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This Headquarters Operating Instruction clarifies policy and procedures for funding visits of foreign nationals to the 
United States which are governed by AFI 65-603, Official Representation Funds (ORF) Guidance and 
Procedures, applicable to centrally managed and controlled distinguished visitor invited tours, visits, and 
entertainment at the expense of Department of Defense (DoD).  It applies to organizational elements of the HQ 
USAF (HAF). 
   
1.  Overview:   This instruction prescribes procedures for expenditures of ORF for foreign liaison and community 
relations within HAF.  Expenditures of ORF are for the purpose of maintaining the standing and prestige of the 
United States (U.S.) by extending official courtesies to certain officials and dignitaries of the U.S. and foreign 
countries.  The Secretary of the Air Force (SECAF) has delegated authority for administering the expenditure of 
ORF to the Administrative Assistant (SAF/AA).   Unless otherwise provided in AFI 65-603, or by separate policy, 
the expenditure of ORF requires advance approval of SAF/AA.  

2.  Request for Funds:    

2.1.  All requests for funds must be processed electronically via Staff Summary Sheet (SSS), coordinated through 
the HAF/RM and approved by SAF/AA.      

2.1.1. If the request for funds originates within the Air Staff, it should be submitted via SSS from the Chief or 
Deputy Chief of the organization to HAF/RM for coordination, and then routed in accordance with established 
Air Staff guidance for AF/CC or AF/CV approval to have the event.  After AF/CC or AF/CV approves the 
event, the package should be submitted to SAF/AA for approval to fund the event.   

2.1.2. If the request originates within the Secretariat, it should be submitted via SSS from the Chief or    
Deputy Chief of the organization to HAF/RM for coordination and then to SAF/AA for approval.   
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2.2.  The SSS must include funds estimate, list of official party and itinerary.  The SSS must also include the name 
and social security number of the person recommended to be paying agent for the funds.  After SAF/AA approval, 
the SSS is returned to HAF/RM for publication of the paying agent orders.  

2.2.1. Requests for funds will be as thorough as possible and estimates submitted by category of  
expense (food, lodging, in-flight expense, transportation, entertainment, etc.).  (See example at Attachment 1.)      

2.2.1.1.  Approval is based on a thorough line-item-by-line-item review of the funding request; therefore, 
any changes to individual line items must be pre-approved by SAF/AA.        

2.2.1.2.   For events where the cost estimate is less than $300, paying agent orders will not be issued.  In 
lieu of recommended paying agent, SSS must identify the point of contact responsible for the event and 
provide a memorandum (with attachments) to SAF/AA along with all receipts associated with the event and 
a request for payment, including payee address.   

3.  Instructions for Paying Agents  

3.1.  HAF/RM publishes the orders and briefs the Paying Agent.  The briefing covers information the Paying Agent 
must be aware of and underscores that ORF are used on behalf of the SECAF.  In addition, the briefing includes a 
summary of authorized and unauthorized expenses, TDY travel, requirement for receipts for every expense, actual 
list of guests by name and title for all official entertainment scheduled (luncheons, dinners, receptions, etc.), and 
accounting for funds.    

3.2.  The Paying Agent will not be relieved of financial responsibility until all funds have been returned to Defense 
Finance and Accounting Service (DFAS), and a complete and acceptable accounting has been certified by the 
SECAF or designee.  

3.2.1.  HAF/RM provides instructions to Paying Agents for submitting final accounting and a sample 
accounting package.    

3.2.2. Paying agent funds are drawn at DFAS (Pentagon).  The Paying Agent receives DD Form 1081, 
Statement of Agent Officer's Account, showing amount outstanding.    

3.3.  Paying Agents shall open an official checking account at Bank of America, Pentagon, unless one has been 
opened previously.    

3.3.1.  Account may be used for the duration of the Paying Agent s assignment to the HAF, but should be 
closed before he/she departs the area.  It is the responsibility of the Paying Agent to open and close the account 
based on the Bank of America s procedures.        

3.3.1.1.  Account must be non-interest bearing and free checking.       

3.3.1.2.  Personal funds must not be deposited in this account.  

3.4.  The Paying Agent will turn in excess funds to DFAS on the first workday following conclusion of a visit or an 
event.    

3.4.1.  Final accounting shall be accomplished within 30 days following the end of the event and submitted to 
HAF/RM.    

3.4.1.1.  If the accounting cannot be submitted within 30 days, the Paying Agent s commander or 
equivalent (division chief) will submit a written request through HAF/RM to SAF/AA for an extension and 
explain why the Paying Agent cannot meet the normal suspense.    
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4.  Authorized Guests:  

4.1.  Foreign Dignitaries:  Invitations to foreign dignitaries to visit the U.S. at the expense of the Air Force shall be 
extended only by the SECAF and the CSAF.  Foreign dignitaries are distinguished foreign citizens whose rank, 
position, function, or stature warrant extension of official courtesies by the U.S. Government.    

4.2.  Counterpart Visits:  To the maximum extent possible, invitations shall be limited to foreign counterparts of the 
SECAF and CSAF, their spouses, and no more than two accompanying staff officials.    

4.2.1. Itinerary and trip budget for CSAF counterpart visits will be prepared under the direction of  
AF/CVAI.    

4.2.2.  The Washington-based foreign defense or military service attaché may be included in the official party 
at the discretion of the inviting official, as well as the U.S. attaché, the U.S. host general and spouse, the 
AF/CVAI escort/paying agent, and an interpreter when necessary.    

4.2.2.1. AF/CVAI may send newly assigned personnel on a familiarization trip with the  
escort/paying agent.   

4.2.2.2.  Additional U.S. personnel whose sole purpose is as an escort and/or aide-de-camp are not 
considered members of the official party and ORF will not be used to defray their expenses.  

4.2.3.  Transportation to and from the continental U.S. shall be the responsibility of the visiting foreign 
dignitary.  In the U.S., travel will be by U.S. military aircraft whenever available.  

4.2.4.  The tour length should be no more than seven days.  Significant deviations in the tour itineraries 
requested by the foreign dignitaries to accommodate leisure activities shall be paid by the foreign official.  

