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SPAWAR | NSTRUCTI ON 5730. 5D

From Commander, Space and Naval Warfare Systens Command

Subj: POLI Cl ES AND PROCEDURES FOR HANDLI NG LEG SLATI VE
AFFAI RS AND CONGRESSI ONAL RELATI ONS

Ref : (a) SECNAVI NST 5730. 5G
(b) OPNAVI NST 5730. 4E
(c) SECNAVI NST 5430. 26E
(d) SECNAVI NST 5740. 29
(e) SPAWARI NST 7540. 4E
(f) DONPI C Menp dtd 22 Jun 01
(g) NAVSO P-3036, Navy W tness Cuide

1. Purpose. This instruction provides guidance, references,
and procedures for communi cating with Congress, and respondi ng
to nmenbers’ and conm ttees’ Request for Information (RFI),
Request for Briefing (RFB), and requests to appear or testify
bef ore House or Senate committees as a wi tness or subject
matter expert.

2. Cancellation. SPAWARI NST 5730.5C

3. Discussion. Per reference (a), the Chief of Legislative
Affairs (CLA) is the Secretary of the Navy's principal

assi stant for discharging |egislative functions and
responsibilities, with the exception of liaison with the
Appropriations Commttees, which is vested in the Conptroller
of the Navy. Reference (c) grants authority and defines the
responsibilities of the Ofice of Legislative Affairs (OLA),
headed by the CLA. The OLA is the sole office designated
within the Department of the Navy (DoN) to conduct |egislative
functions and all other DoN elenents will performthose
functions under the direction of OLA

4. Pol icy

a. Commander, Space and Naval Warfare Systens Command,
desi gnat es SPAWAR Office of Public Affairs (00P) to be the
sol e coordinator and primary point of contact for performng
| egi sl ative responses and coordinating with OLA. The title
for this function within OOP will be the Director of
Congressional Liaison. Echelon Il codes and subordi nate
commands will work through this office to ensure all responses
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represent accurate, tinmely, fully reviewed and approved
positions with DoN and Departnent of Defense (DoD) agencies.

b. The responsibilities enconpass all aspects of
Congressional Affairs and include, but are not limted to:
advi sing the Commander, staff and subordi nate commands in the
congressi onal and | egislative aspects of plans and prograns;
devel opi ng and coordinating a command position on proposed
| egislation; providing a |legislative reference service for
conmand headquarters, and serving as |liaison officer with
Congr essi onal Del egati ons ( CODEL) .

c. Exceptions:

(1) Wth respect to budget and financial activities
and requirenents by the Senate and House Appropriations
Commi ttees, the Conptroller (SPAWAR 01) will be responsible
for coordinating and responding to Congressi onal requests. In
view of the inseparability of authorization and appropriations
| egi sl ation, SPAWAR Ol and OOP will maintain close
coordi nation on all congressional responses and matters.

(2) Wth respect to House Appropriations Committee
(HAC) Surveys and Investigations Staff (S& ), OASN (FM&C) is
t he DoN point of contact. |In accordance with reference (e),
the Ofice of the Inspector CGeneral (SPAWAR 00G) will be the
focal point for visits by the HAC S& S. SPAWAR 00G wi | |
noti fy SPAWAR OOP of all upcom ng HAC S& requests and w ||
furnish to OOP copies of all interimand final reports on such
i nvesti gati ons.

5. Pr ocedur es

a. Response to Inquiries.

(1) Congressional correspondence received by SPAVWAR
Headquarters or subordinate activities will be routed to OOP
who will liaison with OLA as directed in reference (f), to
determ ne the appropriate actions and deadlines. Wthin
SPAWAR cl ai mancy, primary action officers tasked to prepare or
review a response nust do so within one working day, unless
ot herwi se stated by O0OP. |If the matter involves the HAC Sé&l,
SPAWAR 00G wi | | have oversight over the visit but will consult
wi th O0P, as appropriate.
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(2) Field Activities will keep OOP advi sed of al
congressional inquiries and responses. Wen a field activity
receives an inquiry directly or indirectly by a CODEL or
t hrough anot her command, OOP will be notified by tel ephone
i mmedi ately and foll owed-up by an e-mail containing as nuch
information as is available regarding the request. The target
draft response tinme is one-working day after receipt of the
request. A draft, prepared and cleared through the head of

t he organi zation, should be e-mailed or faxed to OOP. |If the
inquiry requires nore than the allotted tinme, OOP should be
notified and an extension will be requested from OLA.
Requests for extension are not usually granted. If an

extension is granted, an imediate witten interimreply is
required notifying the CODEL of the reason for the delay and
the estimated time of response.

