Chapter C-11

CTF VISITORS BUREAU

A. Purpose.  This chapter provides information concerning operation of the CTF Visitors Bureau.  The function of the bureau is to provide protocol support to the Commander CTF (CCTF) to ensure proper honors and courtesies are extended to all Distinguished Visitors (DVs).

B. Responsibilities

1. The CTF Visitors Bureau is the coordinating agency for all personnel who wish to visit the CTF.  It is responsible for all CTF protocol functions.  CTF Visitors Bureau is to be advised of all visits to the area of operations at least three weeks prior to proposed visit dates.  The CTF Visitors Bureau plans, coordinates, and executes visits to the CTF by DVs, with national support elements managing all others.  DVs are all senior military officials or civilian equivalents.  Generally this will be officers in the rank of Brigadier General equivalent and above but will also include officers of lesser rank holding equivalent status, such as chiefs of defense forces.  DVs also include individuals retired from positions, which initially afforded them DV status.  A DV party consists of all individuals traveling with the DV.  The CTF Visitors Bureau schedules DV itineraries, escorts, logistic support, billeting, and information.  The Bureau coordinates classified and unclassified briefings as required.  The Bureau plans, coordinates, and executes official visits, receptions, dinners, ceremonies, and other related protocol support.  
2. The Chief of Staff (COS), with concurrence of the CCTF:

a. Establish CTF Visitors Bureau leadership, general manning and duties. 

b. Integrate joint service representation into the CTF Visitors Bureau based on nature of projected operations, key leadership positions from Service component protocol offices, and balance of service representation.

c. Establish relationship with respective participating nations.

d. Delegate authority to supervise and control CTF Visitors Bureau operations to CTF Visitors Bureau Director and Deputy Director.

3. Director, CTF Visitors Bureau

a. Advise the Commander, CTF (CCTF) and Chief of Staff (COS) on protocol matters.

b. Recommend policies and procedures for operations and management of the CTF Visitors Bureau.

c.   Develop and execute CTF Visitors Bureau plans.

d. Provide broad guidance and supervision to Visitors Bureau protocol officers.


e.
Maintain overview of joint operations and 
e.  future planning direction—from CCTF/ COS / C-3.

f. Coordinate with Public Affairs on all visits with the potential to attract media.

g. Coordinate CTF visitor activities (relay requests for information and resources, answers to requests, status and location of adjacent or related protocol resources, etc.).

h. Coordinate between national support elements and other appropriate organizations. 
4. Deputy Director, CTF Visitors Bureau

a. Assume duties of Director during periods of CTF Visitors Bureau Director’s absence.

b. Supervise activities of Visitors Bureau operations watch officers.

c. Prepare and coordinate daily and shift change briefings, etc.

d. Exchange information per criteria established in CTF Visitors Bureau policy and procedures.

e. Coordinate information flow.  Ensure accuracy, clarity, and currency of information used by the Visitors Bureau.

f. Route reports and briefing schedules to appropriate members of the CTF Visitors Bureau and CTF.

g. Control official representation funds.

h. Ensure the maintenance of world military rank database.

5. CTF  Visitors Bureau Protocol Officers

a. Draft proposed itineraries based on DVs’ desires when information is received concerning an impending visit.  This draft is used to develop details of the itinerary based oneach DV’s desires and activities of CTF components and staff.  When the CTF  Visitors Bureau director and the Chief of Staff approve the itinerary, it is submitted to the DV’s staff for coordination.

b. Plan billeting, messing, and movement of DVs to the CTF.

c. Coordinate the DVs’ formal itinerary with the visited units and activities.  Ensure changes are distributed to all concerned.


d. Act as the central point of contact for DV movements and monitor DV itinerary progress.  Update the Director, CTF Visitors Bureau on the status of DV visits.

e. Track progress of the CTF operation and keep the CTF Visitors Bureau informed.

f. Coordinate assignment of action officers and escort officers for all DVs.  Determine the proper number and rank of escort officers.  Ensure escort officers are properly briefed and equipped.

g. Liaison with national support elements for national requirements.