4.2.4.1.  Lodging, food, and entertainment costs for the night before and night after the tour may be paid 
from ORF if approved as part of the trip budget.  

4.2.4.2.  Military quarters will be used by all members of the party to the maximum extent possible.  When 
unavailable or unsuitable, the Paying Agent will obtain a statement of nonavailability from the base 
billeting office.  If quarters are deemed unacceptable, the Paying Agent will provide a statement explaining 
the unacceptable standards in the request for funding.  

4.2.4.3.  Leisure activities and recreation coinciding with the military orientation aspects of the visit may be 
provided at DoD expense as authorized in the funding package.  Activities should be representative of 
hospitalities the typical American host of equivalent rank to the visiting dignitary would extend to a special 
guest during a regular visit in his or her residence.    

4.2.4.4.  All DoD personnel travel expenses, except those of the escorting U.S. attaché, will be paid from 
per diem with the exception of official hosted meals, cultural activities and tours that will be paid from 
ORF.     

4.2.4.4.1.  Accompanying DoD personnel must provide copies of their paid-travel voucher for the 
record, reflecting meals paid for from ORF.     

4.2.4.5.  Crewmembers of military aircraft, official drivers, and protocol personnel are not considered 
members of the official party, and ORF will not be used to defray their expenses.      

4.2.4.6. At each visited location, the local DoD attendees should be command level and kept to  
the minimum necessary to accomplish the purpose of the visit.     
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4.2.5. Attaché Tours:  The CSAF-directed Air Attaché Tour Program is specifically designed to  
provide military attachés and spouses from foreign embassies in the Washington DC area exposure to the 
USAF mission, U.S. culture and the USAF interaction with industry.  In furtherance of these aims, AF/CVAI 
provides four tours per year.  Long tours consist of trips that include both attachés and spouses and are usually 
up to seven days in length.  Aircraft availability will limit the size of the group to less than 100 people.  Short 
tours do not include spouses, are usually four days in length, and normally have no size limitations.  One 
hosted meal at each location visited is authorized with ORF for air attaché tours.    

4.2.5.1.  For official U.S. escorts, one hosted meal at each location, participation in cultural activities, and 
tours will be funded using ORF--any additional costs would be paid out of the member s per diem.    

4.2.5.2.  Military air is provided for air attaché tours.    

4.2.5.3. U.S. official party will consist of the following:  

4.2.5.3.1. General Officer Escort (AF/CVA or designated General Officer from the Air  
Staff).  Lead officer for official USAF representation and trip priority; for Air Attaché Long Tours, 
spouse is authorized to attend to perform escort functions as part of the spouse program.  

4.2.5.3.2. Escort Officer (AF/CVAI or Deputy):  Acts as the official USAF representative  
when groups split into subgroups (bus transportation, building and event tours, etc.); for Air Attaché 
Long Tours, spouse is authorized to attend to perform escort functions as part of the spouse program.  

4.2.5.3.3. Project Officer:  Lead trip planner who orchestrates all aspects of the trip.  

4.2.5.3.4. Paying Agent:  Action Officer responsible for determining overall trip budget;  
responsible for all ORF related expenses.  

4.2.5.3.4.1. When the total number of attachés participating in a trip does not exceed 20,  
the Paying Agent will also serve as the Project Officer.  

4.2.5.3.5. Logistics Coordinator:  NCO responsible for coordinating aerial and ground  
transportation for the entire trip, works with AMC, AF/IL, 11LRS and all aerial port squadrons for 
luggage transport.  

4.2.5.3.6. Spouse Program Coordinator:  Person responsible for coordinating and leading  
the spouse portion of the Air Attaché Long Tour.  

4.2.5.3.7. HQ USAF Photographer:  Responsible for taking photographs of all aspects of the  
Air Attaché Long Tours for official documentation.  

4.2.5.3.8. Trainee:  Newly Assigned personnel are permitted one trip, either a long or short  
tour, to observe and become proficient on trip aspects.  

4.3. U.S. Dignitaries:  Authorized official domestic guests as specified in AFI 65-603, paragraphs 5.2  
and 5.3 are normally extended official courtesies in the form of luncheons, dinners, receptions, and participation 
in DoD-sponsored events.    

4.3.1. Other expenses, such as mementos and transportation, may be approved upon specific  
justification in accordance with this instruction and AFI 65-603.  

5. Presentation of Mementos and Gifts  

5.1.  The SECAF and CSAF are authorized to present gifts and mementos purchased with ORF.  

5.1.1. The Under Secretary of the Air Force is authorized to make presentations on behalf of the  
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SECAF. 
5.1.2. The Vice Chief of Staff and the Assistant Vice Chief of Staff (CVA) are authorized to make  
presentations on behalf of the CSAF.     

5.1.3.  Authority to present gifts and mementos may not be further delegated without the prior coordination 
and approval of SAF/AA.   

5.2.  AF/CVAI maintains an inventory of gifts and mementos purchased with ORF for presentation by the CSAF.    

5.2.1.  AF/CVAI will strictly account for all gifts and mementos in accordance with AFI 65-603 and ensure 
that the aggregate total maintained in inventory does not exceed $15,000.00.  

5.2.2.  The Director, AF/CVAI will notify AF/CVA and SAF/AA through HAF/RM in those instances when 
the gift locker exceeds the established limit.  

5.3.  SAF/AA maintains an inventory of gifts and mementos purchased with ORF for presentation by the SECAF.    

5.4.  HAF/RM will conduct, on at least a semi-annual basis, an inventory of both the CSAF and SECAF gift lockers 
and report findings to SAF/AA.   

5.4.1.  HAF/RM will not provide advance notice before conducting an inventory.  

6.  See Attachment 2 for glossary of references, terms, and acronyms.  

                     

                WILLIAM A. DAVIDSON        
     Administrative Assistant   
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Attachment 1  

FUNDS REQUEST PREPARATION INSTRUCTIONS   

Figure A1.1.  Sample Foreign Counterpart Visit Staff Summary Sheet. 
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Figure A1. 2.  Sample Funds Estimate.  

