SAMPLE REQUEST AND JUSTIFICATION TO SPONSOR A CONFERENCE

Command Letter Head

From:  (Requestor)
To:      (Approving authority)
Via:     (as necessary)

Subj:  CONFERENCE APPROVAL REQUEST FOR (NAME OF CONFERENCE)

Ref:    (a) ALNAV 072-11
           (b) Joint Ethics Regulations
           (c) Joint Federal Travel Regulations
           (d) OASN (FM&C) memo of 12 May 2006
           (e) OASN (FM&C) memo of 2 Mar 2007

Encl:  (1) Conference Agenda
          (2) Event hosting cost estimate (from OSD website)
          (3) Event attending cost estimate (from OSD website)
          (4) Total Cost comparison (will include three potential locations if more than 30 attendees in TAD status)

1.  In accordance with the references, the subject conference approval is submitted for approval.  The following conference information is provided:

Conference Sponsor:
Conference Dates: (including travel days)
Frequency of Conference: (quarterly, semiannually, etc. and last dates held)
Estimated number of attendees: (# of attendees in TAD status, # of local attendees)
Conference location: (include both facility and city, state)
Total cost: (from enclosures (3) and (4)) Include Appropriation
Conference point of contact:

2.  Purpose.  Provide a statement of the conference’s purpose, the mission requirements, and how the conference is suited to meet mission requirements. Explain the expected conference end-state. 

3.  Agenda. Discuss detailed agenda of the conference with all planned speakers, programs, ceremonies and other activities for attendees. A detailed agenda by day should be included as Enclosure 1.

4.  Non-Federal Entity Support. If the conference is being held in conjunction with or in co-sponsorship with a non-federal entity, include an ethics review from command legal counsel and, if required, the associated co-sponsorship agreement.

5.  Length/Frequency of Conference.  Justify conference length and why it must be held at the prescribed frequency (e.g., semi-annual, quarterly, or annual). 

6.  Number of Attendees.  Identify number of attendees by organization and physical location. Show the number of attendees in TAD and local status (no TAD).  Provide a justification detailing how the number of attendees is the minimum required to achieve conference mission. 

7. Cost Analysis.  Use OSD cost tool at: (https://www.cape.osd.mil/costguidance/CostOfHostingEvent/HostingEventWorksheet_PROD.asp).  Provide results in enclosures (2) and (3).  Provide total cost of hosting the conference in enclosure (2); provide the cost of attending the conference in enclosure (3).  Also, provide cost comparison for three geographic sites if there are more than 30 attendees in TAD status in enclosure (4).  Discuss other options considered (teleconferencing, video conferencing, or train-the-trainer) and why they were not acceptable. Include any cost savings strategies compared to previous conferences.  Discuss efforts to reduce audio/visual equipment rental and support costs.  

8.  Cost Controls. Conference sponsors must include, separately from the approved template, a listing of all actions taken to reduce the overall cost of the conference (e.g., reduced number of attendees, reduced days of event, or other actions taken) with the associated cost reduction. Following the event, sponsors must provide the number of actual attendees, compared to the number requested in the conference approval package.

9.  Location.  Military installations or Government-owned or leased space must receive first consideration.  

    a.  A minimum of three geographic sites should be considered for conferences with 30 or more attendees in a TAD status. (see enclosure (3)).  Provide an analysis of the three sites to include any overriding operational reason why the conference must be held in the selected city.  

    b.  Confirm that the conference sponsor considered: (1) availability of rooms at established government per diem rates; (2) travel distance for the majority of attendees; (3) Travel costs including local travel, ground transportation, use of rental cars; (4) consideration of lower, off-season hotel rates and their willingness to exempt taxes for lodging.

10.  Military installations or Government-owned or leased space must receive first consideration.  Explain all efforts to first secure military or Government space and why military or Government space is unavailable or unsuitable.  Describe venue selected and apply selection criteria.
  
11.  Lodging and Meals.  As a general rule, appropriated funds are not authorized to purchase food and beverages. If meals are being provided at government expense in lieu of per diem provide the following:

    (a) A justification for using appropriated funds to purchase food and beverages, with local legal endorsement.
    (b) The cost of each meal being provided.
    (c) Whether meals are contracted separately. 
    (d) Whether the appropriate proportional meal rate (PMR) has been used (for additional information on PMR, go to http://www.defensetravel.dod.mil/site/faqpropmeal.cfm).  
    (e)  Whether the cost of government-furnished meals plus the PMR exceeds the per diem rate for the location. 
    (f)  Whether each traveler will receive notice to ensure travelers correctly annotate their travel orders to not allow full per diem.


12. Refreshments.  Refreshments are a personal expense and will not be provided at Government expense.  Conference planners may offer attendees the opportunity to purchase refreshments as a personal expense not reimbursable by the Government.  On rare occasions refreshments may be both non-severable (not identifiable as a separate charge in the facility costs) and non-negotiable (that is, the facility will not reduce the cost of the venue if refreshments are refused).  In these situation, refreshments may be provided at Government expense.  However, this situation is rare, and by signing the conference request, the submitting official is attesting to the fact that the refreshments are non-severable and non-negotiable.  Any refreshments provided at Government expense must be specifically addressed in this request and reviewed by legal counsel.  

13. Mementos.  State whether mementos will be provided at government expense.

14.  Fees.  State whether a conference registration fee or exhibitor (vendor) fee will be collected; state the amount of the fee being collected for each person or vendor, and list all expenses and costs covered by the fee.  Collection of fees must be conducted as permitted by applicable law, regulation and policy.  Any conference or exhibit fee must be explicitly addressed in this request and reviewed by legal counsel.

15. Classified Information. State if classified information will be discussed during the conference. If so, discuss what steps will be taken to limit audience to cleared personnel and hold conference in locations approved for the discussion of classified information.

16.  Spousal Travel.  If spousal travel is required for the event, provide a detailed justification for the spousal travel, to include the purpose of travel, an agenda of spousal events, and an estimate of the total costs associated with the spousal travel.  

17.  Honorariums or Speaker Fees.  State whether honorariums or speaker fees will be paid and costs per speaker.  DoD guidance caps speaker fees at $2,000 per speaker.  Any exceptions must be approved by the next higher organizational echelon or command.

18.  Security Assessment.  Provide threat and vulnerability assessments for the conference facility site and any specific security requirements for the conference facility.

19.  Attestation.  By submitting this conference request, I hereby attest to the accuracy of the information in the request, including the necessity for the conference, the cost-benefit analysis, and the cost estimates.  I understand that:

· All conference related contracts must be signed by a warranted contracting officer or, when authorized a government purchase cardholder.
· A government employee will not commit the government to the use of any facility, sign any agreement or otherwise obligate the government for conference facilities or support before approval of the conference by the conference approval authority.
· Lodging and meals for local attendees is not authorized.
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