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United States Department of State

Washington, D.C. 20520

rch 6, arl e
March 6, 1987 @,9 5?

Dear Mr. Childs:

As a follow-up to our meeting on February 18, representatives of
interested executive departments and agencies met on February 27 for
further discussions on improving procedures for regulating official
foreign travel. A consensus emerged for deeding greater responsi-
bility to agencies themselves for controlling the number of visits
and size of delegations, while allowing agencies the maximum
flexibility possible for achieving this goal. Consequently, we have
dropped our earlier proposal that all visits to heavily visited and
high security threat posts be centrally approved by each geographic
bureau of the Department.

Replacing this proposal is a more decentralized system which
takes into account the established travel monitoring procedures of
some agencies, combined with a non-burdensome system of notifying
posts to be visited of the kinds of administrative support requested
by official travelers. Only posts on the heavily visited and high
threat list must be given detailed advance notification, but agencies
at their discretion may have other limitations in accordance with
their internal procedures. The proposed Presidential Directive on
foreign travel, attached to this memo, was redrafted to meet these
objectives. Also attached is the State Department Executive
Secretary's draft memorandum to departments and agencies on
implementing the President's directive.

We would appreciate your comments by March 16,
Z/VZ&/M
Willard A. De Pree

Director
Office of Management Operations

Enclosures:

1. Draft Presidential Directive;
2. Draft Memo Implementing President's Directive.

Mr. Dan Childs,

Comptroller,
Central Intelligence Agency,
Washington, D. C. 20505. o ‘.
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APPENDIX 1I

T DEPARTMENT OF STATE

Warrgter D C 0020

- January 15, 1980
UNCLASSIFIED

MEMORANDUM FOR ALL DEPARTMENT AND AGENCY
EXECUTIVE SECRETARIATS

SUBJECT: Notification of Foreign Travel

In his memorandum of September 25, 1979 to Heads
of Executive Departments and Agencies, the Presidert
emphasized the need to reduce official travel atroac.
The President said:

One of the major workload factors at
Some posts is the large number or official
visitors who reguire assistance from our
employees stationed overseas. 1In order to
reduce the workload and number of employees
abroad, we need to hold the number of
official visits to the hecessary minimum.
Accordingly, I am directing all senior
civilian and military executives to make
a special effort to insure that overseas
trips are absolutely necessary. Furthermcre,
I am asking the Department of State, in
addition to already existing requirements
for clearing foreign travel at the Assistant
Secretary level and above, to establish a
system for minimizing official travel at
all levels to posts which are from time
to time especially overburdened.

The Department has surveyed its posts and hacs
identified 33 (Attachment A) which receive visits
from an extraordinarily large number of United States
Government officials. Effective February 1, 19890,
proposals for official travel to these posts by all
ermzloyees of the Executive Branch should be subritted
to the Department of State for coordination. Our
objective is to ensure that such travel jis necessary
and planned and timed in the best interests of the
sending agency, of the post concerned, and of our
overall foreign pPolicy.

: 60002-1
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In consultation with the NSC and OMB, the
following procedures have been established to Reet
, the President's objectives:

Requests for travel to the 33 listed posts must
be submitted in writing (Attachment D) approximately
two weeks in advance to the office of the responsible
§eographic Bureau of the Department of State (see
list at Attachment B). 1f, under extraordinary

this deadline, please furnish the required information
by telephone to the listed office of the geographic
Bureau. A Department officer will respond to you in
writing and/or by telephone within five working days.

Reguests for travel to Egypt should now be raze
under the guidelines of this memorandum.

I would like to emphasize that the procedures
established by the President on December 27, 1977
regarding clearance of all proposed fcreign travel
by Assistant Secretaries and equivalent or above
remain in effect. You should thus continue to use
the established System and forms with the Dezartmert
of State for all such proposed travel.

Similarly, present Procedures regarding travel by
all feceral government employees to Taiwan an2 to
certain Middle East posts (Attachment C) remain ir

effect. (1
l.L{.. A
Peter Tar £

Executive Secretary
. Attachments:

Tab A - List of Travel-Intensive Posts

Tab B - List of Regional Bureau Contacts

Tab C = Memo on Official Travel to Certain

Middle East Countries
Tab D - Travel Regquest form

; : 02-1
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" ATTACHMENT A

Llist of Travel- Intensxve Posts for Which Notification
0f Al]l Executive Branch USG Official Travel Is ReqnuireAd

ADDRESS

NUMBERS ST COUNTRY
1. Abidjan (Embassy) Ivory Coast
4. Amman (Embassy) Jordan
3. Bangkok (Embassy) Thailand
3. Beijing (Embassy) China
S. Belgrade (Embassy) Yugoslavia
2. Bogota (Embassy) Columbia
5. Bonn (Emdassy) Fecderal Republic of Cerman:
2. Brasilia (Embassy) Brazil
5. Brussels (Embassy) Belgium
4. Cairo (Embassy) ) Egypt
2. Caracas (Embassy) ° . Venezuela
1. Dakar (Embassy) ' Senegal
5. Dutlin (Embassy) Ireland
6 GCeneva (US Mission) Switzerland
3. Bong Kong (Consulate General) : Hong Kong
4. Jerusalem (Consulate General)

ILLEGIB 4. +JFidda (Embassy)ca Saudi Arabia

1. Krartoum (Embassy) Sudan
S. London (Embassy) Great Britain
S. Madrid (Embassy) Spain
2. Mexico (Embassy) Mexico
S. Moscow (Embassy) USSR
1. Nairobi (Embassy) Kenya
5. Ottava (Embassy) Canada
2. Panarma (Embassy) Panama
5. Paris (Embassy) France
1. Pretoria (Embassy) South Africa
2 Rio de Janjero (Consulate General) Brazil
S. Rome (Embassy) I1taly
2. Sao Paulo (Consulate Ceneral) Brazil
4. Tel Aviv (Embassy) Israel
3. Tokyo (Cmbassy) Japan
5. Warsav (Embassy) Poland
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ATTACHMENT ¢

-8/8 7921829

OEPARTMENT OF 8TaTE
Wosnagroa PC

UNCLASSIFIED . December 1, 1979

MEMORANDUM FOR ALL DEPARTMENT AND AGENCY
EXECUTIVE SECRETARIATS

Sudject: Official Travel to Certain Midale East Countries

On November 26¢h the Department of State issyez a

formal travel advisory alerting American Citizens to
the situation in the Middle Fas: and advising that orly

