
DEPARTMENT OF THE NAVY 
OFFICE OF THE ACADEMIC DEAN AND PROVOST 

UNITED STATES NAVAL ACADEMY 
589 MCNAIR ROAD 

ANNAPOLIS MARYLAND 21402-1323 

ACDEAN INSTRUCTION 4600.38 

From: Academic Dean and Provost, U.S. Naval Academy 

ACDEANINST 4600.3B 
2/IPO 
10 May 2017 

Subj: REQUIREMENTS FOR TRAVEL ABROAD IN OFFICIAL OR LEAVE CAPACITY 

Ref: (a) DoD 4500.54-M, Department of Defense Foreign Clearance Guide 

I. Purpose. To implement requirements for all military and Department of Defense (DOD) civilian 
personnel assigned to the U.S. Naval Academy with travel plans to international destinations. 

2. Cancellation. ACDEANINST 4600.3A 

3. Scope and Applicability. All faculty and staff within the Academic Dean and Commandant Cost 
Centers 

4. Action. All military and DOD civilians assigned to the U.S. Naval Academy with travel plans to 
international destinations are required to obtain a foreign country travel review from the International 
Programs Office prior to the travel departure. This applies to either official travel (on orders, including 
no-cost orders), leave travel while in a paid status (on salary) or on sabbatical. 

The review should be initiated by sending an email to the International Programs Office (IPO) at 
oconus@usna.edu or by visiting them in person on the second deck of Leahy Hall, anytime, Monday 
through Friday, 0800 to 1700. 

The Department of Defense Foreign Clearance Guide (DOD 4500.54-M) is the applicable guidance used 
to identify any required items to be completed prior to travel to a specific country. For example, both 
leave travel and official travel to certain countries may require that specific training be completed, that 
official passports be used, that a country clearance request must be submitted, or that a check-in with the 
U.S. Embassy in the destination country is required. It is recommended that travel planning start early- at 
least 60 days prior to the anticipated travel date - even if the funding has not yet been allocated for the 
travel. Specific situations are addressed below: 

a. Leave Travel and Leave Travel while on Sabbatical 

( 1) All DoD civilians taking personal leave but still in a paid status (i.e. not on leave without pay) 
are to use the OCONUS Travel Packet located at 
https://intranet.usna.edu/InternationalProgram/_files/documents/travel/Packet.pdf 
and obtain a travel review by IPO. 

(2) Military personnel traveling on leave may use the same packet, but should contact their 
respective personnel office for the travel review. 

(3) CiviliW1 employees taking leave in a "non-paid" status (on leave without pay, or during the 
summer intercessional when not in a paid status) are not required to conduct a foreign country 
travel review for travel conducted during their "non-paid" status time. 
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(4) Civilian employees traveling abroad while on sabbatical (i.e. are still in a paid status) are 
required to conduct a foreign country travel review for travel during the sabbatical as per 
paragraph 2.a (I) above if the purpose of the travel is for vacation. 

b. Official Travel and Official Travel while on Sabbatical 

(1) Both DOD civilian and military employees on travel orders (both funded and "no cost" orders) 
while in a paid status (i.e. not on leave without pay) are to use the OCONUS Travel Packet as 
listed in paragraph 4.a (I) and obtain a travel review by IPO. 

(2) Civilian employees traveling abroad while on sabbatical (i.e. are still in a paid status) are 
required to conduct a foreign country travel review for travel during the sabbatical as per 
paragraph 4.b (l) above if the purpose of the travel is in pursuit of sabbatical activities. 

For a majority of countries, an official passport (red cover) is required for travelers and adequate time 
must be available to obtain this passport. An entry visa may also be required. There are also special 
requirements for specific countries/regions: official travel to China requires a memorandum to be 
submitted 45 days prior to travel date to the Assistant Secretary of Defense (ASD), Asian and Pacific 
Security Affairs; travel to the Middle East may require specific immunizations; travel to South America 
or South Korea requires additional training to be completed. 

S. Records Management. Records created as a result of this instruction, regardless of media and format, 
must be managed per Secretary of the Navy Manual 5210.1 of January 2012. 

6. Review and Effective Date. IPO will review this instruction annually on the anniversary of the 
effective date to ensure applicability, currency, and consistency with Federal, DoD, SECNAV, and Navy 
policy and statutory authority using OPNA V 5215/40 Review of Instruction. This instruction will 
automatically expire 5 years after effective date unless reissued or otherwise canceled prior to the 5-year 
anniversary date, or an extension has been granted. 

~ 
A. T. PHILLIPS 

Releasability and distribution: 
This instruction is cleared for public release and is available electronically only via USNA's Intranet 
website, https://www .usna.edu/ Academics/ Academic-Dean/Rules-Regulations/lnstructions.php 
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