expected to make courtesy calls on HADS(W) or other members of ADS(W) unless it is related to the business of their visit. Courtesy calls should be coordinated beforehand.

Post visit report
DI(G) ADMIN 23-5 requires the Defence traveller, or highest-ranking delegation or group, to submit a post visit report to reach the relevant approving authority within 30 working days of returning to Australia. The report is designed to:

· Provide a permanent record of the visit;

· Indicate the value of the visit; and

· Allow the information gathered overseas to be disseminated widely.

The format of the report should be presented with a synopsis of the visit separate from the detailed technical aspects/findings or matters of a classified nature. Technical/classified aspects should also be included if security requirements permit and if relevant to the specialist staff at the overseas mission. The synopsis should include:

· a summary of the itinerary;

· topics covered, including transcripts of discussions where specific matters affecting Defence or the visited countries’ policies were discussed;

· benefits achieved;

· documents exchanged;

· administrative arrangements (including suitability of itinerary);

· conclusion; and

· recommendations.

The HADS(W) requires an electronic, unclassified copy of the Visit Report emailed to Visit.Report@adsusa.org; if an electronic copy is not available then copy of the full visit report should be sent to the Defence Visits and Protocol Officer at Australian Defence Staff (Washington).























































































































