. essential travel be undertaken to the following Countries.
Afghanistan, Bahrain, Bangladesh, Iran, Iragq, Kuwait,
Lebanon, Lybia, Oman, Pakistan, Qatar, Syria, Urite2 a-a:x
Erirates and the Yemen Arad Republic. Given the presens
situation in Iran and elsewhere in the Middle East, it is
Clear that off.cial trave) in the area by U.s. Governmers
personnel should alsc be xept to o minimum,

Until further notice, the long-standing procedure
regarding foreign travel requests for Assistant Secrezarcijes
and above and their equivalents will be in effect for a1}
U.S. Government personnel. Accordingly, requests for
official travel to the above countries by employees of

We will appreciate your coocpefytion in insurinc tha-:
only essentjal travel s considere ,/B
I

e

Peter Tarnot
Executjive Secretary

Attachment:
As stated.

-
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ATTACHMLLT D

DATE

TO0: (Plcase fill in Department addressec) J

=™ FROM:

SUBJECT: Notification of Foreign Travel

Traveler's Name and Title:

Date of Travel:

- . Cities/Countries to be visited:

fG\
- Purposes:
‘P
D Anticipated Contact with Foreign Officials:
N )
D hf”»{u?Qz (Requesting AggncyvAddressee)
)

'ATTN: (name and phone number of agency contact)

The Department of State has no objection to
this travel.

————

v ateps it .

Remarks:

————————

BRI ST ) 4 T S
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HEPARTMENT QF STATE

- - Wasnington, S.C. 3033

MEMORANDUM June l4, LSZS

Td= Distribuesion List

- STEJECT: VNotificaticn cf Tcra2icn Travwel

The President's memcrandum ez chezbfr 27, L
oy subsacuent memgrandum ol Janeary 3, l%/%, stce
the attached Passtort Qffice directive oL uu%y-ZS
which indicates that "NetiZicaticn oX T:avel' :ci?s N
o all government emglavees should ke sant é;:e;:-¥{:g
Depar+tment of State zagicnal desks. C;:ran- :;Lce:.:?s
secuira that conly officials at the Assis : aec:e-i:j”-
leval and a-cve or the equivalant notizy s'E?DaET:E"'
cf intended foraign travel and that'tzese_no;;--:;h--ns

- be routed ta the Exacutivs Secrataziact. ;t;} gc: -~
necessarzy to sené sagarats rokification to thie Fass-
gort Qffice c¢r the = cicnal cesks.

')
(r !n
W
(N

owocedu=ss concerning the issuance ¢ nc-!

sorts as ou=lined in the July 29 Passpezs U-zic
direckive remain unchazged.

-

! 13 . .ld T
T would appraciate your cConveyllg these guicalines
to all those adminiszering forAaigm travel witaln you=
* - - . = 2Dy J - - e
agency In addition, a revis :oi;fhoh use t“ r‘.ob....;fﬂ”."1
‘“g.t;e Depariment of trzavel Iis a?~acheﬁ g £his memcorancud.
\‘ k t(g’
B Perzar TazuncIs
Exacusiva Segzecaly
-
Attachzmencs:
1. ©DSrasidenz's Memcrandum of Decg;;e:bA/ .
2 Sroceduzal guidelines for Nezlizficatocn c=
Toreicn Tw-avel datad JanuaIy 3
3. YNew Notificazich ?c;n . e
4 Mamszandum c2 July 23, 1877, <sncaIn=c
s=ayel andé nc-I22 2assSpeITS
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CEPARTMENT OF STATZ

Wesmingtor, 3.5 233

4
1"
O
-
i
s
f
(KB
0
H
r
-;o
(t

?cllcwiié‘u? oz tbe.s:eszdengts m%MC:aii::lO:,.d
Cecemter 27 ta trhe neads of exegu:iv? Ce?if::e“fi -;e
agencies, I am enclosing 2 Stachr‘ :3-: b,-ﬂgo:_aé:;—-
iz potifying this Cegaztment c:'b:aye-.fg 53.?2_ &353“-3
ige=atizn cfficials. TRhe Dega::zan;_w;.t gz ‘35-::4:-:
r2stondéd £ recguests wirni= fiva workizg <ays QI Iec2-z-
o= notificaticm.

TF #mera is inscfiicienc t;:e = grovide 3:%3333_,-,3-
patificazicn, your office may give the :Eth:acé::;:;:::: !
by Shone £t the OfZice of tne Dizscocs c’_f"f S-t-_b_-_--
Sezsf (=sl. 632-0318). We ask, h;weze:i.b;a- gc; hema
gt=ic=ly limit these phone Ireguests o3 bzcsf'iszf; hezs
pime is insufficient t2 submit 2 wIIcotaln nob;:;?:--cg;

Qur Sxecus=ive Seczetariat will zas? n:_:s'ycu:-::s- v
chone a2nd then in writing using the atlacaes fom.

Twa Depar=ment will use in;a:agency fEChafisms-fnfn;
ever asnrsp}iate in zaviewing thesa ;:ivg:-p i:i'cc:g—:::zz
case of propcsed twavel &3 tie SoVisSt un;-“;-b::;q:i::-d_.
will rafar =he progosal t£3 the Interagancy s~q-:-::-—:2'
C:m;i;tae 2a> US-Sovias Affai:§ QICC;aAZ‘;Ef im<azagancy
camsulitat=icn as aSpISEIiacs anc Zz- dacsicu.

e
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o e - - - - seen mo = -
——— 0 - R - - - ee” wmme .. . enmme—etve < w» tceres - - . .. -
s . . .

e - , - 773247

T THE WRITS HOUSE

WASHINGTI!

