
Section III
Department of the Navy (DON)

6–12. Navy functions
The DON will follow procedures in section I of this chapter.

Section IV
Department of the Air Force

6–13. Supplemental conditions
Air Force LOAs will include appropriate supplemental conditions for training. Approved supplemental conditions are
included in the Case Management and Control System. Requested or recommended changes to LOA supplemental
conditions must be forwarded to SAF/IAX for review, coordination, and approval.

6–14. Blanket Order (BO) FMS training cases
a. AFSAT will prepare and coordinate Air Force training “T”  cases according to DSCA and SAF/IAX prescribed

procedures. AFSAT case managers will prepare BO training cases unless the purchaser justifies and is granted approval
for a defined order training case by SAF/IAX. This will allow the Air Force to be more responsive to changing
purchaser’ s training needs and is in the interest of saving time, manpower, and costs involved in amending defined
order cases.

b. FMS training cases will be prepared for a minimum of $20,000 unless the requesting service’ s annual training
requirements have been for a lesser amount.

Chapter 7
Invitational Travel Orders

Section I
Use and Preparation

7–1. Basic document
The issuance of ITOs, whether under IMET or FMS, is required for all IMSs under SATP sponsorship to provide
recognition of the military status of the IMSs. It is the controlling document for authorized training terms, conditions,
and privileges. The ITO is also the basic document used for accounting purposes. In addition, it provides guidance to
the appropriate agencies to determine which support is payable. The SAO will issue separately numbered ITOs for each
IMS except for orientation tours. One ITO is sufficient for all the participants of an OT. OTs are the only exception.

7–2. Format
a. The standard ITO, DD Form 2285 (Invitational Travel Order (ITO) for International Military Students (IMS))

(figure 7-1) and letter format ITO generated by the Training Management System (TMS) are the only authorized
documents that will be used for IMSs furnished training under the provisions of this regulation. The DD Form 2285 or
the TMS generated ITO will be used and are valid only for IMSs entering U.S. training under the FAA or the AECA.
The form will not be altered or shortened.

b. Figure 7-2 gives instruction for completing DD Form 2285.
c. For training at USARSA, IAAFA and NAVSCIATTS countries in the SOUTHCOM and USACOM regions may

attach a native language translation to the DD Form 2285.

7–3. Original ITO and copies
a. A signed original of the ITO will be considered by the training installation as final authorization for admission of

the IMS named therein to the courses listed in item 8 of the ITO. If an IMS arrives at a training installation without a
signed original, the training installation will notify higher headquarters and will not enter the IMS into training until
approval is received. It is emphasized that each IMS must have in his or her possession the original ITO, bearing an
original signature and not a facsimile. Certain U.S. commands and activities will not disburse funds on a document
bearing non-original signature.

b. If determined that the original ITO of the IMS was lost, a copy of the ITO may be certified as an original by
adding in item 15 the following certification: “ I certify that my original ITO was lost and that if the original is located
later, no further claims will be submitted on the basis of recurrent copy of orders. If the original is located, it will be
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returned by direct mail to the appropriate Service.”  This certification must be signed by the IMS with his or her name
and rank listed in full.

7–4. Distribution
a. IMSs scheduled for training will report with the original ITO and the following copies in their possession:
(1) All IMSs reporting to DLIELC as first training installation-15 copies.
(2) Direct entry IMSs-5 copies.
b. ITOs will be distributed to addressees as shown in the appropriate MILDEP section of this chapter. ITOs will be

prepared and copies mailed to reach these addresses at least 2 weeks before the IMS’s scheduled arrival at the first
training installation.

c. If copies of the IMS’s ITO are not received 2 weeks before the first training report date, the first training
installation, after coordination and with concurrence of higher headquarters, may query the SAO concerned on the
status.

d. Distribution, by activity, will be listed in item 16 of the ITO. A local distribution formula (such as “DIST A”)
will not be used.

7–5. Amendments and endorsements
a. All amendments and endorsements to the ITOs will be prepared separately on standard size paper. Headings will

contain as a minimum the following data:
(1) Office symbol and official address of publishing activity.
(2) Original ITO number and date.
(3) Rank/grade and name (surname (all capitals), first, middle) of IMS.
(4) Country.
(5) Funding and WCN.
(a) For IMET IMS, indicate FY IMETP and WCN.
(b) For FMS IMS, indicate FMS case identifier and WCN.
b. All amendments and endorsements to ITOs will be signed by an authorized representative and distributed in the

same way as listed in item 16 of the original ITO.
c. The originating office, normally the SAO, amends or must authorize in writing all amendments to the ITO. One

exception is that commanding officers of training installations may, with approval of higher headquarters, amend ITOs
to reflect minor administrative training changes, such as a nominal increase in course duration and recycling into a
succeeding class. The SAO will be notified immediately of such amendments. Upon receipt of conclusive written
evidence of the promotion of an IMS while in training, the higher headquarters may also authorize the training
installation to amend the ITO to reflect the IMS’s change in rank. Conclusive evidence is defined as notification from
the SAO, the IMS’s attachŁ in Washington, DC, or the CLO. Evidence may also be received from a staff maintained
by a foreign government in the United States for administering training in CONUS. All changes in rank involving
entitlement to additional IMET funds will be by amendment to the ITO by the SAO only.

