Attachment E

MEMORANDUM FOR Director/Associate Director, DoDDS-Europe

Subject: Request Approval to Hold a Conference 

References:  (a) DoDEA Administrative Instruction 8000.5, Fiscal Responsibility in Containing Conference Costs, April 14, 2005  

                     (b) DoD Office of General Counsel Memorandum, Subject:  Use of Appropriated Funds to Purchase Food at Conferences, Meetings, and Events, September 1, 2005


In accordance with reference (a), the purpose of this memorandum is to obtain approval for the conference identified below.



a.  The [insert division/district name] proposes to hold a conference for the purpose of [explain the purpose of the conference ].



b.  The proposed conference supports the DoDEA mission by [describe how the proposed conference supports the mission].



c.  To meet mission requirements, it is necessary for [insert number] DoDDS personnel to attend this conference.  [insert number] attendees will be in travel status and [insert number] attendees will not be in travel status.



d.  Based on the following information obtained through market research, we have determined that [insert name of city] is the best location for this conference.  Our research produced these results:  The total estimated cost of the conference will not exceed $3000.  [Alternatively, if costs are expected to exceed $3000, insert names of other cities considered and estimated costs associated with each city.]
[DEPENDING ON RESULTS OF MARKET RESEARCH USE ONE (BUT NOT BOTH) OF THE FOLLOWING SUBPARAGRAPHS e.]


e.  The proposed expenses for employees in travel status do not exceed the daily limitation imposed by the Joint Travel Regulation.

[OR]



e.  Market research failed to locate a suitable facility within the Joint Travel Regulation’s daily lodging rate; therefore, in accordance with JTR paragraph C4950-M, a conference lodging rate not to exceed 125% of the JTR’s daily lodging rate is required.  The proposed expenses for employees in travel status do not exceed the daily limitation (including this increased conference lodging rate) imposed by the JTR.

[IF THE PROPOSED CONFERENCE IS A TRAINING CONFERENCE AND YOUR ANALYSIS INDICATES THAT USE OF APPROPRIATED FUNDS IS AUTHORIZED TO PURCHASE MEALS AND/OR REFRESHMENTS FOR ALL ATTENDEES (INCLUDING THOSE NOT IN TRAVEL STATUS), USE THE FOLLOWING PARAGRAPH.]

As described above, the purpose of this conference is employee training which falls within the purview of 5 USC 4109.  Based on the planned schedule, the use of appropriated funds to purchase some meals and/or refreshments for all attendees, regardless of travel status, is authorized.  This determination is based on an analysis of the factors cited in reference (b) for training meetings and covers the meals and/or refreshments listed on attached justification.  


The point of contact for this request is [insert name and phone number].







[Insert Superintendent’s/Division Chief’s






signature block]
Attachment

As stated

This request is ____ approved ____ disapproved.







DIRECTOR/DEPUTY DIRECTOR







DoDDS-Europe

JUSTIFCATION FOR USING APPROPRIATED FUNDS TO PURCHASE MEALS AND/OR REFRESHMENTS FOR GOVERNMENT EMPLOYEES ATTENDING A CONFERENCE/MEETING

PURPOSE OF CONFERENCE/MEETING: ______________________________

Will all employees be in travel status?  Yes___  No___  (If yes, skip Part A and go directly to Part B.  If no, complete Part A.)

PART A – MEALS (ATTENDEES NOT IN TRAVEL STATUS)

	Criteria for using appropriated funds to purchase meals for employees not in travel status: Appropriated funds are available for such costs only where necessary for the employee to obtain the full benefit of the training.  For example, where essential training is conducted during a luncheon session, food may be provided at Government expense.  Simply labeling a session as a “training event” is not sufficient; instead, the event must be a substantive program designed to improve trainee and agency performance.  

In the columns below list the dates and meals for which you believe the Government should pay.  GIVE THE REASON FOR EACH MEAL.  MERELY RE-STATING THE CRITERIA GIVEN ABOVE WILL NOT BE SUFFICIENT JUSTIFICATION.  YOUR REASONS MUST BE SPECIFIC TO THIS PARTICULAR EVENT.

	Date
	Meal (i.e., breakfast, lunch, or dinner)
	Reason

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


PURPOSE OF CONFERENCE/MEETING: ______________________________

Are you proposing that the Government should pay for refreshments?  Yes___ No____  (If yes, complete Part B.  If no, skip Part B.)

PART B – REFRESHMENTS

 (ALL ATTENDEES REGARDLESS OF TRAVEL STATUS)

	Criteria for using appropriated funds to purchase refreshments: Appropriated funds are available for such costs only where necessary for the employee to obtain the full benefit of the training.  For example, where essential training is conducted during a luncheon session, food may be provided at Government expense.  Simply labeling a session as a “training event” is not sufficient; instead, the event must be a substantive program designed to improve trainee and agency performance.  

In the columns below list the dates and refreshment periods for which you believe the Government should pay.  GIVE THE REASON FOR EACH REFRESHMENT PERIOD.  MERELY RE-STATING THE CRITERIA GIVEN ABOVE WILL NOT BE SUFFICIENT JUSTIFICATION.  YOUR REASONS MUST BE SPECIFIC TO THIS PARTICULAR EVENT.

	Date
	Refreshment Period (i.e., morning or afternoon)
	Reason

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


To the best of my knowledge and belief the information I’ve given above is accurate.







_(signature)______________________







Type your name and title

[Note:  Attach completed form to conference approval memorandum.]