Decem=e= 27, 1977

MSMORANDCM TOR TEXZ EZRDS CF

-

-
T=avel abroad by sexicr officials of the Fedezal Goverm-
ment is ar impoz=an= pazt of the Administration's conduct

£ foraicnm policy. To insuve that such travel is planned
and tizmad in the best interasts c2 ouxr gverall Zoraigm
policy, T have asked tze Department of State &2 establish
a2 set of vrocedu-ss for csordinmating travel zlans by sanicr
Admimist=arion gfficials (&3 include Assistant Secratarzy
level and zbove or the equivalenti). Waen yCu QI se&nios
members ¢f£ vouxr Cepartmani ST Agancy arIz2 @n:a..-:'_:l.a;:.:.g 2
£xin abroad, you should zmosiiy the Zxeculbive Secrstaziac
af ==e [epaztmen®= of State a2z lsast 10 werking days beloze
 you= txiz., Sefars confirming youx tzaval plans with I9Talct
Ecve:::eﬁt raprasaen=atives, you should tell the Ixacutive
Saczetrariat akbou: the purpase of youxr txip an@ the exzectad
Gats of departurs, The Department 0f Stats will raviaw tie
£ravel plans and, if nmecessary, will suggast mcd;f;ca:;cgs.
he De_r:.a.—t.'nent will k=ep the Assistant &0 the Prasident IcT
Nasionmal Secuzity AfZairs informed of tzavel glans and will
capsuls with the National Secuzity Council in making tnsse
dacisions. AS=ar the txip is <cleaxsd, the Department oo
Stat2 will be hapgy o provide briefings or other s9ITsS G

help ycu may desiz=.

e — b ~ - - - <
T vyou hRear no ranly fxom ofhe National SecuIilY SUncI-
o= Stata Camar—men=, czr if ther-s ars unwazTaniac caliays .=
theiz Z=2sctens acsel head with voux zlanms.

Tnstruc=ions for zazeriing foreign travel wWiIll Ze pISvoosc
: separassly bty the Cepazizent < Stats=.
- -
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. : _ TAB C

THE WHITE HOUSE

February 24, 1987

MEMORANDUM FOR THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES

SUBJECT: Foreign Travel by U.S. Officials

Foreign travel by high-level U.S. officials is essential to
the conduct of our Nation's business. Such travel, however,
is in itself a part of our foreign policy. Any such foreign v,
travel should be for specific reasons that are consistent with
our overall national security policy and should be conducted
by a delegation as small as possible.

Foreign travel proposals of officials at or above the rank of
assistant secretary (or equivalent rank) of Executive depart-
ments and agencies are to be submitted to the Assistant to the
President for National Security Affairs for approval. 1In
addition to official business, this will include any private
foreign travel when meetings with foreign counterparts or
participation in events attracting media attention is a
reasonable likelihood.

Wwith as much advance notice as possible, the Assistant to the
President for National Security Affairs should be furnished
the following information:

Names of senior participants
Objectives of the trip

Itinerary

List of major events, meetings, and
appearances

Upon the completion of such trips or, if appropriate, while
they are in progress, a report should be submitted through my
Assistant for National Security Affairs, noting the response
of host governments to U.S. proposals and other significant
information. Travellers also should be familiar with the
requirements for security briefings and debriefings where
appropriate in connection with planned travel.

Declassified in Part - Sanitized Copy Approved for Release 2011/11/10 : CIA-RDP89G00643R000800060002-1
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TAB D-1
United States Foreign Washington, D.C.
Department of Agricultural 20250
Wts/ Agricuiture Service
February 25, 1987
TO: All USDA Foreign Travel Coordinators .
FROM: Wayne W. Sharp, Assistant Administrator, FAAIL:..\"-

SUBJECT: Travel Clearance for Official USDA Travel

This memorandum reviews the Foreign Agricultural Service (FAS) control system for all
official USDA foreign travel, including USDA travel under USAID contracts or other
TDY assignments. The FAS system stems fram a Presidential Directive instructing the
State Department to reduce the burden on U.S. Embassies and Consulates servicing a
growing number of USG visitors. The system also keeps our Agricultural Counselors
and Attaches informed of official USDA travel in countries under their responsibility
(Attachment 1) and identifies possible post assistance limitations and personal
safety problems.

TRAVEL CLEARANCE CATEGORIES:

Each country covered by FAS fits into one of three possible categories depending upon
the notification and clearance procedure required (see below and Attachment 2).
We will keep USDA agency foreign travel coordinators advised of changes.

Category 1: Advance Notification of Travel——Countries where the traveler is only
required to notify the Ag Counselor/Attache of the proposed travel (see step 1
below). ‘

Category 2: Prior Embassy Clearance—Countries for which prior clearance must be
secured fram the U.S. Embassy through the Ag Counselor/Attache because traveler
numbers are high or personal safety is a factor.

Category 3: State Department Clearance—Countries requiring State Department
approval, usually for political reasons.

PROCEDURES FOR NOTIFYING POSTS AND CLEARING TRAVEL:

Step 1: Notify the Ag Counselor/Attache of travel particulars, (name,
arrival/departure dates, purpose, assistance required, in-country travel plans) by
letter, FASTO or State Department cable. Where required, add the words "post
clearance is requested.” All such outgoing communications must be initialled by the
appropriate FAS Area officer (see Attachment 3). It is the initiating USDA agency's
responsibility to obtain timely prior post clearances where required. Travel )
messages are mandatory and should be timed to arrive at post no later than two (2)
weeks before travel. This will help to avoid last-minute disapproval of travel and
allow time for the U.S. Ag Counselor/Attache to obtain necessary Embassy clearances.

Step 2: Submit a fully completed form AD-750 to the appropriate FAS Area Officer for
initialling. The Area Officer will not initial the form AD-750 unless purpose,
flight itinerary, and date of post notification blanks are filled in. For category 2
and 3 countries, pre-clearance requirements must also be campleted. The FAS Travel
office will not release passports unless the Area Officer has initialled the AD-750

and pre-clearances have been received.