 
REQUEST FOR FUNDS FOR THE VISIT OF 

LIEUTENANT GENERAL ATTILA KOSITZKY 
HUNGARIAN AIR FORCE 

16-22 January 2005 

 
MISCELLANEOUS                                                ESTIMATE

  
ACTUAL

 
COLLECTION 

  

Uniform name tags for official party (6 X $12.50)  ( $75.00)     
Friendship pins (40)    ( $84.00) 
LOM Engraving     ( $  5.00) 
Leather Nametag     ( $  8.40) 

 

The numbers in the estimate column with thee paraenthesis represent costs associated with the  
Counterpart visit but are not actually incorporated into the request for funds. 
SUNDAY, 16 January 2005 (Washington DC) 

 

Welcome baskets for Bolling AFB DVQ 
  1 large ($50) and 1 small ($25 each)  
plus delivery charge of $15.00   $    90.00                  90.00         

 

Spouse Bouquet     $    45.00                  42.30 

 

Dinner for official party only    $  400.00                164.78 

 

Quarters -  

 

- Virginia House for DV ($40.5),  
Columbia for 4 = ($27 X 4)     $ 148.50               404.80           6.00 

 

*Entertainment/refreshments in quarters/off base ($10 X 7)  $   70.00 

 

Daily Total    $ 753.50 

 

MONDAY, 17 January 2005 (Washington DC) 

 

Breakfast for official party ($8 X 7)   $   56.00           24.65 

 

Lunch for official party at Old Ebbitt Grill ($20 X 7) 
 hosted by CVAI     $ 140.00         124.35 

 

Dinner at Chart House ($50 X 9) hosted by CVAI  $ 450.00         280.75 

 

Quarters -  

 

- Virginia House for DV ($40.50),  
Columbia for 5 =  ($27 X 5)     $ 177.50 

 

Entertainment/refreshments in  
quarters/off base ($10 X 7)     $  70.00          40.04 

 

Daily Total    $ 893.50 

  

TUESDAY, 18 January 2005 (Washington DC) 

           

Tab 1 (1 of 3)      
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Figure A1.2.  Sample Funds Estimate (Continued). 
Breakfast at Bolling Officers Club  
  ($15 X 10)     $   150.00          120.00 

 
Refreshments for Conference Rooms   $     75.00           49.50 

 
Luncheon, hosted by Gen Jumper in honor of (iho)  
Lt Gen Kositzky (10)    $   200.00        174.00 

 
Luncheon, hosted by Mrs. Jumper iho  
Mrs. Kositzky ($40 X 5)            $   200.00 

 

Church Tour ($6 X 6)    $     36.00            36.00 

 

Air House Dinner iho Lt Gen Kositzky (18)  $   800.00         344.70 

 

Quarters      $   177.50 

 

Refreshments in quarters ($10 X 7)   $     70.00 

 

Daily Total                   $1,708.50 

 

WEDNESDAY, 19 January 2005 (Little Rock AFB AR) 

 

Breakfast iho Lt Gen Kositzky ($10 X 7)  $     70.00           96.00 

 

Refreshments on board aircraft    $     40.00         220.93 

 

Lunch iho Lt Gen Kositzky hosted by  
Colonel Lambert ($10 X 10)    $   100.00           62.39 

 

Lunch iho of Mrs. Kositzky hosted by  
Mrs. Lambert ($20 X 10)           $   200.00 

 

Dinner iho of Lt Gen Kositzky hosted by  
Colonel Lambert ($50 X 20)    $1,000.00      1,050.00 

 

Quarters DV  Rooms ($20 X 7)                      $   140.00          121.70          9.40 

 

Refreshments in/off base                 $     70.00            29.00 

 

Daily Total                 $1,620.00 

 

THURSDAY, 20 January 2005 (Sheppard AFB TX and Tuscon Air National Guard AZ) 

 

Breakfast on board the aircraft en route to  
Sheppard AFB  ($10 X 7)                      $     70.00  

 

Lunch on board the aircraft en route to  
Tuscon ($15 X  7)       $   105.00 

 

Dinner iho of Lt Gen Kositzky hosted by Col Mensching  
($50 X 20)        $1,000.00       973.14 

 

Quarters at Davis Monthan ($20 X 6)                $   120.00         131.95       16.00 

 

Refreshments on/off base                 $     70.00 

 

Daily Total                 $1,365.00 

 

Tab 1 (2 of 3)  
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Figure A1.2.  Sample Funds Estimate (Continued). 
FRIDAY, 21 January 2005 (Lackland AFB TX) 

 
Breakfast on board the aircraft ($10 X 7)   $     70.00 

 
Lunch iho Lt Gen Kositzky hosted by Colonel Duffee ($10 X 10) $   100.00          46.40 

 
Lunch iho Mrs. Kositzky hosted by Mrs. Condit ($20 X 5)  $   100.00 

 
Dinner iho Lt Gen Kositzky hosted by Brig Gen  
Barksdale ($50 X 20)        $1,000.00        572.40 

 

*Quarters at Lackland AFB TX ($20 X 7)                $   140.00         149.64  3.55 

 

Refreshments on/off base                  $     70.00           89.00 

  

Daily Total                 $1,480.00 

 

SATURDAY, 22 January 2005 (Lackland AFB TX and Andrews AFB MD) 

 

Breakfast iho of Lt Gen Kositzky ($10 X 10)                 $   100.00          80.00 

 

Lunch iho of Lt Gen Kositzky ($15 X 10)   $   150.00 

 

Refreshments      $     70.00 

 

Daily Total     $   320.00 

 

SUB TOTAL:  $8,140.50 
Miscellaneous: $   406.50 (5% of Subtotal) 

    

GRAND TOTAL:   $8,547.00 

    

ACTUAL EXPENDITURES: $5,518.53 

    

COLLECTIONS:   $     34.95                                       
                                             TOTAL EXPENDITURES:   $5,483.58 

      

Tab 1 (3 of 3)
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Figure A1.3.  Sample Official Party List.  

