COMMUNICATION PROCEDURES WITH THE DEFENCE STRUCTURES FOR THE FOREIGN MILITARY ATTACHÉS ACCREDITED IN THE REPUBLIC OF ALBANIA

TABLE OF CONTENT
	No.
	PARAGRAPH
	Page 

	1. 
	Title page
	1

	2. 
	Preamble
	3

	3. 
	Attachés Accreditation
	3

	4. 
	Introductory and farewell visits
	4

	5. 
	Contact procedures
	4-5

	6. 
	Procedures to be taken into consideration by the attachés
	5

	7. 
	Meetings and Visits
	6

	8. 
	Joint meetings of the Military Attachés
	6

	9. 
	Invitations
	7

	10. 
	Benefits from AAF Facilities and services
	7

	11. 
	Conclusion
	7

	12. 
	Annex
	8-9


COMMUNICATION PROCEDURES WITH THE DEFENCE STRUCTURES FOR THE FOREIGN MILITARY ATTACHÉS ACCREDITED IN THE REPUBLIC OF ALBANIA

Reference: Council of Ministers Decision, No. 229, dated 23.04.2004, “On the Approval of the Official Ceremonial of the Republic of Albania”
1. PREAMBLE
a. The Minister of Defense personally, and on behalf of the Armed Forces of the Republic of Albania welcomes all Foreign Military Attachés accredited in our country, residents or non-residents in Tirana, and wishes that their mission and their activity in Tirana will contribute in strengthening the cooperation between the Armed Forces of the Republic of Albania and the Armed Forces of the countries they represent. 
b. The aim of this document is to well-coordinate the relationships between either Foreign Military Attachés (MAs) accredited in the Republic of Albania, or Diplomatic Representatives of the countries which do not have Military Attachés in Albania, and the Defense institutions of the Republic of Albania (MoD/GS/ Force Commands) and all their subordinate structures, as well as to give them maximal support during the time they will be serving in Albania..
c. The term Foreign Military Attaché Office (FMAO) is the organizational unit/structure within the diplomatic mission, accredited in the Republic of Albania, which refers to the military institutional representation of the delegating country and it includes all the Foreign Military Attachés, Deputy Military Attachés and their adjutants, who are subordinate to the Military Attachés accredited in the Republic of Albania. 
d. The Military Attaché managing the Foreign Military Attaché Office holds a diplomatic status and is accredited as a Land, Maritime and Air Force Attaché to the Government of the Republic of Albania represented by the Ministry of Defense.
e. The Foreign Military Attaches in Albania are part of the  "Association of  the Military Attachés of Tirana", headed by a dean who is elected from the  annual meeting of the association and  represents their interests in the Ministry of Defense and  the Armed Forces of  the Republic of Albania.

