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1. Purpose

Secretary of the Army Directive 2011-20 conveys that “it is imperative that the Department of the Army exercise strict fiscal responsibility in planning and executing our programs and activities, including conferences.”  USAREUR will comply with this directive by ensuring our conference processes and procedures contribute to cost savings and elimination of waste.  This guidance has been developed to aid both conference planners and approval authorities.
2. Applicability

This guidance applies to USAREUR Headquarters Staff as well as all Subordinate Units involved with the planning, approval, and execution of a conference.

3. References
3.1. Secretary of the Army Memorandum dated 14 Oct 11, subject: Army Directive 2011-20 (Department of the Army Conferences).

3.2. USAREUR Memorandum dated 13 Jan 12, subject: Delegation of Authority for Conference Approval.

3.3. USAREUR Memorandum dated 26 Jan 12, subject: USAREUR Conference Manager Appointment.
4. Responsibilities

4.1. Conference Approval Authorities (CAA) will:

4.1.1. Closely consider cost savings and the elimination of waste when reviewing conference requests.

4.1.2. Approve conference requests that provide clear value to USAREUR and correspondingly the Army.

4.1.3. Disapprove conference requests that do not comply with Army Directive 2011-20.  
4.2. Conference Proponents will:
4.2.1. Consider cost savings and the elimination of waste in conference planning.
4.2.2. Submit conference requests, conference approvals, and After-Action Reports (AARs) within the designated timeframes.

4.2.3. Ensure conference requests, conference approvals, and AARs include the appropriate level of detail and utilize the required templates.
4.2.4. Route conference requests, conference approvals, and AARs to the appropriate authorities to gain approval and to initiate funding and contract releases.
4.2.5. Coordinate with their servicing Staff Judge Advocate prior to making a determination if an event is exempt from AD 2011-20.  
4.3. Conference Manager (CM) will:
4.3.1. Ensure conference requests going to either the Administrative Assistant to the Secretary of the Army (AASA) or the Deputy Commanding General (DCG) are appropriately staffed.

4.3.2. Ensure conference requests going to either the Administrative Assistant to the Secretary of the Army (AASA) or the Deputy Commanding General (DCG) are submitted within the designated timeframes.

4.3.3. Notify all respective proponents of approval or disapproval of conference requests as soon as a decision has been made.

4.3.4. Gain DCG’s concurrence and forward one consolidated report for submission to the AASA on a semi-annual basis.

4.4. Resource Manager (RM) will:
4.4.1. Receive appropriate approval documentation from conference proponent prior to the release of any funds.
4.4.2. Establish the work breakdown structure (WBS) within the General Fund Enterprise Business System (GFEBS) to accurately track and report on the actual costs of conferences.
5. Conference Request Packet
In order to assist each proponent with the preparation of a conference request packet, a standard Conference Request Memorandum has been provided (See Appendix A for details).  A checklist has also been developed to ensure all necessary areas, as defined by the Secretary of the Army Directive 2011-20, have been addressed before submitting for approval.  Refer to Appendix B for a copy of this checklist.
6. Conference Approval Process 
Once the conference proponent has developed the conference request, it must be approved by the appropriate CAA prior to proceeding with the execution of the conference.  USAREUR has defined three monetary thresholds for obtaining approval for a conference request that aligns with the intent of Secretary of the Army Directive 2011-20.
Note: All requests will be submitted for approval no later than 90 days prior to the scheduled conference start date.  Failure to comply with this time limitation may result in disapproval of the conference request.
6.1. For conferences estimated to cost greater than or equal to $500K or that will be held in conjunction with a non-Federal-entity (NFE):

6.1.1. The AASA acts as the CAA.

6.1.2. Forwarding of these requests to the AASA for a decision will be handled through normal staffing procedures as defined in AE Regulation 1-10.