d. ITOs will be endorsed on issuance of transportation requests and meal tickets. They will also be endorsed on
payment of a living allowance, change of installation, and issuance and return of the Uniformed Services Identification
and Privileges Card (USIPC). Certificates or endorsements indicating that Government quarters and subsistence were or
were not available will be provided and affixed by appropriate commanding officers.

(1) Upon arrival at the U.S. POE, MILDEP port authorities will endorse the original ITO and at least five copies,
indicating the date and time of arrival at the port and the mode of transportation from the port to the next installation
(commercial or military carrier).

(2) Appropriate authorities at each training installation visited will endorse the original and at least five copies of the
ITO showing dates and times of arrival and departure and the mode of transportation.

(3) Upon arrival at the U.S. port of departure, MILDEP port authorities will endorse the original and five copies of
the ITO showing the date and time of arrival at the port, mode of transportation, and date of departure from the United
States.

7–6. Security
a. Compliance with security requirements will be indicated by selecting one of the statements contained in item 11

of the ITO. The ITO will not be classified on the basis of these statements.
b. U.S. training installations will not train IMSs until the above security requirements are met. If the appropriate

statement is not checked in item 11 of the IMS’s ITO, the training installation will contact the SAO for compliance.
The statement of country security as stated in the ITO only specifies the level of security clearance of the IMS as
granted by his or her government. It is not in itself authority to disclose U.S. classified information to the IMS. The
course content must be authorized by appropriate Service disclosure authority for release to that country.

59AR 12–15/SECNAVINST 4950.4A/AFI 16–105 • 5 June 2000



7–7. Appropriation citation
a. ITOs for IMET IMSs will cite the appropriation to which travel, living allowance, and other authorized expenses

are chargeable if appropriate. These fund cites are the responsibility of the appropriate MILDEP. It is important that all
segments of the IMET accounting data be carefully developed and accurately cited in item 9 of the ITO. If DSCA has
authorized funding of travel and or living allowances from an FMS case, include fund cite provided by the Service in
item 9 of the ITO.

b. FMS ITOs do not contain fund cites as all expenses are the responsibility of the purchasing country.

7–8. Dependents
Dependents accompanying or joining IMSs must be authorized in item 12 of the IMS’s ITO to be eligible for
privileges; for example, identification (ID) cards, exchange and commissary privileges, and medical services. If
dependents are authorized, list their names, ages, and relationships in item 15.

Section II
Department of the Army

7–9. General
a. On receipt of a signed FMS case, OA from DFAS-DE-F, and letter of implementation (LOI) from USASAC,

SATFA will provide the SAO authority to release ITOs for FMS IMSs. Authority to issue an ITO on an FMS training
case, before the LOA is signed and the OA is available, can only be granted by SATFA when OA is available from
another FMS case and the country has approved the use of funds for this purpose.

b. On receipt of IMET order from DSCA, SATFA will issue authorization for ITO. Request for authorization prior
to receipt of fund cite message will be addressed to SATFA.

7–10. Distribution
a. ITOs for IMSs under U.S. Army sponsorship for CONUS training will be distributed to addressees as shown

below.
(1) Each IMS.
(a) All IMSs reporting to DLIELC as first training installation-10 copies.
(b) Direct-entry IMSs-five copies.
(2) Commander, SATFA, ATTN: ATFA-R; Building 139, 173 Bernard Road; Fort Monroe, VA 23561-1003 -one

copy.
(3) Commanders of other CONUS MACOMs as proper (see U.S. Army SATP Handbook)-one copy.
(4) Commanders of USARPAC as proper-one copy.
(5) IMSO at each U.S. Army service school or installation at which the IMS will be training-one copy.
(6) Commander, SATFA, ATTN: ATFA-P, Building 139, 173 Bernard Road; Fort Monroe, VA 23561-1003 (IMET

only)-one copy.
(7) Commander, HSC, ATTN: HSRM-AO, Fort Sam Houston, TX 78234-6000 (CONUS training only)-one copy.
(8) Commander, USAMEDDC-S, ATTN: MCCS-HEI, Building 4011, 1750 Greeley Road, Fort Sam Houston, TX

