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SAMPLE REQUEST AND JUSTIFICATION TO SPONSOR A CONFERENCE

From:
(Requesting Command)

To:
(Approval Authority)

Via:
(Regional Commander)

Subj:
REQUEST APPROVAL TO SPONSOR A CONFERENCE 
1.
Request approval to sponsor the following conference:


a.
Name of conference.


b.

Dates of conference.


c.

Location.


d.

Specific goals (How does the conference relate to accomplishment of the assigned mission?).


e.

Conference objective (Is it clear and attainable?).


f.

Conference justification (Is this the most cost-effective and efficient means of accomplishing the objective? Have all less costly alternatives been considered (include site cost comparison)?  If a recurring conference, is the requirement still valid or frequency of event considered?).


g.

Presenters (Will the presentations be balanced in terms of point of view and professional expertise as well as professional development through participation?).


h.

Target audience. 

i.

Attendees (What is the total number? What activities will be represented? Is there compelling rationale for multiple attendees from one activity?  Are there any non-Federal participants or attendees?  If so, what is their relationship to the Federal government and have all regulations governing their participation been observed, including legal review?).


j.

Proposed agenda (Has it been minimized to the number of dates needed to meet the objective?  When civilian attendance is required, has the agenda been formulated to minimize travel outside of normal work hours?).
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k.

Estimated total Navy cost: (Did the decision on site selection, attendees, and use of facilities take into account associated resource costs?).



(1)
Travel



(2)
Per Diem



(3)
Lodging



(4)
Administrative costs



(5)
Other (specify)



(6)
Total costs

2.  Point of contact information including phone number and e-mail address.







Signature Block
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