(3) Tel ephone inquiries will be handled with the sane
expedi ency and using the same procedures as witten requests.
At the headquarters, telephone inquiries will be referred to
00P, who will coordinate and staff the responses as
appropriate. |If a subordinate organi zation receives a
tel ephone inquiry froma H Il or district office, the inquiry
and proposed response will be prepared in witing and e-nmmil ed
or faxed to OOP for staffing and response.

(4) SPAWAR Headquarters personnel wll advise 0O0P of
any planned actions that m ght be of congressional interest,
affect constituents, or inpact progranms and initiatives. This
includes, but is not limted to, invitations for briefings,
ri bbon cuttings, open house cel ebrations, and other
cerenmoni es. Information about major changes in the status of
SPAWAR activities and progranms will be prepared and forwarded
to OOP within the required tinmefranes.

b. Congressional Visits.

(1) CODEL visits, with or without prior notice, nust
be reported i mediately to O0OP by tel ephone. [Information
requests during the visits will be consistent with security
directives. OOP will coordinate notification to senior
agencies in the chain of command and, time permtting, the
overall visit should it extend to other Echelon Il commands or
Field Activities. Subordinate conmands to be visited wll
provide as much information as possi bl e about the visitor, the
pur pose, and any special issues or interests.
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(2) Reference (a) requires that at the conclusion of a
visit an after-action report will be submtted to OLA unless
acconpani ed by an OLA escort. Subordinate conmands wil |
forward their report via e-mail to OOP upon the conpletion of
a CODEL visit. If the visit is investigative, any
deficiencies noted along with any i nmedi ate action taken wi |
be rel ayed to 00P and 00G.

(3) If a congressional visitor requests access to
records or information of an investigative, sensitive, or
potentially controversial nature, the requestor wll be
advi sed that approval will first have to be obtained through
the chain of command. Every courtesy will be extended and
every effort nade to obtain an approved response w thout any
unnecessary del ays. Requests will be tel ephoned i medi ately
to OOP who will provide further instructions.

(4) DOD policy prohibits mlitary commands or
activities fromparticipating, directly or indirectly, in the
solicitation of votes in an election. Requests to conduct any
formof political canpaign activities by an incunbent or
first-time candidate will be discouraged on the basis of that
policy. Be particularly sensitive to visits that involve
| arge gatherings or nedia interest. |If the request is not
voluntarily wi thdrawn, no response will be given until
gui dance has been received from 00P

c. Congressional Requests for Briefings or Wtnesses.

(1) CODEL requests, such as, briefings or witnesses to
appear before Congress as subject matter experts or key
testifiers in Congressional investigations shall be pronptly
reported to OOP. That office will coordinate and cl ear
proposed testinmony for hearings, and provide gui dance and
training to the prospective witness in accordance with
reference (Q).

(2) OOP will assign preparation of the testinony to
t he appropriate organi zati on or headquarter code, and review
the testinony prior to submtting to OLA for review and
cl earance.

(3) OOP will coordinate all aspects of the testinony
fromcontent to training and arrange an escort for the
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hearing. Prior to testifying before a congressional
commttee, personnel will famliarize thenselves with the
contents of all pertinent posture statenments (e.g., those of
t he Secretary of Defense, SECNAV, CNO, and Chairman of the
Joint Chiefs of Staff), and the pertinent sections in
references (a) through (g).

(4) When notified of a request to appear before a
congressional commttee or neet with a CODEL in connection
with a hearing or briefing, the command will notify OOP of the
request within 24 hours. The command or individual will send
an e-mail to OOP with pertinent information describing the
maj or points discussed, including any questions and answers.

d. Contract Award Announcenents

(1) Because of the privileged informtion contained in
contract awards, announcenents of $5 mllion or nmore will be
announced by OASD (PA) and OLA concurrently. $5 mllion to
$49 mllion announcenments nust be received in the Chief of
I nformation office (CHINFO and OLA by 11:00 a.m the day
before the contract award. $50 mllion or nore announcenents
must be received in CH NFO and OLA by 2:00 p.m two days
before the contract award.

(2) To avoid any confusion, be sure to state in both
e-mai|l and on the announcenment cover letter, the date intended
for DoD to make the official 5:00 p.m announcenent. SPAWAR
contract award announcenents will be prepared and forwarded by
O0P. Subordi nate commands should ensure they are in the
review cycle for contract announcenents, forward a copy of
announcenents and forward any background i nformation or fact
sheets to 0O0OP

6. Action. All conmponents of SPAWAR headquarters and its
activities will conply with the policies and procedures set
forth in this instruction.

[ s/
K. D. SLAGHT

Di stributi on:
SPAWAR Li st 4
SNDL Part 11
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