78234-6122.
(9) Government of country concerned and its Washington Embassy-as requested.
(10) Commander, NYAC, ATTN: ATZDFH-FLO, Brooklyn, NY 11252-5340 (if POE is JFK Airport in New

York)-one copy.
(11) Other addressees-as considered proper by the issuing authority.
(12) For orientation tours only, add HQDA, ATTN: SAUS-IA-DSA, 102 Army Pentagon, WASH, DC 20310-0102,

and HQDA (SAUS-IA-FL) and (SAUS-IA-RM), 102 Army Pentagon, WASH DC 20310-102 - one copy each.
(13) For USAWCIFP, NDU, USACGSC, and SMA only, add HQDA, ATTN: SAUS-IA-DSA, 102 Army Pentagon,

WASH, DC 20310-0102-one copy.
b. In addition to appropriate distribution in a above, the SAO will be provided two copies of all amendments or

endorsements prepared by other agencies.

Section III
Department of the Navy

7–11. General
On receipt of appropriate funding authority, NETSAFA will provide the SAO with authority to publish ITOs for U.S.
Navy, U.S. Marine Corps, and U.S. Coast Guard training. NETSAFA will authorize all amendments to ITOs for Navy-
sponsored training. CG MCCDC will authorize all amendments to ITOs for Marine Corps ITOs and COMDT
COGARD (G-CI) will authorize all amendments to Coast Guard ITOs. The ITO originating office (normally the SAO)
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must concur in all amendments to ITOs. Copies of all ITOs and amendments must be provided to appropriate
addressees as outlined in paragraph 7-12 below.

7–12. Distribution
The distribution list of an ITO should be tailored to the training listed therein. A distribution guide for both CONUS
and overseas training is provided in table 7-1.

Section IV
Department of the Air Force

7–13. General
On receipt of appropriate funding authority, AFSAT will provide the SAO (normally by message) with authority to
publish ITOs. SAO will not use the STL programming document as the basis to publish ITOs.

7–14. ITO amendments
ITO amendments to reflect changes should be accomplished as soon as data becomes known and mailed to AFSAT/
FM, Randolph AFB, TX 78150-5001, to facilitate financial payments against the ITO.

7–15. Distribution
ITOs for IMSs under U.S. Air Force sponsorship will be distributed as listed in table 7-2.

Table 7–1
Department of the Navy distribution guide for ITOs

Recipient Applicable training Number of copies

Individual IMS All 1
Cognizant unified commander All 1
Cognizant embassy, Washington DC All 1
Navy IPO Washington DC (IPO-10) All contractor training 1
Navy IPO Washington DC (IPO-S) All RSNF training 1
CG MCCDC Quantico VA (CSW) All USMC training 1
Commandant COGARD Washington DC (G-CI) All COGARD training 1
Appropriate SYSCOM(S) All SYSCOM training 1
CINCLANTFLT Norfolk VA All CINCLANTFLT training 1
CINCPACFLT Pearl Harbor HI All CINCPACFLT training 1
COMNAVRESFOR New Orleans LA All training provided at reserve facilities 1
BUMED Washington DC All medical and dental training 1
NETSAFA Pensacola FL All 1
DLIELC Lackland AB TX (LEAX) All language training 1
Training activities All locations listed on ITO 1

Notes:
See para 7-4a

Table 7–2
Air Force distribution guide for ITOs.

Recipient Number of Copies

CONUS and Overseas Training
AFSAT/RM (Note 1) 1
AFSAT/Regional Division (Note 1) 1
Base IMSO 1
IMS (see para 7-4a)
Country Liaison Officer, if assigned 1
Country Air AttachŁ, Washington, DC 1

Overseas Training
EUCOM

HQ USAFE/DPADT 1
PACOM

HQ PACAF/SAO 1
SOUTHCOM
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Table 7–2
Air Force distribution guide for ITOs.—Continued

Recipient Number of Copies

12AF/LA 2

Notes:
The AFSAT distribution may be mailed under one cover but should be assembled in sets plainly marked for the respective activities.
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Figure 7-1. Sample Completed DD Form 2285
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Figure 7-1. Sample Completed DD Form 2285-Continued
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Figure 7-1. Sample Completed DD Form 2285-Continued
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Figure 7-1. Sample Completed DD Form 2285-Continued
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Figure 7-2. Preparation Instructions for DD Form 2285

67AR 12–15/SECNAVINST 4950.4A/AFI 16–105 • 5 June 2000



Figure 7-2. Preparation Instructions for DD Form 2285-Continued

68 AR 12–15/SECNAVINST 4950.4A/AFI 16–105 • 5 June 2000


