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EXAMPLE ADMIN ORDER 01/07 (Number Obtained from Originator’s Registry) – RAF (Insert Sport Association/Station Name) OVERSEAS VISIT  TO *********** DATE TO DATE YEAR
References:

A. DSB(RAF)/29900********** dated *******. (Letter of Authority from RAF Sports Board)

B. JSP 765, Chapter 1, Para 0013-0117, plus Annex A.
C. QR J1825 and Appendix 36A.
Time Zone Used Throughout the Order:
LOCAL

SITUATION
1. Enemy Forces.  Nil

2. Friendly Forces.  Defence Advisor, British High Commission, ******Insert Where Embassy is and ******Insert Head of Organisation Visiting.
3. Attachments and Detachments.  The ******Name of Team personnel on the overseas visit/training camp listed at Annex A are on duty; iaw with Reference A and B, whilst playing ******Insert Sport, or participating in training and other official events directly related to the sporting activity, during the detachment to ******Insert Country.  The detachment is from******Insert Date.  Use of MT; or claims against JPA for travel, and CILOR are not permitted.

MISSION
4.
To conduct a ******Insert Sport overseas visit/training camp (delete as appropriate) to ******* Insert Country during the period ****** Insert Date and to achieve personal and sporting development through sporting endeavours.
The overseas visit will facilitate liaison between the ****** Insert Your Organisation Name and ****** Insert Host Organisation; present an excellent opportunity to play a very high standard of ******Insert Sport; foster and develop relations between the RAF ****** Insert Team Name and the peoples of ****** Insert Country Visiting; and, broaden the general learning experience of the ****** Insert Your Team Name personnel.  The specific aims are:
a. To participate in the ****** Name of Championships in ****** Name of Place from 

****** Date.
b.
To participate in a training session with a civilian club in ****** Insert Name of Place during ****** Insert Date.

c.
To conduct community projects in ******Insert Place on ****** Insert Date and on other appropriate occasions in liaison with the ****** Insert Organisation.

EXECUTION
5.
Concept of Operations.  The ******Insert Organisation Name will operate as one party throughout its time in ****** Insert Name of Country.  The entire Party will meet at ******, Insert Place at ***** Insert time on ******* Insert date, travel by private hire vehicle to ****** Insert Name of Airport/Port and travel CIV AIR/FERRY to ****** Insert Place and Country.  Travel to and from point of embarkation is not to be provided from public funds.  The RAF ****** Insert Organisation/Name of Sport Association will arrive back in the UK on ****** Insert Date.  This order details the administrative arrangements for the Overseas Visit/Training Camp, whilst Annex B gives a more detailed itinerary including accommodation details.
6.
Command and Control.  The ****** Insert Name of Organisation and Sport Team Manager, ****** Insert Rank and Name, is the Det Cdr and Tour Manager; he/she will exercise C2 over Det personnel from ****** Insert Dates.  The Dep Det Cdr will be ****** Insert Rank and Name, who will exercise C2 over the Det personnel from ****** Insert Dates. 

7.
Financial Breakdown.   A full forecast of the overseas visit income and expenditure can be found at Annex C.
8.
Contingency Plans.

a.
Duty Status.  MOD regulations regarding duty status are at References B and C.  In essence Det personnel are on-duty whilst playing in, training for, or travelling to ****** Insert Name of Sport games during the detachment to ****** Insert Name of Country; personnel are also on-duty when participating in other events directly relating to the sport (such as community projects or official social functions) as detailed by the Det Cdr.  At all other times personnel will be classified as off-duty and the Det Cdr is to ensure that personnel are aware of their duty status iaw References B and C.  The Det Cdr is to ensure that each individual has taken out adequate insurance cover for the duration of the overseas visit to cover off-duty activities.

b.
Security.  For security reasons, personnel are only to travel by Team transport whilst on-duty in ****** Insert name of Country.  Personnel are not to use any other form of transport for on-duty travel, or depart from the itinerary, unless authorised by the Det Cdr.

c.
Health.  Personnel are to be physically fit  to participate in the overseas visit and are to be in date both their RAF Fitness Test and GDT.  If personnel hold an MES below A4 G1 Z1 they are to seek authority to embark on the tour from their SMO.