Attachments

Declassified in Part - Sanitized Copy Approved for Release 2011/11/10 : CIA-RDP89G00643R000800060002-1
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Algeria ATO
Argentina
Uruguay
Australia
Austria
Czechoslovakia
Hungary
Bahrain ATO
Kuwait -
Oman
Qatar
United Arab Emirates
Belgium
Luxembourg
Brazil
Paraguay
Canada
Chile
*China, People's Republic of
Co1omb1a
Costa Rica
Panama
Cote d'Ivoire
Guinea
Liberia
Senegal
Sierra Leone
Zaire
Denmark
Norway
Dominican Repubiic
Haiti
Jamaica
Ecuador
Egypt
Sudan
France
Germany, Democratic Republic of
*Germany, Federal Republ1c of
Greece
Cyprus
Israel
Guatemala
Belize
E1 Salvador
Honduras
Nicaragua
Hong Kong
Macao
India
Bangladesh
Sri Lanka
Indonesia
Iraq
Jordan

Italy
*Japan
Kenya
Tanzania ~—-..
Zambia
*Korea
Malaysia
Mexico
Morocco
Netherlands
New Zealand
*Nigeria
Cameraon
Ghana
Pakistan
Peruy
Bolivia
Philippines
Poland
Portugal
Saudi Arabia ATO
Mo. Yemen
Singapore ATO
Brunei
(ATO also assists Attaches
= in Indonesia, Malaysia,
& Thailand)
South Africa
Botswana
Lesotho
Swaziland
Zimbabwe
Spain
Sweden
Finland
Switzerland
Taiwan
Thailand
Tunisia ATO
*Turkey
Lebanon
Syria
U.S.S.R.
*United Kingdom
Ireland -
*Yenezuela
Barbados
Guyana
Netherlands Antilles
Suriname
Trinidad & Tobago
Yugoslavia
Bulgaria
Romania

*These posts have both regular Agricultural Counselor/Attache & Agricul tural

Trade Offices

FAS:FAA/RWelton:ram/2/6/87 (A)9643a
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CATHGORY I: Advance Notification of Trave
forward a FASTO, State C
FAS Area Officer to the res
Agricultural Attache/Counse
under Attache/Counselor res
Western Hemisphere:
Argentina Eastern Caribbean TIslands
Aruba Guyana
Barbados Mexico
Bolivia Netherlands Antilles
Canada Paraguay
Western Europe:
Austria France
Belgium Greece
Dermark Ireland
England Israel
Fed. Republic Italy
of Germany Netherlands
Eastern Europe:
(See Category IITI)
Near East, South Asia and Africa:
Algeria India
Bahrain Iraq
Bangladesh Morocco
Egypt Nigeria
Southeast and East Asia and Pacific:
Australia Japan
Hong Rong Korea
Indonesia Malaysia
CATEGORY II:

ATTACHMENT

1l — This requires the originator to
e or letter through the appropriate
pective Bmbassy notifying the

lor of intent to travel to a country
ponsibility.

Suriname
Trinidad & Tobago
Urujuay

Norwav
Portugal
Spain
Sweden
Switzerland
Turkey

Pakistan

Saudi Arabia
Tunisia

United Arab Pmerites

New Zealand
Philipnpines
Singapore
Thailand

Prior Bmbassy Clearance — This requires the originator to forward a
FASTO, 1

State Cable or letter through the aopropriate FAS Area Officer
requesting clearance from the respective Pnbassy. The cable or
letter should be addressed to the Agricultural Attache/Counselor.

Western Hemisphere:

Belize Nominican Republic
Brazil Ecuador
Chile El Salvador

Colambia 1/  Guatemala
Costa Rica Haiti

Ronduras
Jamaica
Nicaragua
Panama
Peru
Venezuela

Declassified in Part - Sanitized Copy Approved for Release 2011/11/10 : CIA-RDP89G00643R000800060002-1
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Western Europe:
NON REQUIRED

Eastern Europe:

(See Category III)

Near East, South Asia and Africa:

(See Category III)

Southeast and Fast Asia and Pacific:

(See Category III)

CATEGORY IIT: State Department Clearance — This requires the oriainator to
forward through FAS the State Department's clearance request
form, properly completed:

Western Hemisphere:

Cuba 2/
Western Europe:

NONE REOUIRED

Eastern Europe:

Bulgaria Huncary USSR
Czechoslovakia Poland Yugoslavia
German Democratic Republic Romania All other East

Furopean dependencies
Near East, South Asia and Africa:

Cote d' Ivoire Senegal
Renva South Africa
Lebanon Sudan

Southeast and East Asia and Pacific:

China

Taiwan

FOOT NOTES:

1/ Bmbassy clearance request must be sent on State Department Cable marked
LIMITED OFFICTAL USE.

2/ The originator must first call the Office of Cuban Affairs at State
Department (telephone 647-9273) to arrange for visas and receive other
instructions on how to proceed with the clearance process.
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FAS AREA OFFICERS FOR POSTS OVERSEAS

Wayne W. Sharp, Asst. Administrator

Foreign Agricultural Affairs
Room 5092-5 (202) 447-6138

NON-EC: G.NICXS
3, Room 5080-S
Austria, Yienna

German Democratic Republic, Beriin

Poland, Warsaw
Sweden, Stockholm
Switzeriand, Bern
Switzerland, Geneva
Turkey, Ankara
Turkey, Istanbul ATC
USSR, Moscow
Yugoslavia, Belgrade

NORTH AMERICA: E.BAUER

B7-31227, fm. 5604-S
Canada, Ottawa’
Mexico, Mexico City

SOUTH AMERICA: E.BAUER
rgentina, Buenos Afres
Brazil, Brasilia
grazil, Rio de Janeiro
Brazil, Sao Paulo
Chile, Santiago

Richard S. Welton, Deputy Asst. Admin.
Foreign Agricultural Affairs
Room 5092-S (202) 447-3253

AREA ! - EUROPE

EC: 0.DOUBLAS

TX7-2144, Room 5080-3
Belgium, Brussels
Selgium, Brussels (USEC)
Dermark, Copenhagen
England, London
England, Londen.  ATO
France, Paris
Germany (Fed. Republic of), Bonn
Germany (Fed. Republic of), Hamburg
Greece, Athens

(FN Only)

ATO

Ireland, Oublin
Israel, Tel Aviv (FN Only)
Italy, Rome

Italy, Rome (FODAG)

Italy, Milan

Netherlands, The Hague
Norway, Oslo (FN Only)
Portugal, Lisbon

Spain, Madrid

AREA Il - WESTERN HEMISPHERE

CARIBBEAN: F.LEE
Rm, SO

R 4-S
Dominican Republic, Santo Domingo
CENTRAL AMERICA: F.LEE

osta nica, san Jose

Guatesala, Guatemala

OTHER BASIN COUNTRIES: F.LEE
om0ia, ota
Yenezuela, Caracas

Ecuador, Quito Yenezuela, Caracas ATO
Pery, Lima
AREA III - NEAR EAST, SOUTH ASIA AND AFRICA
NEAR EAST: J.WILLIAMS AFRICA: J.WILLIAMS
W7-7053 Rm. 5098-S ATgeria, Algiers ATO
Sahrain, Manama ATO Cote d'lvoire, Abidjan
Egypt, Cairo Kenya, Nairobt
lraq, Baghdad ATO Morocco, Rabat
Lebanon, Beirut (FN Only) Nigeria, Lagos

