MOBILE TRAINING TEAM REQUEST FORM
________________________________________________________________________
MTT REQUEST PROCESS

All requests for DINFOS MTT support for public affairs, broadcast, or visual information training should be directed to the Defense Information School, Operations Section.  Requests must be received at least 60 days prior to the requested training date.  The request may be e-mailed to dma.meade.dinfos.list.dot-admin, mailed to DINFOS DOT, 6500 Mapes Road Ste 5620, Fort George G. Meade, MD 20755-5620 or faxed to (301) 677-4355.  MTTs are supported where and when possible.  However, since DINFOS only has resources for resident training, MTTs can be supported only when support of the MTT has no impact upon resident training.  Combatant Commanders should request MTTs for Foreign Governments within their Area of Responsibility (AOR), by using their respective military Service Training Office, which then contacts the Security Assistance Officer (SAO) at the American Embassy within your AOR.  The SAO coordinates all such training requests with the appropriate U.S. military Service counterpart, i.e., the Air Force Security Assistance Team (AFSAT), the Naval Education and Training Security Assistance Field Activity (NETSATFA) or the Security Assistance Training Field Activity (SATFA), for the Army.  The only exceptions are Canada, Mexico and Russia, whose requests should be worked through their Embassy.
REQUIRED INFORMATION

MTT requests should include, but are not limited to, the following information:
Title of Course:

Name of unit/organization requesting support:

Description of target population to be trained:

Number of students:

Number of sites:

Dates/Alternate dates:

Tasks to be trained/objectives to be met:

Mission Impact if training request not supported:

Security Clearance required (yes or no):

Equipment required and whether available on-site:

Training room/facility accommodations:

Statement that per diem/travel will be paid by requesting organization for MTT instructors:

Suspense date:

P.O.C. name, phone number, and e-mail/postal address ________________________________________________________________________________________________________________________________________________

DINFOS POC 

Primary:  Mr. Thomas Hughes 301-677-4603 / DSN 622-4603 

e-mail:  thomas.m.hughes7.civ@mail.mil 
Alternate: DOT Admin 301 677-5029/DSN 622-5029  

e-mail:  dma.meade.dinfos.list.dot-admin
REQUIRED SUPPORT

For OCONUS training, the requesting activity will be responsible for all billeting and transportation arrangements.  Additionally, appropriate classroom facilities, required equipment, and training aids should be provided as defined by the DINFOS MTT instructors. 

FUNDING SUPPORT

1. Requesting unit/organization provides funds for travel/per diem for DINFOS MTT instructors.

2.  DINFOS will provide a TDY worksheet with estimates to requesting unit 40 business days prior to MTT start date.

3.  Requesting unit will use TDY worksheets provided by DINFOS to do a cross-organization line of accounting in the Defense Travel System for instructors and send notice to DINFOS this has been done 30 business days prior to MTT start.
4.  Send your questions reference Defense Travel System and Cross Organizational Funding to dma.meade.dinfos.list.dot-admin and they will direct you to the appropriate parties.