2. ATTACHÉS ACCREDITATION

Foreign Attachés and their deputies are appointed by the governments of their countries, and their accreditation is realized through the Ministry of Foreign Affairs of the Republic of Albania in compliance with the procedures provided in the Document of Vienna  for the diplomatic issues, 1961 (Article 7 ) and in the Council of Ministers Decision, No. 229, dated 23.04.2004, “On the Approval of the Official Ceremonial of the Republic of Albania”, and in compliance with the international relations with Albania, which are subject to the bilateral agreements.
3.  INTRODUCTORY AND FAREWELL VISITS
a. Prior to the date of taking the office, the FMAO should send the personal data of the MA/D.MA and the military attaché’s office. (Annex A)
b. The Departure and arrival date of the attaché are submitted in written form from his/her embassy to the Protocol Directorate of the Ministry of Foreign Affairs and it is also sent to the NATO, EU and  Foreign Affairs Directorate  in the Ministry of Defense for its attention, at least 15 days prior to the date of departure. 
c. If the new attaché has arrived and is accredited before the departure of the former attaché, the introductory and farewell visits may be arranged together.
d. The introduction and farewell visits are to be attended with military uniforms (A-Class).
e. When conducting the introductory and farewell visits, or for any other reason, the Military Attachés enter the Ministry of Defense via Gate 1 (the North-Eastern Gate and park their vehicle in the parking lot in front of the Foreign Language Centre where they are waited and escorted by the representative of the NATO, EU and Foreign Affairs Directorate in the Ministry of Defense or by any other authorized person from this Directorate. 
f. Upon completion of the introductory visit to the MoD/ NATO, EU and Foreign Affairs Directorate the foreign Military Attaché is considered to have officially assumed his duty. 
4. CONTACT PROCEDURES
a. The Foreign Affairs Sector in the NATO, EU and Foreign Affairs Directorate in the Ministry of Defense is the only authorized official channel of the verbal or written communication between the foreign Military Attachés and the defense structures (MoD/GS/Force Commands) as well as all their subordinate structures..
The Foreign Affairs Sector address is:
“Ministria e Mbrojtjes, Drejtoria e NATO, BE dhe Marrëdhënieve me Jashtë, Sektorit të  Marrëdhënieve me Jashtë: Rruga e Dibrës,  Tiranë, Shqipëri, kutia postare nr. 2423.
b. The personnel of the Foreign Affairs Sector, in order to fulfill in due time the requests of the Foreign Military Attaches during their service in Albania, has to address all the requests and concerns/problems of the MA on time and according to all procedures, as foreseen in the Albanian norms and regulations. The specialist that covers that position is responsible for the realization of the bilateral cooperation. The coordinator for the military attaches coordinates and follows the activities/ meetings and the visits of the Military Attaches.
c. The Diplomatic Representatives, that do not possess an accredited Military Attaché, may contact the Ministry of Defense (MoD) via the Ministry of Foreign Affairs (MFA) of the Republic of Albania.
d. If necessary, after the first contact regarding a certain matter, the Foreign Affairs Sector may provide a Point of Contact (POC) for the Military Attaché in order to have a direct contact with the relevant authority regarding the details of this matter. In such a case, the Military Attaché sends a copy for information to the NATO, EU and Foreign Affairs Directorate in the Ministry of Defense
e. When traveling abroad, if the Military Attachés delegate their signature authority to their adjutants/deputies or other authorized persons in their embassy, they shall notify the NATO, EU and Foreign Affairs Directorate in the Ministry of Defense at least two days prior to their scheduled trip. (Annex C)
f. All materials or correspondence in the form of official letters, printed or reproduced documents, private letters, magazines, catalogs, invitations, greeting or appreciation cards, packages, etc., except sensitive documents which should be dispatched via authorized couriers,  shall be submitted to “Ekspedita e Ministrisë së Mbrojtjes”, through Gate No 2.
g. In case of emergencies, the Military Attaches and their deputies may hand over the materials/documents directly to Foreign Affairs Sector.
The contacts for this sector are as follows:
Tel: 00355 4 2226601 ext. 1458/1371/1341 

Fax: 00355 4 2228325 / 2225227

E-mail: atasheinfo@mod.gov.al 
When later than the official working hours, in exceptional circumstances, if there is a failure of getting in touch with the Foreign Affairs Sector Staff, the "Joint Operations Center" shall be contacted, provided that the requirements do not consist of   detailed or classified issues:
Telephone: 00355 4 2228250 or 00355 4 2226601/ext. 1050/1088 