Saudi Arabia, Jeddah ATO
UAE, Oubat (FN Only)

SOUTH ASIA: J.WILLIAMS
angladesh, Ohaka
Indfa, New Delhi
Pakistan, [slamabad

Nigeria, Lagos ATO
South Africa, Pretoria
Tunisia, Tunis ATO

AREA IV - SOUTHEAST AND EAST ASIA AND PACIFIC

SOUTHEAST ASIA: L.MOE
3x7-7053, fm. 5098-5
Malaysia, Kuala Lumour
Singapore, Singapore ATO
Thailand, Bangkok

PACIFIC: L.MOE
Kustralia, Canberra
New Zealand, Weilington

FAA/FAS Oct. 1986
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EAST ASIA: L.MOE
China, Beijing
China, Beijing
China, Guangzhou
Hong Xong, Hong Kong
Indonesia, Jakartd
Japan, Tokyo

ATO

Japan, Tokyo ATO
Korea, Seoul
Korea, Seoul ATO

Philippines, Manila
Taiwan, Taipei/AIT
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United States )800060002-1
information S
Agency . .

L Ny i =
et DU Lo #‘54 .‘.’ .

~ear Mr. Splers:

The U.S. Informaticn Agency provides the following information in response to
tre February 18 meeting At the Pepartment of State at which methods for

reducing overseas travel were ciscussec.

USIA is in full agreement with the Acministration's efforts toc recuce
unwarranted overseas travel, and we welcore the opportunity to share with you
scme of the major steps we have taken in the past yesar to bring meaningful
reductions in Agency domestic and foreign travel.

The enclosed memorandum from Deputy Director Stone to Director Wick clearly S
demcnstrates the seriousness with which the highest echelons of our Agency ‘
view this matter. The institutional controls established by the Director are

outlined in the enclosed Announcement Mo. 34, napproval of TDY Travel

Authorizations", and the Agency is in the process of changing our regulations

to reflect this nmew policy.

Please note that all overseas travel is closely coordinated between the

Gecoraphic Area Of fices and our pcsts overseas; we believe the posts should be

the most effective points of control for USIA fereign travel. After -=
considering a suggestion raised at last week's meeting, we believe that

creating a State Department clearing point or overall coordinator for State,

USIA, and AID would be cumtersome, time-consuming, and, in the long run,

counter-productive. We feel that State woulc be able to exercise sufficient

contrel through coordination with Heads of Missions.

p concern raised during USIA's review of travel was the size of some recent

of ficial delegations. A concerted effort is made to keep USIA group travel to
an absolute minimum by making the Associate Director for Programs responsible
for coordinating our representation at such events, with the Deputy Director's
approval required for participation at international conferences and summits.
Furthermore, with the exception of the Director and a few AMPARTS--who visit
the Missions only with top managers' approval--the Agency places little or no
demands on Mission staff. USIS staff is the central focus of most Agency

visits.

The Honorable Ronald I. Spiers
Under Secretary for Management
Department of State
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3. Clearance and Field Notification of Travel

approving foreign travel, the origina;ing of§1ce must
2222;2 cggarancg from the post and area. This applies to
contractors and other outsiders on Agency business as well.
The Area Directors will become the central focus point fog all
travelers to their posts and should be alert to coordinating
travel and reducing, where possible, the number of travelers.

4. Approval and limitation on Conference and Summit travel

i i i 1 conferences |
ans for Agency representation at internationa :
iid summitsgwill be coordinated by the Assgczate Director for
programs (P). Should a task force be required for a large
conference or summit meeting, the P Bureau will be responsible

for establishing the task force. Participation at all such 7

special events will be cleared by P with the Deputy Director
prior to final approval. ’

5. Media elements should pool resources to optimize coverage
~at minimum cost.

i i i ther and
edia elements should discuss plans with eacg o
:g:eua strong effort to pool coverage where possible.

. i zed
ent - TAB - A - Agency Officials Authorize
Attachn : to Approve Travel Travel

Declassified in Part - Sanitized Copy Approved for Release 2011/11/10 : CIA-RDP89G00643R000800060002-1

14



== Declassified in Part - Sanitized Copy Approved for Release 2011/11/10 : CIA-RDP89G00643R000800060002-1
TAB A
APPROVAL FOR DOMESTIC ANC INTERNATIONAL TRAVEL
llowing 1i8 i'suggested list of Agency officials authorized to
Fo owl
approve t:avei requests:

BUREAUS
AR

{
voice of America (VOA)

-- Associate Di:?ctot

--Deputy pirector

-- Deputy pirector (Hodernization)
== Chief, News pivision

-- Director, Radio Marti

pureau of Programs (P)

-- Associate Director
-~ Deputy Associate Director
pirector, Press and Publications Service

-—— chief, Press Division

»
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Burealu of Educational and cultural Affairs (E)

-- Assoclate pirector

-- Deputy associate
-- Director, office
-- Director, office
-- Director, office

-- Director, office

Bureadud of Management

pirector

of Academic progams

of Cultural Centers and Resources
of Private Sector Programs

of International visitors

(M)

-- Associate pirectorl

-=- Deputy Associate
-=- Director, office
- (o)

-= Director. office

-- Director, office

gg}evision and Pilm

pirector

of Administtation and Technology
t e

of personnel

of Security
v SERVICE

gervice (TV)

-- Director

-- Deputy pirector

’

.
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AREA OFFICES

Office of African Affairs (AP)

-~ Director
-- Deputy Director

Office of American Republics Affairs (AR)

-- Director :
-~ Deputy Director

Office of Bast Asian and Pacific Affairs (EBA)

-«- Director

-- Deputy Direct&t

Office of Eurcyéan Affairs (EU)
-=- Director
-- Deputy Director

Office of North African, Near Eastern, and South Asian Affairs

(NEA)