 
OFFICIAL PARTY FOR THE VISIT OF  

LIEUTENANT GENERAL ATTILA KOSITZKY 
CHIEF OF STAFF 

HUNGARIAN AIR FORCE 

 
16-22 January 2005 

 

HUNGARY

  

Lieutenant General Attila Kositzky (AT-TEE-LA) (CO-SCHIT-SKI)  TRAVELING 
Chief of Staff, Hungarian Air Force,  

 

Mrs. Gyongyver Kositzky (DYURN-DI)     TRAVELING 

 

Colonel Istvan Peto (Istvan PE-TUH)      TRAVELING 
Commander, 45th Fighter Wing, Hungarian Air Force 

 

Mr. Tamas Koszegfalvi (Tamas COO-SAIGH-VAR-E)   TRAVELING 
Hungarian Translator 

 

Colonel Tamas Toth 
Hungarian Defense, Military, and Air Attaché 

 

UNITED STATES

  

Major General Paul V. Hester (Paul), Director of Legislative Liaison, 
United States Air Force, and Mrs. Hester 
Host General Officer and Host Spouse 
(Paul/Lynda) 

 

Colonel Jon Martinson (Jon)      TRAVELING 
U.S. Air Attaché in Hungary 

 

Lieutenant Colonel Viktor I. Jonkoff (Vic)     TRAVELING 
USAF Interpreter for Spouse 

 

Captain Melinda A. Burkhart (Melinda)     TRAVELING 
Purchasing Agent, HQ USAF Foreign Liaison Division 

     

Tab 2       
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Figure A1.4.  Sample Itinerary. 

ITINERARY 
FOR 

LIEUTENANT GENERAL ATTILA KOSITZKY 
CHIEF OF STAFF 

HUNGARIAN AIR FORCE 
16-22 January 2005 

 
SUNDAY 
16 January 2005

  
DRESS:  Civilian Casual, Open Collar 

 

1555 Official Party arrives at Dulles International Airport via British Airways Flight 217 

   

Lieutenant General Joseph J. Redden 

  

Commander, Air University, Maxwell AFB AL 

   

Lieutenant General Attila Kositzky (Attila)  

  

Chief of Staff, Hungarian Air Force  

   

Mrs. Gyongyver Kositzky (Gyongyver) 

   

Colonel Istvan Peto (Istvan)  

  

Commander, 45th Fighter Wing, Hungarian Air Force 

   

Colonel Jon Martinson (Jon) 

  

U.S. Air Attaché in Hungary 

   

Mr. Tamas Koszegfalvi 

  

Hungarian Translator 

   

Met by:   Colonel Tamas Toth (Tamas) 

  

Defense, Military and Air Attaché 

 

     Captain Melinda A. Burkhart (Melinda) 

    

HQ USAF Foreign Liaison Division and       

    

Executive Agent 

 

1700 Depart for Bolling AFB via: 

   

     Sedan:  Driver: SrA De Felice 

     

Lt Gen Kositzky 

     

Mrs. Kositzky 

     

Mr. Tamas Koszegfalvi 

    

 Van #1:  Driver   SSgt TJ Silva 

     

Colonel Martinson 

     

Colonel Peto 

     

Capt Burkhart 

 

1730 Arrive Bolling Virginia House.  Met By: Major General Paul V. Hester  (Paul), Director of 
Legislative Liaison, United States 

 

Air Force, and Mrs. Hester (Lynda), Host General Officer and Host Spouse 

 

                                                                                                                       Tab 3 (1 of 12) 
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Figure A1.4.  Sample Itinerary (Continued). 
DRESS:  Civilian Open Collar 

 
1900 Depart for dinner at The Old Glory Restaurant, Georgetown 

 
1920 Arrive dinner at Old Glory, Georgetown 

 
              Van #1:  Driver:  SSgt Silva 

     
Lt Gen Kositzky 

     
Mrs. Kositzky 

     
Mr. Koszegfalvi 

     
Colonel Martinson 

     

Colonel Peto 

     

Capt Burkhart 

 

2100 Depart for Bolling AFB DC 

 

MONDAY 
17 January 2005

 

DRESS:  Civilian Casual, Open Collar 

 

0900 Depart Bolling AFB DVQ via surrey for the Rayburn Building for  breakfast.  Escorted by Capt 
Taylor, Foreign Liaison Division 

  

Van #1  Driver: SSgt Silva 

   

Lt Gen Kositzky 

   

Mrs. Kositzky 

   

Mr. Koszegfalvi 

  

Colonel  Peto 

   

Colonel Martinson 

   

Captain Burkhart 

 

0915 Arrive Rayburn Building and proceed to Rayburn Cafeteria for breakfast.  Met by Major Scott 
Hanson (Scott), Air Force 

 

Legislative Affairs Congressional Liaison Officer  

 

0920 Arrive cafeteria for breakfast 

    

ATTENDEES: 

     

Hungarians  U.S. 

    

Lt Gen Kositzky  Colonel Martinson 

    

Mrs. Kositzky  Captain Burkhart 

    

Colonel Peto   

    

Colonel Toth 

    

Mr. Koszegfalvi 

 

0950 Depart for tour of the U.S. Capitol (walk).  Escorted by Major Hanson 

 

1000 Arrive Capitol Building for tour 

 

1100 Depart for tour of Washington DC national monuments:  The Vietnam Memorial, the Lincoln 
Memorial, the Korean Memorial, the Jefferson Memorial, and the Franklin Delano Roosevelt Memorial 

 

1115 Arrive at the Lincoln Memorial Park Ranger Station.  Met by  (TBD) 

 

1200 Depart for Jefferson Memorial 

 

1210 Arrive Jefferson Memorial 

 

1240 Depart for FDR Memorial via Tidal Basin walkway 

 

                                                                                                                                     Tab 3 (2 of 12) 
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Figure A1.4.  Sample Itinerary (Continued). 
1315 Depart for The Old Ebbitt Grill for lunch via staff cars 

    
ATTENDEES: 

     
Hungarians  U.S. 

