DEPARTMENT OF THE NAVY
BUREAU OF MEDICINE AND SURGERY  
		7700 ARLINGTON BOULEVARD 
FALLS CHURCH, VA 22042

IN REPLY REFER TO



Subj:  REQUEST FOR NAVY PERSONNEL TO ATTEND (COMPLETE NAME OF
       CONFERENCE AND ASSOCIATED CONFERENCE DATES) [ALL CAPS]

										5050
                                                  Ser 00/
                                                  [Date Stamp]

From:  (Official Title of Submitting Command)
To:    Chief, Bureau of Medicine and Surgery (or Endorser)
Via:   Deputy Chief for Resource Management/Comptroller (or Endorser)

Subj:  REQUEST FOR NAVY PERSONNEL TO ATTEND (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 Non-DoD Hosted
           Conference Only (Must complete and include)
       (2) Conference Agenda (Must include)

1.  Per references (a) through (f), request you endorse the attendance of (Insert total number; included Name of attendee if only one attendee will be attending) Navy Personnel at (Name 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.  **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).

2.  “Attendance at this event is mission essential.”  (Sentence must appear exactly as written.  Additionally, state reason for essential status, citing any applicable references, statutes, and/or stating licensure or accreditation requirements.  Specify if attendee(s) is/are presenting, a panel member, chair, etc.).

3.  “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 having attendee drive POV ($310 round-trip) versus flying from Point A to Point B ($598), which would also require a rental car.”  State specifically if any or all costs will be offset by a gift of travel, grant, endowment, reimbursement by an outside agency or group, etc.  Clearly state the final total cost to the DoD.  If this is a recurring event, include total cost from previous year and demonstrate cost reductions, i.e. due to a decrease in numbers, venue change, etc., in keeping with direction to reduce costs by 30% from 2012-2013). 

4.  “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).

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



                                 I. M. ADMIRAL
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