-=- Director

'-- Deputy Director

.
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INDEPENDENT OFPICES

Office of the Director

-~ Director
-- peputy Director

Office of the Eoordinator for President's US-Soviet Exchange

-

Initiative (D/R)

~- Director

~

Ccounselor of the Agency (C) | ey

3
L}

-- Counselor

Office of Inspector General (0IG)

-- Inspector General . —_

= ——

-~- ASsistant Inspector General

’office of Public Liaison (PL)

-~ Director

-- Deputy Director
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gressional Liaison (GC)

e General counsel and Con

office of th

-- General Coun§e1

-

- Deputy General counsel )

'

-
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United States AN
Information g Announcement No. 34
' Agency ke : February 13, 1987
] ( Washington, D.C. 20547 U

APPROVAL OF TDY TRAVEL AUTHORIZATIONS

This announcement updates Announcement 22 dated February 5, 1986 which revised
Agency requirements for the approval of certain types of travel. Based on the
recamendations of an ad hoc committee composed of M Bureau representatives
and Executive Officers fram area offices and Bureaus, the Deputy Director
requires the following action to be taken regarding official TDY travel.

1. Types of travel covered by this announcement.

(a) Temporary duty from the United States to an overseas locatian; (b)
Temporary duty travel to the United States by overseas staff; (c) All TDY
travel in the U.S.; (d) Group travel (travel by more than one person to
one location for the same purpose).

2. Approval of travel requests.

(a) Travel authorization documents can only be approved by those Agency
officials listed in attachment A. This authority cannot be redelegated.

(b) All travel by consultants must be approved by the Deputy Director,
( whether travel is specified under the consultant's ocontract or results from
other arrangements.

(c) Those who approve foreign and-domestic travel requests are personally
responsible for assuring that an absolute minimum number of travelers are
authorized to travel to a given event, conference or project. Agency
elements initiating the travel request are responsible for obtaining the
appropriate approvals before travel authorizations are submitted for final
signature by the authorizing officer in M/AST, VQA/AQCA, or VOA/MA.

(d) The approving officer must certify that no satisfactory alternative
means of camunication exists.

3. Clearance and Field Notification of Travel. .

(a) The originating office is responsible for obtaining concurrence from
the Post to be visited as well as the geographic area office. This
likewise applies to contractors and other outsiders on Agency business.
The Area Directors will beccme the central focal point for all travelers
to posts within their jurisdiction, and, in coordinating travel, should be
alert to possibilities for reducing the number of travelers.

(b) Area Directars should also review closely with posts the existence of

any alternate means of communication, such as electronic mail or
conferencing, which would obviate the need for travel.
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4. Approval and Limitation on Conference and Summit Travel.

Plans for any Agency representation at international conferences and
summits will be coordinated by the Associate Director for Programs (P).
Should a task force be required to plan for a large conference or meeting,
the P Bureau will be responsible for establishing the task force.
Participation at all such events will be cleared by P with the Deputy
Director, who will approve participants' travel authorizations. -

5. Media Elements Should Pool Resources to Optimize Coverage at Minimum Cost.

The media elements should discuss plans with each other and make a strong
effort to pool coverage wherever possibles—

6. Forms

The Agency's TDY Travel Authorization form is being revised to incorporate
these requirements

3

DISTRIBUTION: Y - Domestic Supervisory Level
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Attachment A
APPROVAL FOR DOMESTIC AND INTERNATIONAL TDY TRAVEL

. . c
he following Agency officials may approve TDY travel authonzat;ons for
personnel in their elements.

Office of the Director (D)—Director; Deputy Director.

Office of the Coordinator for President's US-Soviet Exchange Initiative (D/P)——
Director.

Counselor of the Agency (c)--Counselor.

Office of the Inspector General (0IG)--Inspector General; Assistant Inspector
General.

Office of Public Liaison (PL)—Director; Deputy Director.

Office of the General Counsel and Congressional Liaison (GC)-—General Counsel:
Deputy General Counsel .

. ~e of America (VOA)—— Associate Director; Deputy Director; Deputy Director
}(/%éfit:rnization); Chief, News Division; Director, Radio Marti.

Bureau of Programs (p)—Associate Director; Deputy Assoc%at:e_D:.rector:
Director, Press and Publications Service; Chief, Press Division.

Bureau of Educational and Cultural Affairs (E)—Associate Director:; Deputy
ea

Bureau of Educational and Yot = —==r—aoy

i i . Director, Office of

i - Director, Office of Academic Programs; .
AssocmieCenDli:c::o;ﬁD;:sourcés; Director, Office of.anate Sector lgr;gizts,
S'Ji:éizr office of International Visitors; Staff D1rect¢;§, Board o gn
S:;}Dlars}"xips; Director, International Youth Exchange Staff.

janagemen i i ; Deputy Associate Director:
“lanag t (M)-—Associate Director . i

Bgreau of i)ffice of Administration and Techno.}ogy: Director, Oififlce oftthe
g;itrgiier- Director, Office of Personnel; Director, Office of Security.

Television a.nd Film Service (Tv)——Director; Deputy Director; Executive Officer.
ele

Office of African Affairs (AF)—Director, Deputy Director.

Office of American Republics Affairs (AR)—Director, Deputy Director.

Office of East Asian and pacific Affairs (EA)-—Director, Deputy Director.

~/

Office of European Affairs (EU) —Director; Deputy Director.

Office of North African, Near Eastern, and South Asian Affairs (NEA) —Director:
Deputy Director.

«

P
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e Itl_ e e e e e B —_
y

UTHORIZAT\ON OF OFFICIAL TRAVEL Amendment No. and Date I

8. Centficate of Approval No. and Date e

TP s At =T

You are heredy authonzed by the United States \ntormatton Agency to pertorm official travel at Govemment expense as ingicated heresn. Thus travet 1s not ordered at your
request Nof tor your convenience. except as prowvision IS made for leaves as atiowed Dy law. You are 10 proceed in accoraance with (he instructions contained neretn Of as
ended. Unless otherwse noted. all expenses and the maximum per giem unaer the reguiations checked belaw are authonzed. Voucners should be submitted promptly 3

am
provided in \he apphcadble requlations.