    
Lt Gen Kositzky  Colonel Martinson 

    
Mrs. Kositzky  Captain Burkhart 

    
Colonel Peto   

    
Colonel Toth 

    
Mr. Koszegfalvi 

 

1330 Arrive for lunch 

 

1445 Depart for Lockheed Crystal City for F-22 simulator ride 
1500 Arrive Lockheed.  Met by Christie Moe.  Proceed for tour & simulator ride 

 

1630 Depart for Bolling AFB DVQ 

 

1700 Arrive Bolling DVQ 

 

1700 At leisure 

 

1830 Depart Bolling AFB DVQ for dinner at The Chart House, Old Town Alexandria 

   

Van #1  Driver:  SSgt Silva 

   

Lt Gen Kositzky 

   

Mrs. Kositzky 

   

Mr. Koszegfalvi 

   

Colonel  Peto 

   

Colonel Martinson 

   

Captain Burkhart 

   

1900 Arrive The Chart House 

    

ATTENDEES: 

    

Hungarians  U.S. 

   

Lt Gen Kositzky  Colonel Martinson 

   

Mrs. Kositzky  Captain Burkhart 

   

Colonel Peto   

  

Colonel Toth   

 

Mr. Koszegfalvi 

 

2030 Depart for Bolling AFB DVQ 

 

2050 Arrive Bolling AFV DVQ.  At leisure 

 

TUESDAY 
18 January 2005

  

DRESS:  Service Dress w/wheel cap 

 

0810 Depart for Bolling AFB Officers Club via walking.  Escorted by Maj Gen and Mrs. Hester 

 

0815 - 0845 Breakfast at Bolling Officers Club, Arnold Room.   Hosted by Maj Gen and Mrs. Hester.  Met by:  
Colonel Duane Deal, 11th Wing Commander 

 

TAB 3 (3 of 12)  

Figure A1.4.  Sample Itinerary (Continued).  
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ATTENDEES   Hungarians  U.S. 

   
Lt Gen Kositzky  Maj Gen Hester 

   
Mrs. Kositzky  Mrs. Hester 

   
Colonel Peto  Colonel Martinson 

   
Colonel Toth  Lt Col Jonkoff 

   
Mr. Koszegfalvi  Capt Burkhart 

 
0845 Depart for 11th Wing Quality Center via staff cars, Bldg 20.  Escorted by Maj Gen and Mrs. Hester 

  
Sedan:  Driver  SrA De Felice 

   
Lt Gen Kositzky 

   
Maj Gen Hester 

   

Mr. Koszegfalvi 

  

Van #1:  Driver  SSgt Silva 

   

Mrs. Kositzky 

       

Mrs. Hester 

 

Lt Col Jonkoff 

 

Colonel Peto 

 

Colonel Martinson 

 

Colonel Toth 

 

Capt Burkhart 

 

0850 Arrive Quality Center. Met by General John P. Jumper, Chief of Staff, United States Air Force, 
and Mrs. Jumper (John/Ellen) 

 

0850 - 0900 Welcome Ceremony Briefing.  Briefer:  TBD 

 

0900 - 0915 Welcome Ceremony on the Ceremonial Lawn 

 

0915 Depart for the Pentagon. Escorted by General Jumper 

   

General Ryan s vehicle:  General Jumper 

    

     Lt Gen Kositzky 

    

     Mr. Koszegfalvi 

   

Sedan: Driver SrA De Felice 

 

Maj Gen Hester 

 

Colonel Martinson 

 

Colonel Toth 

      

Van #1: SSgt Silva 

  

Colonel Peto 

  

Capt Burkhart 

 

0915 Ladies depart on separate itinerary 

    

      Van #2:  Driver:  SrA Haddix 

     

    Mrs. Jumper 

     

    Mrs. Kositzky 

     

    Mrs. Hester 

     

    Lt Col Jonkoff 

     

   Capt Bursey 

                

TAB 3 (4 of 12)     

Figure A1.4.  Sample Itinerary (Continued). 
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0935 Arrive Pentagon River Entrance.  Met by Colonel David N. Anderson (Dave), Chief, Foreign 

Liaison Division.  Proceed to briefings in SECAF Conference Room, 4E869 

    
ATTENDEES: 

   
General Jumper 

   
Lt Gen Kositzky 

   
Colonel Martinson 

   
Colonel Toth 

   
Colonel Peto 

   
Capt Burkhart 

   
Mr. Koszegfalvi 

 

0940-1015 Air Force Academy International Student Program , Briefer:  Lieutenant Colonel Sidney 
McPherson (SAF/IA), 588-8925, 

 

Room, 4E869 

 

1015-1045 Rated Force Management Issues, Briefer:  Colonel Jim Dailey (AF/XOOT), 697-7706, Room, 
4E869 

  

Also attending:  Brigadier General Michael S. Kudlacz 

 

1045-1115 Euro NATO Joint Jet Pilot Training Briefing, Briefer:  Colonel Jim Dailey (AF/XOOT), 697-
7706, Room, 4E869 

  

Also attending:  Brigadier General Michael S. Kudlacz 

 

1115-1145 Worldwide Airlift Management, Briefer:  Colonel Mark Zamzow (AF/XPPM) 695-7107, Room, 
4E869 

 

1145-1200 Break/Proceed to office call with General Jumper 

 

1200-1230  Office Call with General Jumper, Room, 4E924 

   

NOTE:  Gift Exchange during office call 

 

1230-1325 Lunch with CSAF and guests, CSAF Dining Room, 4D852 

   

ATTENDEES: 

      

U.S. 

   

Hungary   General Jumper 

   

Lt Gen Kositzky  Mr Teets 

   

Colonel Peto  Lieutenant General Vesely 

   

Colonel Toth  Maj Gen Peterson 

   

Mr. Koszegfalvi  Maj Gen Hester 

      

Colonel Martinson 

            

1330-1415  Office Call with Lieutenant General Michael D. McGinty, Deputy Chief, Personnel and Major 
General Susan Pamerleau,  

 

Director, Military Personnel Policy, Deputy Chief of Staff, Personnel, Room, 4E189 

 

1400 Ladies program complete, depart for Bolling AFB or optional shopping 

 

1415-1440 Program TBD 

 

1440 Proceed to River Entrance 

 

1445 Depart Pentagon River Entrance for Arlington Cemetery, farewelled by Colonel Anderson 

   

Sedan: Driver SrA De Felice 

    

Lt Gen Kositzky 

 

Maj Gen Hester 

 

Mr. Koszegfalvi 
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Figure A1.4.  Sample Itinerary (Continued).   