6. Escort and Action Officers.  Assigned escorts are responsible for activities and services that support the DVs during their stay from arrival to departure.  They will:

a. Coordinate with the Protocol Officer to update itineraries and identify changes in escort requirements.

b. Coordinate DV security.

c. Make available to the DV:
(1) billeting

(2) messing

(3) transportation

(4) communications

(5) health and comfort items

(6) appropriate gear

d. Execute the Itinerary.  Meet and accompany DV to the CTF Visitors Bureau for an orientation briefing.  On completion of the briefing, take the DV on the prescribed tour per itinerary. Contact the CTF Visitors Bureau with all changes.  Assist the visitor with the departure arrangements.  Complete an after-action report.

e. Account for all government property associated with the visit.

f. Liaison with national support elements for national requirements.

7. National Support Elements will perform all the functions described above for their visitors not managed by the Visitors Bureau.

C. Organization.  The size and composition of the CTF Visitors Bureau and its required support (office space, communications equipment, vehicles) will be tailored to the CTF operation, significant planned events, and number and level of DVs anticipated to visit the CTF area of operations.  The designation of the CTF Visitors Bureau Director and his inclusion in initial planning is critical.  Members of the CTF Visitors Bureau will coordinate DV iteneraries and CTF information sharing with participating nation Visitor Bureaus. 
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Figure C-10-1: Visitors Bureau CTF Organizational Concept





D. Tasks, functions, and procedures. The CTF Visitors Bureau will cover all aspects of coordinating trips of DVs scheduled to visit the CTF which could be any or all of the following
1. Establish information displays, briefing topics.
2. DV visit management.  Consider:

a. Who accompanies DV.

b. Time of arrival—CCTF authorizes visit days.

c. Office call with appropriate officers and officials.

d. Command, operations, intelligence, and logistics briefs.

e. Visit to various sites and units; CCTF determines authorized sites.

f. Last office call and departure.

g. Verify information.  Coordinate with related shift leaders.

3. External to the CTF  Visitors Bureau:

a. Request support from Supported Strategic Commanders’ Visitors Bureaus.

b. Coordinate with national support elements, other supporting forces, agencies, and organizations.

c. stablish CTF Visitors Bureau status reporting schedule.

d. Disseminate status reports.

4. Standing Operating Procedures:

a. The CTF Visitors Bureau will coordinate all aspects of DV scheduled visits to the CTF.

b. The CTF Visitors Bureau will be the primary point of contact for all DV programs.  The CTF Visitors Bureau will ensure that every DV visit is productive and positive. To ensure this, the CTF  Visitors Bureau will:

(1) Assume responsibility for all aspects and details of DV programs including but not limited to: itinerary preparation, briefings, translator coordination, escort officer(s), transportation, meals, billeting and arranging follow-on travel.

(2) Coordinate with Public Affairs (PA) on all visits with the potential to attract media attention.

(3) Coordinate with subordinate commands protocol offices to assist with DV programs.

(4) When appropriate, delegate visit-coordination responsibilities to subordinate commands.

(5) Subordinate commands protocol will support the CTF Visitors Bureau to make arrangements when needed.

c. The CTF Visitors Bureau should be collocated or within close proximity of the command group.  Facilities requirements include:

(1) Large room with desks, chairs, and tables to allow uncluttered operation.

(2) Multiple telephone lines.  One line with unrestricted DSN and commercial access for STU-III.

(3) Electrical power for computer systems. 

(4) Transportation: Access requirements.  May require dedicated VIP drivers and vehicles.

(5) Office supplies:

(a) Automated support systems, to include computer hardware and software with printer and required supplies.

(b) Manual back-up systems with supplies.

(c) Facsimile machine.

(d) Protocol stationery, flag officer invitations, envelopes, place cards, plain invitations, cell phones, portable computer, gifts, envelopes, place cards for non US hosted events; other normal protocol office supplies (i.e., flags; CTF bulletin).

(e) Basic reference materials, i.e., dictionary.

d. The CTF Visitors Bureau will publish visit approval guidelines to be used during the operation.  The guidelines will require all DVs to obtain CCTF concurrence prior to initiating travel to CTF area of operations.

e. Mission Handoff.  The Supported Strategic Commander Protocol Office will initially be responsible for distinguished visitors and therefore will perform all protocol functions until the CTF VISITORS BUREAU can be established.  The following events should occur prior hand-off to the CTF by the Supported Stratgic Commander Protocol.