C. Name : ) 0. Otticial Station —
£. Organization s

F. Status: GS e——— FS .—-——FN —— Other (SDeC!fY) — s

G. Reguiations: 1= - J— EFAM e

\unerary — In such oraer and at such umes as necessary

(N Travel to begin on or about__________/‘ and to end on of ADOUl e
Travel must be in accorgance with existing reguiations to travei on amencan flag carners wnere avalaote. Nonceomptiance automatcaily

estavplisnes the traveier's acceptance of tinancial responsibiity

Purpose ot Travel: Category____’—(from reverse side of this page)
2. Description (clearty descnboe specific purpose of travel for each city listed):

\f category g5ori0ais speciﬁed above. will more than one person attend? D Yes

K Authonzed Expenditures — PROVIDE JUSTlF‘CAT‘ON ON SEPARATE SHEET

1 Poundlei\os/Unils Excess Baggage 2. Taxicabs 5. Hire of Automobile

4 Mixed Mode of Travel 5. .Use of POV: a._Cost Comparative B Mileage @ ——— CPM
6. S Actual Subsistence Expense Basis (Specify city and amount)

7 Hire of Room tor Official Use (Specify city and intended usé of room)

8

Requesting Ofﬁcer/OrganizanomPhone U.S. Dollar Accounting Date Estimated Cost

FUND-FY-ALLOT-SCC/AC-FUNC-RES

M. Approval {1 ceruty that this travet! is essential and that the
' purpose cannot be achieved DBY other means (mail, cable,

Travel - /

telephone, teleconference. etc.)) Excess Baggage ’ [
per Diem /
Qrg - Name Signature Miscellaneous /
Total $
N.  Clearances ,’ Foreign Currency Datd
Org Name Signature Currency _
Travel $ I
. Excess Baggage -
per Diem ____________—-——-—"
Miscellaneous —— N
Total $
Travel Advance . S
/ e
O. Funds Available ‘Q.  Authonzing Officer
IA34A - {MPORTANT: Every Voucher and Message Conceming This Travel Must Refer 1© Authonzation Numoef and Date at Top-

i~ QT

—

1 TRAVELER'S COPY/Keep with yoU during travel!
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In order to establish uniformity in the way travel purposes aré&~identified on
the travel authorization, travelers should select from the following guide-

lines the travel purpose category which conforms most closely to the travel
being performed. (Reference OMB Bulletin No. 82-11 dated April 19, 1982)

1. SITE VISIT - Travel ,to a particular site in order to perscnally perform
operatiocnal or managerial activities (e.g., to oversee program activities,
grant operations, or management activities for internal control purpcses; carry
out an audit, inspection, or repair activity; conduct negotiations; provide
instructicns; or provide technical assistance).

2. CCNSULTATION (INFORMATICN MEETING) - Travel to discuss Agency or post
cperations, review Status reports or discuss tcpics of general interest. If a
site visit was conducted as part of the same trip, consider the entirs trip to
be for the purpose of a site visit. ,

3. TRAINING ATTEXTANCE - Travel to receive training.

4. SPEECH OR PRESENTATICN - Travel to make a speech Or presentation, deliver a
paper, or otherwise take part in a formal program other than a training course.

5. CQQONFERENCE ATTENDANCE - Travel to attend a conference, convention, seminar,
symposium, or similar event for purposes of representation, observation or
education.

6. RELOCATION* - Travel performed in coniunction with a transfer frem one
official duty station to ancther (same as a permanent change of staticn or PCS
move). This includes new appointees when they are authorized relocation
allowances for reporting to their first duty station.

7. ENTITLEMENT TRAVEL* - Travel entitlements for which an employee (or
dependent) may be eligible while serving at a duty station ocutside the conter-
minous United States; e.g., tour renewal agreement travel for the purpose of
taking leave between tours of duty; educational "travel, etc. (This type of
travel is normally performed in conjunction with a travel entitlement resulting
fram a change of station assignment or renewal of a tour of duty at duty -
stations located outside the conterminous United States.) ,

8. SPECIAL MISSION TRAVEL - Travel to carry out a special mission, e.g., move
noncambat military units; provide security to a person or a shipment (such as a
diplomatic pouch); move witnesses from residence to other locations: travel by
Federal beneficiaries and other nonemployees

9. EMERGIENCY TRAVEL - Travel to return an employee from a temporary assignment v
location at Government expense to his/her designated post of duty or home, or

other alternate location, where he/she would normally be present to take care

of the emergency situation if the Government had not directed or assigned the
employee to another location to perform official busiress.

10a. MEDIA COVERAGE - Coverage of events by Agency media offices.

10b. OTHER TRAVEL ~ All travel performed for reascns {purposes) which are not
shown in one of the other ten categories listed above. Even _though stated as
"other travel," travel authorization and voucher should also detail specific

purpose.

*Applies to Civil Service relocaticn/entitlement travel. :
For Foreign Service relocation/entitlement travel, use Form IA-34.
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List of Posts Reguiring Prior Notification .-

DEPARTMENT OF STATE

For Travel by All Executive Branch Personnel

October 22, 1986
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POST

COUNTRY

ADDRESS

(Page 2)

Abidjan (Embassy)
Abu Dhabi (Embassy)

Alexandria (Consulate)

Amman (Embassy)
Baghdad (Embassy)
Bangkok (Embassy)
Beijing (Embassy)
Beirut (Embassy)
Belgrade (Embassy)
Bogota (Embassy)
Bombay (Consulate)
Bonn (Embassy)
Brasilia (Embassy)
Brussels (Embassy)
Cairo (Embassy)
Calcutta (Consulate)
Caracas (Embassy)
Colombo (Embassy)
Dakar (Embassy)
Damascus (Embassy)
Doha (Embassy)

Dubai (Consulate)
Geneva (US Mission)
Guatemala (Embassy)
Havana (USINT)

Hong Kong (Consulate)
Islamabad (Embassy)
Jerusalem (Consulate)
Jeddah (ConGen)
Kabul (Embassy)
Karachi (Consulate)
Khartoum (Embassy)
Kuwait (Embassy)
Lahore (Consulate)
Leningrad (Consulate)
Lima (Embassy)
London (Embassy)
Madras (Consulate)
Madrid (Embassy)
Managua (Embassy)
Manama (Embassy)