Van #1: SSgt Silva  

 
Colonel Peto 

 
Colonel Toth 

 
Colonel Martinson 

 
Mr. Koszegfalvi 

 
Capt Burkhart 

     
1450 Arrive Arlington Cemetery, Met By:  TBD 

 
1455 Ceremony Briefing by TBD 

 

1500 Wreath Laying Ceremony at Arlington Cemetery 

 

NOTE:  Gift presentation in trophy room of Tomb of the Unknown (a plaque is acceptable) 

 

1510 Begin tour of the John F. Kennedy grave site 

 

1520 Depart Arlington Cemetery for Bolling AFB DC via staff car 

 

1540 Arrive Bolling AFB DC 

 

1540 - 1850 Leisure time 

 

DRESS:  Civilian Business Suit 
1850 Depart for Air House, Fort Myer VA for dinner hosted by General and Mrs. Jumper 

  

Sedan:  Driver  SrA De Felice 

   

Lt Gen Kositzky 

   

Maj Gen Hester 

   

Mr. Koszegfalvi 

  

Van #1:  Driver  Mrs. Hester 

   

Mrs. Kositzky 

   

Lt Col Jonkoff 

  

Van #2:  Driver  SSgt Silva 

   

Colonel Peto 

   

Colonel Martinson 

       

Colonel Toth 

       

Capt Burkhart 

 

1910 Arrive at Air House for cocktails 

 

1945 Dinner 

   

ATTENDEES: 

   

Hungary   U.S. 

   

Lt Gen Kositzky  General Jumper 

   

Mrs. Kositzky  Mrs. Jumper 

   

Colonel Peto  Mr Teets 

   

Colonel Toth  Lt Gen Martin 

   

Mr. Koszegfalvi  Mrs. Martin 

      

Lt Gen Bethurem (Ret) 

      

Mrs. Bethurem 

      

Maj Gen Pamerleau 

      

Maj Gen Hester 

      

Mrs. Hester 

      

Brig Gen Campbell 

      

Mrs. Campbell 

      

Colonel Martinson 

      

Lt Col Jonkoff   

      

TAB 3 (6 of 12)  



 

17

 
Tab A1.4.  Sample Itinerary (Continued). 
2230 Depart Air House for Bolling AFB 

 
2250 Arrive Bolling AFB 

 
Remainder of evening at leisure 

 
WEDNESDAY 
19 January 2005

 
DRESS:  Military short sleeve/open collar 

 

0820    Luggage pick up 

 

0830 Breakfast at Bolling Officers Club 

   

ATTENDEES: 

    

Hungarians  U.S. 

    

Lt Gen Kositzky  Colonel Martinson 

    

Mrs. Kositzky  Lt Col Jonkoff 

    

Colonel Peto  Capt Burkhart 

    

Colonel Toth   

    

Mr. Koszegfalvi 

  

0915 Depart for Andrews AFB MD 

 

Sedan:      Driver  SrA De Felice 

     

Lt Gen Kositzky 

     

Maj Gen Hester 

     

Mr. Koszegfalvi 

  

Van #1: Driver  SrA Haddix 

    

Mrs. Hester 

    

Mrs. Kositzky 

    

Lt Col Jonkoff 

  

Van #2:  Driver  SSgt Silva 

    

Colonel Peto 

    

Colonel Martinson 

    

Colonel Toth 

    

Capt Burkhart 

 

0930 Arrive Andrews AFB MD, DV lounge 

 

0945 Depart for Little Rock AFB AR via C-20 

 

NOTE:  SET WATCHES BACK 1 HOUR 

 

Flight time is 2 hours and 15 minutes 

 

1100 Arrive Little Rock AFB AR in C-20 from Andrews AFB MD 

 

Greeted by:  Lt Gen Redden (Joe), Col Lambert and Mrs. Lambert (Charlie and Sherry) and Col 
and Mrs. Fitzpatrick (Joe and Sandy) 

 

1105 Arrive Building 120, Base Operations and proceed to the DV Lounge for the wing concept brief.  Briefed by 
Capt Joseph Sexton  

1106 (Joe), Executive Officer 314th Air Wing 

 

Ladies follow separate itinerary 

  

Ladies Lunch attendees: 

  

Lt Gen Redden 

  

Mrs. Kositzky 

  

Lt Col Jonkoff 

  

Mrs. Sherry Lambert 

  

Capt Annette Ortiz 
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Figure A1.4.  Sample Itinerary (Continued). 
1135 Depart Building 120 for Building 864, Razorback Dining Facility 

 
1145 Arrive Building 864, Razorback Dining Facility, Lunch in the The Chief Den 

    
ATTENDEES: 

    
Hungary   U.S. 

    
Lt Gen Kositzky  Lt Gen Redden 

    
Colonel Peto  Colonel Lambert 

    
Mr. Koszegfalvi  Colonel Martinson 

       
MSgt Threatt 

       
SSgt Dubose 

       

A1C Clinton-Hahn 

              

1230 Depart Razorback Dining Facility for Building 710, Airman Leadership School 

 

1235 Arrive Building 710, Airman Leadership School Orientation 

 

Met by:  SMSgt Larry Crowder (Larry), Flight Chief Airman Leadership School 

 

1305 Depart Building 710 for Building 724, 314th Maintenance Squadron Dorms for tour 

 

1310 Arrive Building 724, 314th Maintenance Squadron Dorms for tour 

 

Met by:  CMSgt Edward Perez (Ed), 314th Maintenance Squadron First Sergeant 

 

1330 Depart Building 724 for Building 1230A, Formal School Training Facility 

 

1335 Arrive Building 1230A, Formal Training Facility orientation 

 

Met by:  Mr. Robert Peck (Bob) 

 

1425 Depart Building 1230A for Building 356, Engine Regional Repair Center tour 

 

1430 Arrive Building 356, Engine Regional Repair Center 

 

Met by:  Mr. Ron Smith (Ron), Engine Regional Repair Center Shop Chief 

 

1450 Depart Building 356 for Building 314, 314 AW Command Post 

  

