OFFICE SYMBOL
SUBJECT: Request Approval to sponsor the (insert name of event), (dates)

YOUR OFFICIAL LETTERHEAD

(office symbol)	(date signed)


MEMORANDUM THRU (if applicable) 

FOR (Approval Authority in accordance with Army Directive 2011-10) 

SUBJECT: Request Approval to (Sponsor or Cosponsor) the (insert name of event), (dates) 


1.  Event. (Insert name of sponsoring proponent) requests approval to conduct the (insert name of conference). (Insert dates of conference), at (Insert the location of the conference).

2.  Purpose and Justification. Explain why the conference is being held; include any applicable regulations or directives. If the conference is being cosponsored, include a full explanation of what is being provided and exchanged. If the conference is in conjunction with a non-Federal entity, additional requirements apply (refer to Army Directive 2011-20, paragraph 9). 

3.  Cost-Benefit Analysis. Explain the benefits of holding the conference. Explain why lower cost alternatives such as teleconferencing, video conferencing or Web conferencing were not feasible and include any cost savings features from previous conferences. For any conference requiring travel, include a certifying statement that the objectives of the conference cannot be satisfactorily accomplished less expensively by correspondence, teleconferencing, Web-based communications or other appropriate means. 

4.  Analysis for Location Selection. Military installations or Government--owned or leased space must be considered first. Cleary demonstrate efforts to first secure military or Government space. For conferences with 30 or more attendees, state the three geographic locations surveyed and provide the rationale for the selected location. (For example, you should demonstrate where the majority of your attendees are traveling from and why the geographic location is most cost-effective.) Then clearly identify the three venues considered, including costs and any other factors used in the selection. If using commercial space within the National Capital Region (NCR), you must request approval from Washington Headquarters Services, Defense Facility Directorate, Space Policy and Acquisition Division and include the division's approval as an enclosure to the conference request. 

5.  Attendees. Provide information on your expected attendees (for example, all general officers in the medical profession on the East Coast). Include what measures have been taken to discipline attendance to ensure the minimum number of attendees. Then, complete the following chart for your expected attendance. 






	Number of military attendees
	0

	Number of DA civilian attendees
	0

	Number of contractor attendees
	0

	Number of all other attendees
	0

	Number of foreign government attendees
	0

	GRAND TOTAL
	0

	
	

	Of the attendees:
	

	    Number of local attendees (not on TDY)
	0

	    Number of Army-funded attendees
	0

	    Number of spouses traveling at Government expense
	0



6.  Security. Provide contact information for the security office handling this conference. State the classification of the conference and certify that the procedures outlined in AR 380-5 (Department of the Army Information Security Program) have been followed, if applicable. If any personnel from a foreign government are attending or if any classified information will be discussed, certify that coordination has been done with the Office of the Deputy Chief of Staff, G-2 (DAMI). You must enclose a conference security assessment, including threat and vulnerability assessments for the conference facility site and any specific security requirements for the conference facility, with your conference request. If the facility has not been selected at the time of the request, include as much information as is known. 

7.  Funding and Contracts. Clearly explain how the conference is funded. Explain who is paying for all costs associated with the event and what funding source they are using (e.g., regular Operation and Maintenance, Anny; official representation funds (ORF); registration or exhibit fees; or any other Government agency funds).  Include funding from both the conference proponent and attendees' organizations. For example, state whether attendees' organizations are funding travel and reimbursable registration fees. (A full explanation of registration fees should be included in paragraph 10.) If applicable, state the amount of ORF being requested and the date the ORF packet was submitted or will be submitted in accordance with AR 37-47 (Representation Funds of the Secretary of the Army). If the contract vehicle is known, include details. Enclose with your request any vendor proposal documents that will be relevant to decision-making. 

8.  Meals and Incidental Expenses. Stale whether any meals will be provided at Government expense in lieu of per diem. State the cost of each meal (including gratuity and applicable taxes) per person. (For example, each day attendees will be provided breakfast, lunch and dinner at the following costs: B = $#/person, L = $#/person, D = $#/person OR conference attendees will be provided lunch each day at $#/person). If a Government-furnished meal is provided, the proportional meal rate (PMR) applies to military personnel and DA civilians for each day meals are furnished. Further, you must demonstrate that the cost of the Government-furnished meals plus the PMR does not exceed the per diem for the locale. If meal breaks are worked into the agenda and attendees will purchase all meals with their provided per diem or optional non-reimbursable registration fee, please indicate: “No Government-furnished meals." In the "Estimated Cost" table in paragraph 12, you will need to show the calculations of meals and incidental expenses (M&IE) and Government-furnished meals to make sure attendees are given the proper M&IE rate. Travelers are authorized 75 percent of M&IE on their departure and return dates (that is, travel days). 

