How to Request Official Representation Funds - ORF
1. All requests for ORF must comply with the provisions of DoD Directive 7250.13 (available over the internet (go to HTTP://DTIC.mil/whs/directives/corres/dir.html/)); click on “Directives”    
2. Requests should be directed/received in advance (preferably 15 days”) to:

Director of Financial Management


12th Floor, Crystal Square 2,


1550 Crystal Drive


Crystal City, Virginia 22203

3. All requests should contain the following information:

a) Nature of function (e.g. luncheon; official gifts) 



b) Purpose/Justification 

c) Dates(s) of function/s or events


d) Places of function/s or events


e) Estimated cost/s


f) Guest list, showing 1) the host, 2) all
 invitees/attendees with titles and organizations they represent; if official gifts are to be presented, you must show name, titles and organizations of the gift recipients. Forms are available at (703)699-3361 to assist in the requesting process 
g) Point of contact (POC) including room and telephone numbers 

4. All requests must go through your administration officer (first) for their coordination

5. All requests should be signed by an ASD, USD, or their Principle Deputy 
6. All requests will be processed by the Representation Funds Manager, Financial Management Directorate, WHS, ext;(703)699-3361, who will telephone POC re: approval/disapproval and follow up with memorandum giving further instructions 