1455 Arrive Building 314, 314 AW Command Post briefing 

 

Met by:  Maj Eddie Robinson (Eddie), Chief 314 AW/CP 

 

1515 Depart Building 314 for windshield tour of base operations and the east side of the flight line 

 

1530 Arrive Building 250, ISOCHRONICAL Dock tour 

 

Met by:  MSgt James Alderson (Jim), ISOCHRONICAL Element Chief 

 

1550 Depart Building 250 for Building 290, 53d Airlift Squadron 

 

1555 Arrive Building 290, 53d Airlift Squadron, Met by:  Lt Col Dale Wyant (Dale), Commander, 53 
AS, briefing and tours 

 

1630 Ladies return to quarters 

 

1650 Depart Bldg 290 for quarters 

 

1700 Arrive quarters 

 

DRESS:  Casual, Open Collar 
1830 Cocktails at the Officer s Club in the Main Bar 

 

1900 Dinner at the Officer s Club in the CGOC Room  
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Figure A1.4.  Sample Itinerary (Continued). 

GUEST LIST of INVITEES (Not Confirmed) 
Hungary 

Lieutenant General Attila Kositzky, (Attila) - Chief of Staff, Hungarian Air Force 
Mrs. Gyongyver Kositzky 

Colonel Istvan Peto, (Istvan) - Commander, 45th Fighter Wing, Hungarian Air Force 
Mr. Tamas Koszegfalvi - Hungarian Translator 

U.S. 
Lt Gen Joseph Redden, (Joe) - Commander, Air University 
Colonel Jon Martinson, (Jon) - U.S. Air Attaché in Hungary 

Colonel and Mrs. Charles Lambert, (Charlie and Sherry) - 314 AW/CV 
Colonel and Mrs. Shelby G. Bryant, (Galen and Lois Ann) - 189 AW/CC 

Colonel and Mrs. Lance Christian, (Lance and Julie) - 463 AG/CC 
Colonel and Mrs. Frank Laras, (Frank and Myrna) - AMWC CADS/CC 

Lieutenant Colonel Viktor Jonkoff, (Vic) - Hungarian Interpreter for Spouse 
Captain Melinda A. Burkhart, (Melinda) - Paying Agent, HQ USAF Foreign Liaison Division 

 

2100 Depart for DVQ 

 

THURSDAY 
20 January 2005

 

DRESS:  Military short sleeve/open collar 

 

0720 Luggage Pick-up 

 

0730 Depart for DV lounge at Base Ops 

 

0800 Depart Little Rock AFB AZ for Sheppard AFB TX via C-20 

 

Flight time 1 hour and 5 minutes 

 

Breakfast on board the aircraft 

 

0905 Arrive Sheppard AFB, TX.  Met by:  Brigadier General Scott Bergren, 82nd TRW Commander and 
Mrs. Pam Bergren, Colonel Stanley Gorenc, 80th Flying Training Wing Commander and Mrs. 
Karen Gorenc 

  

Ladies follow separate itinerary 
0915 Arrive at 80th Flying Training Wing for Mission Briefing.  Briefed by:  Colonel Gorenc 

 

1030 Facilities Tour of Flight Line and Maintenance.  Escorted by:  Colonel Gorenc 

 

1210 Depart for Base Ops 

 

1220 Arrive Base Ops 

 

1230 Depart for Tucson Air National Guard Base AZ 

 

Flight time 1 hour and 50 minutes 

 

Lunch served on board the aircraft 

 

NOTE:  SET WATCHES BACK 2 HOURS 

 

1220 Arrive Tucson Air National Guard, Met by:  Brigadier General Mensching (Joe), Commander, 
162nd Fighter Wing 

 

1240  Proceed to CC Conference Room  

 

@1245 Mrs Mensching will meet/greet and escort Mrs. Kositzky and Lt Col Jonkoff to Sahuaro National 
Monument (East).  At end of day,  

 

Mrs. Mensching will return group to Davis Monthan AFB AZ  Lodging (POV)  

 

1250 Official Party will remain at CC Conference Room for Unit Brief and international training 
discussion  

  

Note:  Gift Exchange    

  

- Photographer remain in trail for tour 
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Tab A1.4.  Sample Itinerary (Continued). 
1330 Depart Bldg 1 for driving tour of Wing Staff Car + DV Van 

 
1505 Depart 162 FW for DMAFB lodging 

 
DRESS:  Civilian Casual, Open Collar 
1840 Depart for dinner at King Fisher Bar and Grill   

 
1900 Dinner hosted by Brig Gen and Mrs. Mensching 

     
ATTENDEES: 

    

Hungary  U.S. 

    

Lt Gen Kositzky Lt Gen Redden 

    

Mrs. Kositzky Brig Gen Mensching 

    

Colonel Peto Mrs. Mensching 

    

Mr. Koszegfalvi Colonel Shoopman 

      

Mrs. Shoopman 

      

Colonel Shira 

      

Colonel Martinson 

      

Lt Col Jonkoff 

      

Capt Burkhart 

  

Gift Exchange 

 

2100 Return to quarters 

 

FRIDAY 
21 January 2005

 

DRESS: Military short sleeve/open collar 

 

0610 Luggage Pick-Up  

 

0615 Depart Davis Monthan AFB for Tucson National Guard flightline 

 

0630 Depart for Kelly AFB TX via C-20 

 

NOTE:  SET WATCHES FORWARD 2 HOURS 

 

Flight time 1 hour and 45 minutes 

 

Breakfast on board the aircraft 

 

1045  Arrive Kelly AFB TX  
                 Greeted by:  Brigadier General Barry Barksdale, Commander, 37th Training Wing, and Colonel 

Roger Condit, 

  

Vice Commander, 37th Training Wing, and Mrs. Condit (Karen) 
                            
1050       Depart Base Ops for Lackland AFB, 37 TRW Wing Headquarters, Bldg 2484, escorted by Security 
Police across flightline 

 

1100  Arrive at 37 TRW Wing Headquarters, Met by:  Colonel Toreaser Steele, Commander, 737th 
Training Group 

 

1105  Proceed to 37 TRW Conference Room, for Mission Overview and discussions, Briefer:  SSgt 
Michael Obert, NCOIC, 37th Training  

  

Wing Historian 
                         ATTENDEES:  
                                                   Brig Gen Barksdale 

  

Colonel and Mrs. Condit 
                                                   Colonel Steele 
                                                   Colonel Mike Duffee 
                                                       Commandant, Defense Language Institute English Language Center 
                                                   Colonel Ken Freeman 
                                                       Commander, 37th Training Group  
1120 Depart Bldg 2484 via surrey and travel to 331st Training Squadron, escorted by Brig Gen Barksdale 
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Figure A1.4.  Sample Itinerary (Continued).  