d.
Medical.  In the event of an accident whilst on-duty; Reference B refers, all personnel requiring medical treatment are entitled to public funding.  However, personnel must ensure that they are in possession of a valid European Health Insurance Card (EHIC); Where Applicable; and are covered during duty and off-duty periods by an adequate travel medical and personal effects insurance package.  In the event of a participant being repatriated to their parent unit, the individual will not be entitled to refund of any overseas visit personal contributions but, if appropriate and adequate insurance cover has been obtained, may be eligible to claim on their travel insurance.  Personnel should approach the Team Treasurer to obtain an appropriate invoice to allow an insurance claim.   Personnel are to ensure all their inoculations are in-date, and are to obtain any required inoculations for the tour country from their SMO.  The host organisation has agreed to provide a Medic/Physio for the Tour Party.  All personnel are to report all injuries sustained on the tour, immediately, to the Det Cdr.
e.
Insurance.  The Det Cdr is to check that individuals have taken adequate insurance for the duration of the tour, to cover them for off-duty activity.  Queries regarding duty status and the insurance policy, should in the first instance be addressed to the Det Cdr.  

f.
Contact Telephone Numbers.  In the event of an accident, the Det Cdr or his/her representative will contact ****** Complete as Necessary.  Personnel are to advise NOK that they are to contact ****** in an emergency only.  The Tour Party’s UK POC is ****** who is to be contacted in the first instance at ******.  Provisional contact telephone numbers for Tour accommodation are shown at Annex B.  

g.
NOK Details.  Personnel are to ensure their PD Staff/immediate superiors are aware of their contact details, and are to ensure that their NOK details held on JPA are correct.  Personnel are to have completed and passed the pre-issued NOK proforma to the Det Cdr prior to departure from RAF ******.  The Dep Det Cdr is to ensure that the completed proformae are passed to ****** prior to departure from the UK.
9.
Risk Assessments.   The risk of incident and injury can be significantly reduced through good personal skills training, good instruction and leadership, good safety equipment and an overarching safety culture within the team.  The Det Cdr is to produce and maintain risk assessments for all areas of competition and training, following National Governing Body guidelines, and brief personnel accordingly.  
10.
Security.   Normal security measures for a civilianised activity are to be adopted by all personnel, including Sharkwatch.  USyO is to brief the Det Cdr of any relevant security advice on travel in ****** Insert Host Country.
MATERIAL & SERVICES SUPPORT
11.
Dress.  Service attire is not to be worn.  Personnel are to conform to the following dress standards:
a.
Travel to/from ******:
Smart civilian clothing (trousers, polo shirt).
b.
Travel Within ******:

Tracksuits or smart casual.

c.
Receptions in ******:

Chinos and either Blazer/shirt/tie or team polo shirt as directed by Det Cdr.
12.
Accommodation and Messing.  Personnel requiring accommodation at RAF ****** for the night of ****** are to contact ******, at ******, on ****** by ******.  Personnel will be accommodated in ****** accommodation during the overseas visit.  CILOR is inadmissible for an overseas visit.  Personnel are responsible for their own catering and as such are responsible for purchasing all meals from commercial sources.  

13.
Equipment.  All personnel are to be in possession of personal training and playing kit.  The Dep Tour Manager is to ensure that sufficient team kit is available for matches.