(1) CTF Visitors Bureau staff has been formed with all required personnel and equipment.

(2) Detailed handoff briefing has been presented to the OIC of the CTF  Visitors Bureau.

(3) Essential CTF Visitors Bureau communications assets are in place and functional to allow for voice, fax, and record message traffic.

(4) Supported Strategic Commander has published a hard copy message to notify all concerned commands and agencies of the mission handoff.

E. Considerations.   Identify operations areas and significant subareas represented in the operation (highlight significant times, sites, and events that may interest DVs) by considering:
1. Threat environment.

2. Force structure and composition.

3. Current plans, annexes, operating instructions, requirements, and future plans.

4. Technical and logistic support—Automated Data Processing (ADP) support, communications equipment, transportation, drivers, office space, billeting, budgeting, maintenance, minor construction, administration and supply, security, and interpreters.

5. Cultural issues.

F. Planning Rhythm

1.  Record, maintain, and store information by use of duty logs, order logs, message, and communication logs.

2.  Create and update databases.

3.  Create and update information charts, briefings, statistical displays, maps, and overlays.

4. Create after action reports as necessary.

G. Checklists.  Joint  Visitors Bureau Checklist

	Y
	N
	TASK
	

	
	
	Has the CTF Visitors Bureau been fitted into the organizational structure?
	

	
	
	-Augment Embassy?
	

	
	
	What is the Command relationship?
	

	
	
	Include Protocol in the initial planning and site visits.
	

	
	
	Are all protocol officers scheduled to be present a minimum of four working days (preferably one week) prior?
	

	
	
	
	

	
	
	Has the CTF Visitors Bureau determined what DVs are scheduled to attend?
	

	
	
	Does the Bureau know who are they and what their ranks are?
	

	
	
	Has the Bureau determined the length of stay?
	

	
	
	Has the Bureau determined the number in the party?
	

	
	
	Is there a reciprocal Visitors Bureau/protocol office from the host nation?
	

	
	
	Has the CTF Visitors Bureau determined how to interact with a reciprocal Visitors Bureau or protocol office from the host nation?
	

	
	
	
	

	
	
	Has a standard concept of operations (time of arrival, office call with CCTF or representative, command brief, operations brief, visit to a site, out call) been developed?
	

	
	
	- Does it include the authorized sites to visit?
	

	
	
	- Does it identify who will be included – only DV?  top aide(s)? Entire party?
	

	
	
	- Does the plan minimize impact on the command?
	

	
	
	- Does the plan formally designate visit days?
	

	
	
	Has the number of protocol and escort officers/NCOs needed for the visit been determined?  (Protocol experience a must; no time for On–the–Job  Training.
	

	
	
	Have requirements for transportation been identified?  and met?
	

	
	
	Have requirements for vehicles been identified?  and met?
	

	
	
	Have requirements for drivers been identified?  and met?
	

	
	
	Have requirements for office space been identified?  and met?
	

	
	
	Have requirements for billeting been identified?  and met?
	

	
	
	Have requirements for budgeting been identified? and met?
	

	
	
	Have requirements for dedicated transportation (drivers, accommodations, outside support, funding) been identified?  and met?
	

	
	
	Have requirements for helicopter travel procedures been identified?  and met?
	

	
	
	Have requirements for DV accommodations been identified? and met?
	

	
	
	Have requirements for Security (personal security detachment) been identified? and met?
	

	
	
	Have requirements for Interpreters (source, funding, security, accommodation) been identified? and met?
	

	
	
	Have requirements for Social Events (Lunches, Dinners, Social Hours) been identified? and met?
	

	
	
	Have the desires of the CTF Commander been identified and included?
	

	
	
	Has funding been authorized?  Has petty-cash been established?  Are official funds available for DVs (amenities, dinners, lunches, etc.)?
	

	
	
	Have procedures for handling No-Host events been promulgated?
	

	
	
	Has the host been identified?
	

	
	
	Have the number of attendees been determined?
	

	
	
	Have any dietary restrictions been identified? and accommodated?
	

	
	
	Have the number of required gifts been determined, funded, and procured?
	

	
	
	Has the presentation policy been reviewed and promulgated?
	


G. Reports.  DV reports published as required.  Visitor summary reports daily and weekly as required.

H. References.  None. 
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