      Ladies depart for separate itinerary, escorted by Mrs. Condit 

 
1140 Arrive 331st TRS for mission briefing and tour of dormitory, met by Colonel Steel and Major Herman 

Jett, Commander, 331st Training Squadron 

 
1150 Mission Briefing, briefed by:  Colonel Steele 

 
1200 Tour of Dormitory, briefed by:   SSgt Raul Esquivel  

   
     Military Training Instructor 

  

Cruise Pad Briefing, briefed by:  MSgt Bill Rigsby 

    

            Military Training Instructor 

 

1210 Depart for Defense Language Institute (DLI), Bldg 7535 

 

1220 Arrive DLI for lunch,  mission brief and walk & talk tour of DLI facilities  

 

Met by:  Colonel Mike Duffee, commandant, Defense Language Institute, English Language Center 

 

       ATTENDEES: 

   

Lt Gen Redden 

   

Lt Gen and Mrs. Kositzky 

   

Brig Gen Barksdale 

   

Colonel and Mrs. Condit 

   

Colonel Peto 

   

Mr. Koszegfalvi 

   

Lt Col Jonkoff 

   

Colonel Martinson 

   

Colonel Duffee 

   

Capt Burkhart 

   

4 Hungarian Students 

    

1330 DLI Mission Briefing, briefed by:  Ms. Barbara Peterson 

 

1400 Walk & talk tour DLI, escorted by Colonel Duffee 
                        
1430 Depart and travel to Carter Hall, Bldg 10215 

 

1445 Arrive at Carter Hall for mission brief, joint tactical simulator and firearms simulator demonstrations and 
Military Working Dog  

 

(MWD) demonstration 

 

Met by:  Colonel Ken Freeman, Commander, 37th Training Group, and Lieutenant Colonel John 
Kinsey, Commander, 343th  

 

Training Squadron 

 

1500 Mission Briefing, briefed by:  Colonel Freeman 

 

1530 Firearms Simulator Demo, briefed by:  TSgt Dan Spangler 

  

Military Working Dog (MWD) demo, briefed by:  SSgt Peter Katauskas 

  

Depart Carter Hall and travel via surrey to McGuire Hall, Bldg 10900 

 

1600 Arrive at McGuire Hall for tour of Advanced Logistics Officer Course, (ALOC), Air Transportation 
Course, and Contingency 

 

Contracting Course, Met by:  Lieutenant Colonel Jeff Webb, Commander, 345th Training Squadron 

  

Briefings by:  Lieutenat Colonel Philip Mackey, Instructor 

 

                       SSgt Stacey Moore, Instructor 

 

                       SSgt Charles Heim, Instructor  
1620 Depart for VOQ 
1625 Arrive at VOQ, Stratofortress Suite for leisure time  
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Figure A1.4.  Sample Itinerary (Continued). 
DRESS:  Civilian Casual, Open Collar 

 
1800 Depart for downtown riverwalk & Casa Rio Restaurant, escorted by: Brig Gen Barksdale and Colonel and 
Mrs. Condit 

 
1845 Arrive riverwalk for shopping and dinner 

 
2030 Board river boat for dinner 

  
                                             Lt Gen Redden 

    

Lt Gen & Mrs. Kositzky 

   

          Brig Gen Barksdale 

    

Col & Mrs. Condit 

    

Mr Tamas Koszegfalvi  

    

Col Peto 

    

Col Martinson 

    

Lt Col Jonkoff 

    

Capt Burkhart 

 

2230 Return to VOQ to retire for the evening    

 

SATURDAY 
22 January 2005

  

DRESS:  Civilian Casual, Open collar 

 

0900 Luggage Pick up 

 

1130 Depart for Kelly AFB Base Ops 

 

1200 Depart Kelly AFB for Andrews AFB MD via C-20 
             Escorted by:  Brigadier General Barksdale 

   

NOTE:  SET WATCHES FORWARD 1 HOUR 

  

Flight time 3 hours 

  

Lunch on board aircraft 

 

1600 Arrive Andrews AFB MD 

    

Sedan:  Driver SrA De Felice 

     

Lt Gen Kositzky 

     

Mrs. Kositzky 

     

Mr. Tamas Koszegfalvi 

    

Van #1:  Driver   SSgt TJ Silva 

     

Colonel Martinson 

     

Colonel Peto 

     

Capt Burkhart 

     

Lt Col Jonkoff 

 

1610 Depart for Dulles IAP 

 

1810 Depart for Hungary via British Airways at Dulles IAP via staff cars 
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Attachment 2  

GLOSSARY OF REFERENCES, TERMS, AND ACRONYMS  

References  

AFPD 65-6, Budget, 1 May 1998  

AFI 65-603, Official Representation Funds-Guidance and Procedures, 17 February 2004  

DoD Directive 7250.13, Official Representation Funds, 17 February 2004    

Terms  

Foreign dignitaries Distinguished foreign citizens whose rank, position, function, or stature 
warrant extension of official courtesies by the U.S. Government  

Inviting official Secretary of the Air Force (SECAF), Chief of Staff of the Air Force 
(CSAF)  

Paying agent The person designated to spend official representation funds while   
acting on behalf of the Air Force  

Executive agent The Military Service designated by DoD/JCS to act on behalf of the   
Secretary of Defense/Chairman of the Joint Chiefs of Staff  

Acronyms  

DFAS Defense Finance and Accounting Service  

EO Executive Agent  

OP Official Party  

SAF The Secretariat  

TDY Temporary Duty  

VQ   Visiting Quarters (Lodging) 




