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NAVAL WEAPONS STATION, YORKTOWN INSTRUCTION 5730.1

From: Commanding Officer, Naval Weapons Station, Yorktown

Subj: LEGISLATIVE AND CONGRESSIONAL INQUIRIES

Ref: (a) OPNAVINST 5700.12 series
(b) SECNAVINST 5730.5 series
(c) Federal Acquisition Regulation (FAR), Subpart 5.4
(d) SECNAVINST 5740.24 series

1. Purpose. To implement references (a) and (b) and establish
procedures for processing inquiries and other official business
received from Members of Congress, congressional committees, and
their representatives on board the Naval Weapons Station,
Yorktown.

,2. Policy. Congressional inquiries will be handled
expeditiously and completely and will reflect a spirit of
courtesy and helpfulness. Responses will be prepared within 5
working days of receipt. Procedures for the preservation and
release of classified and official information, as set forth in
references (b) through (d) shall apply.

3. Responsibilities

a. The Administrative Department (Code 02) will forward all
legislative and congressional inquiries to the Public Affairs
Officer (PAO) for action.

b. The PAO will:

(1) Coordinate congressional relations for Naval Weapons
Station, Yorktown.

(2) Coordinate responses to congressional inquiries with
the appropriate department heads and prepare appropriate
responses for the Commanding Officer's signature.

(3) Coordinate with the PAO of Naval Base Norfolk
(COMNAVBASE) for legislative inquires and responses which deal
with Navy policy or may have implications for other naval
installations.

c. Counsel will review and/or assist in the preparation of
all responses prior to submission to the Executive Officer for
review. Final responses will be signed by the Commanding
Officer.



WPNSTA YORKTOWNINST 5730.1
"t ''''

.

' E.T'r~ 1':}i;:~
'" J n;...,. ..".....

4. Procedures

a. Response to Written Inauiries:

(1) All congressional correspondence received by Naval
Weapons Station, Yorktown will receive prompt attention by the
PAO. Appropriate personnel at the Station will be contacted by
the PAO to supply information to be used in the response. A
proposed response will be prepared by the PAO and forwarded to
the Counsel and Executive Officer for review. The PAO will
finalize the response and forward it to the " Commanding Officer
for signature.

(2) If the inquiry involves Navy policy or may have
implications for other naval installations, the response will be
coordinated with COMNAVBASE Norfolk, Public Affairs Officer, and
a copy of the response will be sent to both COMNAVBASE and
CINCLANTFLT PAO's.

(3) Unless a full reply can be made within 5 workiQg days
from the time of original receipt by the Station, an interim
reply will be made to the member of Congress or a request for an
extension will be made by the PAO. An interim reply should
provide as much relevant information as is available, including
the reason for needing additional time and the date when a final
reply may be expected (ordinarily within 10 to 30 days).

b. Replies to Oral Inauiries:

(1) Oral inquiries received by any office within the
Station shall be referred to the PAO.

(2) Inquiries relating to Navy policies, plans, and other
matters of manifest importance to COMNAVBASE and CINCLANTFLT
shall be referred by the Station PAO to the appropriate PAO for
action.

c. Pro90sed Leqislation. Naval Weapons Station, Yorktown
management personnel who, in the course of their work, become
aware of the necessity for new legislation to improve their
operations should submit an appropriate recommendation,' with
supporting data to the PAO for processing and coordination with
COMNAVBASE and CINCLANTFLT.

d. Conqressional Aspects of Prosgective Actions. Naval
Weapons Station, Yorktown staff codes and department heads shall
promptly advise the PAO of any actions initiated or to be
initiated by them which, in their judgment, may have important
effects upon congressional relationships. Sufficient advance
notice should be provided in order for COMNAVBASE and CINCLANTFLT
to be notified and appropriate/timelyadvicemay be given to the
members of Congress or the congressionalcommittees concerned. .
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e. Conqressional Reauests for Briefinqs or Witnesses. All
congressional requests for briefings or witnesses, from whatever
source received, shall be promptly reported to Code OOP or Code
OOL (DSN 953-4939/7641;Commercial757 - 887-4939/7641).

f. visits to Naval Weapons Station, Yorktown by
Conqressional Personnel or Political Candidates:

(1) Unannounced Congressional Visits:

(a) Visits without prior notice by individual members
of Congress, or their aides or staff members of a congressional
committee shall be reported by telephone to the PAO, DSN 953-
4939; Commercial (757),887-4939. The PAO will notify the
Commanding Officer and Executive Officer. Every possible
courtesy, consistent with applicable security directives, shall
be extended to the visitors. Initial information should include
identification of the visitors and the reason for the visit.
Tours of the Station will be conducted by the PAO.

(b) If during the course of an unannounced
congressional investiqation at the Station, any deficiencies
noted and immediate on-the-spot action is indicated/possible, the
Commanding Officer shall take such action and advise COMNAVBASE
and CINCLANTFLT accordingly.

(2) Proposed Congressional visits:

(a) Immediately upon receiving information from a
source indicating a proposed congressional visit, a Report of
Congressional Visit shall be prepared by the Public Affairs
Officer (Code OOP) and forwarded to the Commanding Officer and
Executive Officer. The report will contain the following
information: place to be visited; names of congressional
committee, subcommittee, task force or special survey group or
team, as applicable; names of members of Congress or aides,
congressional committee members, or staff members, including
position titles, to make visit; date of visit, purpose of visit,
and any other pertinent comments.

(b) A report of the visit will be made by the PAO in
the COMNAVBASE Close of Business Report.

(3) Requests for Records or Information. If access to
Station records or information of an investigative, potentially
investigative, sensitive, potentially controversial, classified
or business sensitive, or proprietary nature is requested by a
congressional visitor, the person making the request will be
referred to Station Counsel. Every courtesy shall be extended
and every effort made to avoid unnecessary delay.
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(4) Requests for visits by Political Candidates. Navy
activities are prohibited from participation directly or
indirectly in the solicitation of votes in an election. A
request to conduct any form of a political campaign during a
visit should be discouraged on the basis of reduced productivity
which would result from the interruption of work, as well as DOD
policy precluding defense activities from association with the.
solicitation of votes in a political election. If the request
for such a visit is not voluntarily withdrawn, local approval or
disapproval will not be given until guidance has been received
from the Chief of Legislative Affairs, who shall be informed of
the request through the chain of command.

5. Directive Review. The PAO is responsible for the annual
review and update of this instruction. .
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