9.  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 are both non-segregable (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). However, this situation is rare, and by signing the conference request, the submitting official is attesting to the fact that the refreshments are non-segregable and nonnegotiable.  Any refreshments provided must be specifically addressed in the written legal review submitted with the conference request. 

10.  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 the written legal review submitted with the conference request. Please ensure that you refer to the policy document for additional requirements governing fees. 

11.  Honorariums or Speaker Fees. State whether or not honorariums or speaker fees will be paid and the cost paid for each speaker. In general, fees are limited to $2,000 a person, but refer to your command policy and/or DOD 7000.1 4-R, Volume 10, chapter 12, paragraph 1208 (Payments of Fees for Guest Speakers, Lecturers, and Panelists) for more information.

12.  Estimated Costs. State the estimated costs for all expenses listed in the table and show all calculations; examples of appropriate remarks and calculations are provided. Costs should include any Army funds to be expended, whether by the conference proponent or attendees' commands or organizations. 
  

	Expense
	Estimated Cost
	Applicable Remarks

	Lodging costs for attendees
	$
	(Hotel rate) x (# nights) x (# of attendees on TDY) = $_. Use the per diem lodging rate to show whether the lodging is within per diem. If the # of nights per attendee varies (e.g., support staff arrives early), show the calculations.

	M&IE costs for attendees
	$
	FIRST & LAST DAY OF TRAVEL: (M&IE rate) x 75% x (2 travel days) x (# of attendees on TDY) = $_ 

CONFERENCE DAYS (w/no Government-furnished meals): (M&IE rate) x (# full conference days) x (# of attendees on TDY) = $_ . 

CONFERENCE DAYS (with Government-furnished meals): (PMR) x (# days with Government-furnished meals) x (# of attendees on TDY = $_ .

NOTE: PMR is used for any days the Government provides one or two meals; if it provides three meals, only incidentals are allowable. See the PMR Computation Table at enclosure 4 for more information on PMR and allowable per diem.

	Government-furnished meals
	$
	List each meal separately. (Cost per meal) x (# of attendees authorized Government-furnished meal) = $__ 

	Travel costs for attendees
	$
	(Average price of plane ticket) x (# of attendees) and/or POY reimbursement or other travel methods.

	Meeting space rental costs
	$
	Include all costs associated with facility rental space per proposals. If the facility is in the NCR, include the statement ·WHS approval has been included with this request.

	Audio-Visual costs
	$
	Include any audiovisual cost estimates (screens, microphones, etc.)

	Fees for guest speakers, lecturers, or panelists
	$
	Include cost for each speaker, travel costs, or any other costs associated with speakers. Include approval of honorarium if $2,000 limitation is exceeded.

	Printing or reproduction costs
	$
	Reproduction costs for handouts.

	Standard supplies
	$
	Name tags, pens, paper, folders

	Security costs
	$
	If applicable, as recommended by the appropriate security office.

	Other specific costs, such as van rental, telephone fees, and computer fees
	$
	For example, van needed to transport supplies to venue.

	Contracted facilitator or coordination cost
	
$
	Include the contract or requisition # if known. Include description of what it covers and estimated costs.

	Personnel and associated costs
	$
	Provide estimated military/DA civilian personnel costs associated with coordinating, preparing and executing conference. Include any lodging or transportation required to plan and execute the conference (i.e., site visits). Do NOT include the personnel costs (salaries and benefits) of those attending the conference, other than support staff. For assistance with personnel rates and calculations, refer to https://www.cape.osd.mil/costguidance/).

	GRAND TOTAL
	$
	




13. Point of Contact. (Provide organization contact information: name, phone number, email address.) 



	

Encls

	

(reviewing official signature block)


NOTE: The following items must accompany this request: 
1. Conference agenda 
2. Legal review 
3. Security review 
4. Vendor proposals (if any) 


5