Fax: 000355 4 2270408

E-mail: qbo.fa@aaf.mil.al 
5. PROCEDURES TO BE TAKEN INTO CONSIDERATION BY THE ATTACHÉS. 
a. In order to submit the original copy of the document sent by foreign Military Attachés to the Albanian authorities, regardless of the classification, all written correspondence shall be prepared in Albanian or English language and sent to the NATO, EU and Foreign Affairs Directorate in the Ministry of Defense as one copy (unless differently stated in this directive). The paperwork must be signed by the Military Attaché or by an official who is authorized by the Attaché, in case the Attaché is not in Tirana.    
b. The nature, content and the necessary time to reply to the letter  of the foreign Military Attaché, may vary according to the intensity of the activities of the respective authority office, but no later than 14 (fourteen) calendar days.
6.  MEETINGS AND VISITS 
a. Foreign Military Attachés may have official meetings and visits with civil/military officials of MoD/GS and their subordinate structures of the Republic of Albania. These meetings/visits will be held in the Ministry of Defense, General Staff, Forces Commands, and in their subordinate structures as well. 
b. All meeting requests of foreign MAs have to be made at NATO, EU and Foreign Affairs Directorate in the Ministry of Defense by filling out “Meeting Request Form” (Attached). (Annex B)
c. The requests for meetings with high instances like the Minister, Chief of Staff as well as Deputy Ministers and Deputy Chiefs of Staff, have to be sent at least 10 days prior to the meeting. The Foreign Affairs Sector will coordinate the meeting date in 10 (ten) days from the date of the request submission. In case it is impossible to arrange the meeting within this time limit, the respective attaché will be notified for the meeting date.
For meetings with the personnel of the MoD and GS (director/chief of branch etc.), the requests have to be sent 5 (five) days prior to the meeting. The meetings of the MA with the personnel of the MoD and GS (excluding the stakeholders of the institution) will be carried out in the facilities of the NATO, EU and Foreign Affairs Directorate. The Foreign Affairs Sector will coordinate the meeting date in 5 (five) days from the date of the request submission.
The requests for visits on subordinate structures of the MoD and General Staff (force commands and units), have to be sent out 25 (twenty five) days prior to the visit. The Foreign Affairs Sector will coordinate the meeting date in 25 (twenty-five) days from the date of the request submission.
If in the requested meetings the MA will be accompanied by other persons, their names have to be declared in the form. Additional personnel, who are not declared, must not participate in the meetings
d.  The visit requests of the personnel of the Embassies accredited in the Republic of Albania, who are not part of the staff of the Military Attaché Office (reference paragraph 2/c), shall be made through the Ministry of Foreign Affairs.
e. Visit requests of Foreign Military Officials made to Albanian Defense authorities (military or civilian), shall be sent to the NATO, EU and Foreign Affairs Directorate through the MA of their countries. The request shall be submitted along with their biographical information (CV, ID photocopy attached).
f. The visits can be realized after approval of the requested authority.
g. During their visits to the Albanian headquarters and military institutions, the Military Attachés and other military personnel, must wear the military uniform according to the nature of the activity or visit. During routine visits military attachés can wear official civilian attire (suit and tie for informal business)
h. For all Attachés accredited in RA (non-resident) shall be applied flexible procedures related with all procedures provided in this document.
7.  JOINT VISITS OF THE MILITARY ATTACHÉS
a. Other than individual visits of the foreign military Attachés in the military units or facilities, the Attachés accredited in the RoA do also arrange joint visits, which are organized by the Military Attachés Association in cooperation with the NATO, EU and Foreign Affairs Directorate according to the annual plan approved by the Albanian Defense Authorities.
b. The visits schedule is provided to the Attachés accredited in the RoA, from the Coordination Sector of Attachés and Military Representatives. The Attachés accredited in the Republic of Albania informs the Foreign Affairs Sector/Coordinator of Military Attachés prior to the activity, for their participation or non participation. 
8. INVITATIONS 

a. Invitations for the Albanian Military Authorities (military/civilian) to cocktails, buffets, dinners, receptions etc. organized by foreign MAs or embassies, are delivered to "Ekspedita e Ministrisë së Mbrojtjes”, through Gate No.2, in an envelope with the inscription “For the NATO, EU and Foreign Affairs Directorate”.
b. The invitations along with the guests’ roster shall be submitted, if possible, 14 (fourteen) calendar days in advance of the event, in order to be forwarded to the respective authority in the right time.  
9. BENEFITS FROM AAF FACILITIES AND SERVICES
a. Foreign MAs and their accredited dependents can benefit from the facilities/services of the Albanian Armed Forces, such as military hospitals and hotels, based on reciprocity, existing bilateral or multilateral agreements and the capabilities and capacities of these facilities, based on the current tariffs same as  those benefited by the Albanian Military personnel.
b. Foreign Military Attachés, deputy attachés/adjutants, may take advantage of the military hotels during their mission in our country. The request for making use of the military hotels for summer holidays should be made in the NATO’s Directory, BE and Foreign Relations Department no later than April 15th.
c. Other than those specified in bilateral or multilateral agreements and emergency situations, the civil persons of diplomatic delegations and their subordinates, may not take advantage of the military facilities/services.

10.  CONCLUSION
The Ministry of Defense of the Republic of Albania hopes that the written document "Communication Procedures with the Defense Structures for Foreign Military Attachés accredited in the RoA" will facilitate the mission of the Foreign Military Attachés accredited in the Republic of Albania and be implemented through a mutual understanding in order to further improve the friendly relations between our countries.
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