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From:  (Official Title of Submitting Command)
To:    Department of the Navy, Assistant for Administration)
Via:   Director, Navy Staff (if addressed to DON/AA)

Subj:  REQUEST FOR (NAME OF YOUR COMMAND) TO HOST (COMPLETE  
       NAME OF CONFERENCE AND ASSOCIATED CONFERENCE DATES) 
       [ALL CAPS]
 
Ref:   (a) DoD 5500.07-R, Joint Ethics Regulations
       (b) DSD Memorandum of 29 Sept 2012
       (c) OSD 000293 - Handling Budgetary Uncertainty in Fiscal
           Year 2013
       (d) ALNAV 006/13 - Risk Mitigation Fiscal Planning of 11
           Jan 2013
       (e) Budget Guidance Memorandum BG12-3A of 14 Jan 2013
       (f) ALNAV 007/13 - P4: Risk Mitigation Fiscal Planning
           of 16 Jan 2013                                                   

Encl:  (1) Conference Brief Sheet – Attendance at DoD Hosted
           Conference Only (Must complete and include)
       (2) Conference Agenda (Must include)
       (3) Matrix for Conference Requests (Provided to assist,
           no need to include in request)
       (4) Memorandum of Agreement with Co-Sponsor (Must include
           if applicable)
       (5) Cost Assessment & Program Evaluation (CAPE) Costing
           Summary (Must include)

1.  Per references (a) through (f), request you endorse (name of command) to host (name and date(s) of conference here.  Also, include a general summation sentence for the event.  Include cost per person for this event, and cost per person, per day.  Calculate these values based only upon the length of the conference, do not include travel days.  **If $3,000 per person and/or $600 per person per day are exceeded, include a detailed explanation of the costs and a request to approve in lieu of.  If spouse travel and/or Invitational Travel Orders (ITOs) will be requested, discuss here with total number of spouses and total cost for ITOs).

2.  “Execution of this event is mission essential.”  (Sentence must appear exactly as written.  Additionally, state reason for 

[bookmark: _GoBack] (
CLASSIFICATION (IF REQUIRED)
)
 (
CLASSIFICATION (IF REQUIRED)
)Subj:   REQUEST FOR (NAME OF YOUR COMMAND) TO HOST (COMPLETE  
        NAME OF CONFERENCE AND ASSOCIATED CONFERENCE DATES) 
        [ALL CAPS]

essential status, citing any applicable references, statutes, and/or stating licensure or accreditation requirements).

3.  This event is co-sponsored by (full name and abbreviation of co-sponsor.  Describe relationship and purpose of co-sponsorship.  Co-sponsorships with a non-federal entity are limited to recognized scientific, technical, educational, or professional organizations and must be approved by the Assistant General Counsel (Ethics) who is the DON Designated Agency Ethics Official (DAEO)).  “Memorandum of Agreement to co-sponsor event is included as enclosure (4).”  (Sentence must appear exactly as written).

or

“There are no co-sponsors for this event.”  (Sentence must appear exactly as written).

4.  “All cost reduction measures have been implemented.”  (Sentence must appear exactly as written.  Cite all examples of cost reduction efforts, i.e. “Costs were reduced by hosting this event at location X instead of location Y, saving $20 per room per night and co-locating the conference with the hotel).  “Enclosure 5 is the CAPE estimate detailing all associated costs and fees.”  (Sentence must appear exactly as written.  Complete CAPE estimate at (https://www.cape.osd.mil) and attach as enclosure (5).  Must provide a complete copy of the actual document from the CAPE website).

5.  “I certify that participation in this conference will significantly advance the Department of the Navy’s mission, and that the associated expenses and activities comply with all applicable travel, conference, and acquisition regulations.”  (Sentence must appear exactly as written).

6.  For any questions, please contact (Provide your command POC with phone number and email). 



                                 I. M. ADMIRAL
                                 (FO/SES Signature)
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