14.
Post Overseas Visit Report and Photographic.  The Dep Overseas Visit Manager is to issue a post overseas visit report and arrange for a colour photographic record of the visit, to be produced asap on arrival back in the UK.
15.
Documentation.  Personnel are to be in possession of the following throughout the tour: a full British passport,  valid for 6 months after their return to the UK; RAF F1250; F Med 27 and EHIC (if applicable); contact telephone numbers of the British High Commission ****** and of their own unit Chief Clerk.  All nominated drivers should be in possession of their driving license.
16.
Personal Contribution.  Overseas Visits are to be completely non-publicly funded.  Personnel are normally required to make a personal contribution of at least one third of the overall cost (£*** ); Unit PEdOs/SIFs may be able to assist.  Personnel are to bring sufficient funds to cover the cost of food and incidental expenditure.  Travellers’ Cheques and major credit cards are accepted in ******.  Personnel are advised to take sufficient ****** currency for immediate use on arrival (approx £***).  Overseas Visit personnel are to seek release from their primary duty by completing the Certificate of Release at Annex D.  On confirmation of release, all overseas visit personnel are to forward payment to the Team Treasurer, ****** Insert Name Rank and Contact Details, upon receipt of this Admin Order.  Cheques should be made payable to “******”and should be sent to Team Treasurer at:****** Insert Address.
17.
RAF Sports Lottery.  This overseas visit will attract sponsorship for individuals from the RAF Sports Lottery, if the individuals are Sports Lottery members.  Accordingly, overseas visit personnel are strongly encouraged to join the RAF Sports Lottery (entry form on JPA E015 or download form from www.raf.mod.uk/rafsportsboard/lottery ).  Lottery members will attract a grant of up to £**** towards their personal contributions which cover the transport element of the tour.  Personnel who are not members of the RAF Sports Lottery will have to pay their full proportional cost of the tour.
COMMAND AND SIGNAL
18.
Communications.  In an emergency, the Det Cdr is to contact the British High Commission, ****** (telephone number), and Chief Clerk of parent unit on ***** ****.
Acknowledgement Instructions:  Personnel are to confirm receipt of this Admin Order with the Dep Tour Manager (******) asap.

Signature Block

Authentication:

Signature Block

Annexes:
A.
Nominal Roll.
B.
Itinerary and Tour Accommodation Details.
C.
Tour Forecast of Income and Expenditure.

D.
Certificate of Release.
Distribution:

External:

Action:






Copy:

Selected Units (OC PSFs)



1-****

Tour Personnel





**** - ****

Information:

President RAF Association



**

Chairman RAF Association



**

British High Commission ******



**

DSB(RAF)






**

Etc……

ANNEX A TO










RAF/******/*/*****









DATED ** *** **

NOMINAL ROLL
	Serial 
	Number
	Rank
	Name
	Unit
	Role

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	











ANNEX B TO










RAF/******/*/*****











DATED ** *** **

ITINERARY
	Serial 
	Date
	Time
	Remarks

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	











ANNEX C TO









RAF/******/*/*****










DATED ** *** **

FORECAST OF INCOME AND EXPENDITURE

	Income 
	£
	Expenditure
	£

	Personal Contributions
	
	Return Travel to Airport/Port
	

	RAF Sports Lottery Grant
	
	Flights/Ferry Costs
	

	Sponsorship
	
	Accommodation
	

	Association Contributions
	
	Equipment/Venue Hire
	

	SIF/PEd Flt Grant
	
	Entry Fees
	

	Etc….Etc
	
	Insurance
	

	
	
	Medals
	

	
	
	Gizzets
	

	
	
	Transport in Theatre
	

	
	
	Tour Clothing
	

	
	
	Hosting
	

	
	
	Miscellaneous Costs
	

	
	
	
	

	
	
	
	


ANNEX D TO









RAF/******/*/*****











DATED ** *** **

CERTIFICATE OF RELEASE
Name:




Inits:


Rank:

Service Number:



DoB:


Section:

I have read the RAF ****** Insert Stn/Association Name Administrative Order No. **/** in conjunction with JSP 765, Chapter 1, paragraphs 0113-0117 and QR Appendix 36A, and understand the rules and regulations regarding duty status.  I will complete all actions required of me as detailed within the Order and will contact the Det Cdr or Deputy, should I encounter any associated problems.
Signed:



Date:

Overseas visit personnel must ensure the following release authority is completed before return:
SQN/FLT CDR RELEASE AUTHORITY
I certify that the above named individual will be released from his primary duty for the duration of the overseas visit.

Signed:



Date:

Name:



Rank:

Any questions appertaining to this Admin Order can be directed to the Det Cdr, ****** Insert Details of Det Cdr or nominated individual.

PLEASE RETURN COMPLETED FORM TO:  ****** Insert Name & Address



From:	*****Insert Rank, Name and Post Noms of Signatory





Royal Air Force Innsworth


Gloucester


GL3 1EZ


Tel: xxxxxxxxxx


Fax: xxxxxxxx


Email: xxxxxxx








	






























































See Distribution











Royal Air Force ****Insert Stn Details





Royal Air Force *******


***********


********


Tel: *******  Ext ****


Fax: *****  *******


Email: ***************





�





Reference:  (Insert your file Reference)





Date: 











� Personal insurance is mandatory to cover third party liability personal accident and equipment loss/damage.
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