Ivory Coast
United Arab Emirates
Egypt

Jordon

Iraqg
Thailand
China
Lebanon
Yugoslavia
Colombia
India
Federal Republic of Germany
Brazil
Belgium
Egypt

India
Venezuela
Sri Lanka
Senegal
Syria

Qatar

UAE
Switzerland
Guatemala
Cuba

Hong Kong
Pakistan
Israel
Saudi Arabia
Afghanistan
Pakistan
Sudan

Kuwait
Pakistan
Soviet Union
Peru

Great Britain
India

Spain
Nicaragua
Bahrain

BRUVEVRDULE B DS DB B WRNNO G B BB NGBS URN UL R U DWW s s b
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Manama (Embassy) Bahrain
Manila (Embassy) Philippines
Mexico (Embassy/All Posts) Mexico
Moscow (Embassy) USSR

Muscat (Embassy) Oman
Nairobi (Embassy) Kenya

New Delhi (Embassy) India - 4.
Ottawa (Embassy) Canada
Panama (Embassy) Panama
Paris (Embassy) France
peshawar (Consulate) Pakistan

Pretoria (Embassy)
Rio De Janiero (Consulate)
Riyadh (Embassy)

South Africa
Brazil
Saudi Arabia

Rome (Embassy) Italy
Ssan Salvador (Embassy) El Salvador
Sanaa (Embassy) Yemen
Santiago (Embassy) Chile
Sao Paulo (Consulate) Brazil
Seoul (Embassy) Korea
Taipei (American Institute) Taiwan
Tegucigalpa (Embassy) Honduras
Tel Aviv (Embassy) Israel
Tokyo (Embassy) Japan
Warsaw (Embassy) Poland

mwthwNNhNUAN'—‘AMNM#’—‘AU\N(»JS

ADDRESS

PHONE (202)

l. Bureau of African Affairs

AF/EX Room 3517

2. Bureau of Inter-American Affairs

ARA/EX Room 3260

3. Bureau of East Asian/Pacific Affairs

EAP/EX Room 4313A

4. Bureau of Near Eastern/South Asian Affairs

NEA/EX Room 4249A

5. Bureau of European/Canadian Affairs

EUR/EX Room 5428

647-8318/1298

647-4456/3318

647-8289/4474

647-3251/3268

647-6064/6134

6. Bureau of International Organization Affairs 647-7721/4571

IO/EX Room 1517

DEPARTMENT OF STATE
2201 C St., N.W.
WASHINGTON, D.C. 20520

-2-
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United States Depanment of State

INTER-AMERICAN AFFAIRS (ARA/EX)
Washington, D.C. 20520

TAB F

P January, 1987 - UPDATE

goridotol
RV R

NOTICE: CLEARANCE PROCEDURES FOR OFFICIAL TRAVEL TO ALL ARA* POSTS:
(AppTicable to all USG Officials/Agencies; including TDY and—tontractors)

BEFORE RPT BEFORE TRAVEL COMMENCES: TRAVELERS MUST CABLE TO - AND - RECEIVE CABLEL
CLEARANCE FROM EMBASSY ADWMIN OFFICER, for EACH and EVERY ARA post where visits are
planned - even when tmbassy assistance 1s not requested. CabTes to post{s) should go
at least two weeks 1n advance of travel, and must give arrival time and reason for
travel. Post clearance is needed for official travel not only to Post city but for
any city/area within country.

Embassy clearance should be obtained BEFORE Notification of Foreign Travel Form (NFTF)

is submitted to ARA/EX for final approval - NFTF should state that traveler has

received Embassy clearance. (NOTE: if Embassy assistance is requested, cables should
X be cleared in advance by ARA desk officer and ARA

This procedure covers ALL ARA posts - including those on the OVERBURDENED 1ist as well
- as those with security problems, short staffing and heavy visitor loads. (FYI: ARA

posts on the OVERBURDENED and SY 1list include: BRAZIL, CHILE, COLOMBIA, CUBA, EL

SALVADOR, GUATEMALA, HONDURAS, MEXICO, NICARAGUA, PANAMA, PERU, and VENEZUELA.)

EXAMPLE FOR CABLE FORMAT TO EMBASSIES: PUT ON CAPTION LINE: FOR EMBASSY ADMIN QFFICER.
PTease put: ARA/EX/PM{INFO) and ARA/(desk)(INFO) on DISTRIBUTION Tine. Cables should
request Embassy send clearance to traveler, ARA/EX, and appropriate ARA desk officer.
(TRAVELERS ARE RESPONSIBLE FOR SENDING CABLES TO POSTS FOR CLEARANCES - NOT ARA)

ADDITIONAL RESTRICTIONS/INFORMATION FOR TRAVELERS:

CUBA: Contact Office of Cuban Affairs (ARA/CCA) in advance of travel for guidance.
MEXICO: Advance clearance required from ARA/MEX desk officer. SAN SALVADOR: Embassy
will not give clearances for arrivals after 6:00 PM. NICARAGUA: Visas are required
for entry. As the GON limits the number of seats on all airlines (except Aeronica)

departing Managua, travelers to Nicaragua must reconfirm reservations on flignt
leaving Managua before arrival. COLOMBIA: Exercise extreme caution.

PERU: A curfew is in effect between 0100-0500 hours. . CHILE: Curfew hours (0200-0500)
have been reinstated, Mondays through Thursdays. Arriving/departing air passengers
with tickets are exempt from curfew but should stop immediately if ordered to do so by
police or military authorities. Passport or tourist card to be carried at all times.

MARTINIQUE: Clearances must be obtained from both AMCONSUL MARTINIQUE AND AMEMBASSY

PARIS before commencing travel to the island. Visas are required. SURINAME:
Tightened visa requirements and travel restrictions in effect.

Visitors should check with CA and DS for updated travel advisories before travel to
any ARA post. Any questions re above: please call ARA/EX Beverly Woods 647-3690, or
appropriate ARA/EX Post Management Officer.

NOTE: ARA REFERS TO AMERICAN REPUBLIC POSTS ONLY (CENTRAL & SQUTH AMERICA & CARIBBEAN).

ve does not apply to private sector visits to foreign private sector or tourists,
gﬂ%oESEOTESTS rega%ter1ng“TTﬁ"Embassy/Consulate due to security/travel restrictions.
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