6.1.3. The conference requester will create a Staff Action Summary (SAS) and attach the Conference Request Memorandum (Appendix A) along with any supporting documentation (e.g. Cost Benefit Analysis (CBA)).
6.1.4. The SAS will be loaded into the Task Management Tool (TMT) and coordinated with the following:
6.1.4.1. G8, Business Practices & Stewardship Branch (BPSB)
6.1.4.2. Office of the Judge Advocate (OJA)
6.1.4.3. Installation Management Command (IMCOM), Document Control Office (DCO)
6.1.4.4. GO/SES level Staff Principal

6.1.5. Once the SAS has been coordinated, the request will be reviewed by the DCG for endorsement.

6.1.6. Once the DCG has endorsed the request, the Secretary General Staff (SGS) acting as the USAREUR CM, will send the request to the AASA for approval or disapproval.  Once the AASA has made a decision, the CM will notify the proponent.
6.1.7. If the conference request has been approved, the proponent that made the request will notify their respective RM and provide documentation of approval (e.g. SAS) so that a WBS can be created in GFEBS to accurately track actual costs of the conference.

6.1.7.1. USAREUR G8 HEB will establish a WBS template for conferences.

6.1.7.2. Fund Center RMs will establish the code for the individual conferences.
6.1.7.3. The proponent will publish this code to all potential attendees requesting that each attendee include this code in all TDY documentation for accurate tracking of the actual costs. 
6.2. For conferences estimated to cost less than $500K but greater than or equal to $100K:

6.2.1. The USAREUR DCG acts as the CAA.

6.2.2. Forwarding of these requests to the DCG for a decision will be handled through normal staffing procedures as defined in AE Regulation 1-10.

6.2.3. The conference requester will create a SAS and attach the Conference Request Memorandum (Appendix A) along with any supporting documentation (e.g. CBA).
6.2.4. The SAS will be loaded into the TMT and coordinated with the following:
6.2.4.1. G8, BPSB

6.2.4.2. OJA

6.2.4.3. DCO

6.2.4.4. GO/SES level Staff Principal

6.2.5. Once the SAS has been coordinated, the request will be reviewed by the DCG for approval or disapproval.

6.2.6. Once the DCG has made a decision on the request, the SGS, acting as the USAREUR CM, will return the request to the requester.

6.2.7. If the conference request has been approved, the proponent that made the request will notify their respective RM and provide documentation of approval (e.g. SAS) so that a WBS can be created in GFEBS to accurately track actual costs of the conference.

6.2.7.1. USAREUR G8 HEB will establish a WBS template for conferences.

6.2.7.2. Fund Center RMs will establish the code for the individual conferences.

6.2.7.3. The proponent will publish this code to all potential attendees requesting that each attendee include this code in all TDY documentation for accurate tracking of the actual costs. 
6.3. For conferences estimated to cost less than $100K:

6.3.1. A USAREUR GO or SES in the requester’s Chain of Command (other than DCG) acts as the CAA.  For those requesting units that do not have a GO/SES in their direct Chain of Command or supervision, the CAA is the USAREUR G3.  To further specify:
6.3.1.1. USAREUR primary G-staff that have a GO or SES member will act as their CAA.

6.3.1.2. USAREUR special staff, JMTC, and any others that do not have a GO or SES member will forward their approval requests to the USAREUR G3.

6.3.1.3. The CG or DCG of the 21st TSC will act as their CAA. 
6.3.2. Forwarding of these requests to the CAA for a decision will be handled in accordance with that GO/SES regular staffing procedures.

6.3.3. The conference requester will create a Conference Request Memorandum (Appendix A) along with any required supporting documentation (e.g. CBA).
6.3.4. The request will be reviewed by the CAA for approval or disapproval.

6.3.5. Once the CAA has made a decision on the request, the requester will be notified.

6.3.6. If the conference request has been approved, the proponent that made the request will notify their respective RM and provide documentation of approval (e.g. SAS) so that a WBS can be created in GFEBS to accurately track actual costs of the conference.

6.3.6.1. USAREUR G8 HEB will establish a WBS template for conferences.

6.3.6.2. Fund Center RMs will establish the code for the individual conferences.

6.3.6.3. The proponent will publish this code to all potential attendees requesting that each attendee include this code in all TDY documentation for accurate tracking of the actual costs.

7. Requirements After the Conference
7.1. Within 30 days after the conference has been held, an After-Action Report (AAR) must be completed and forwarded to G8, BPSB for review.  Refer to Appendix D for the USAREUR standard format.
7.1.1. A report must be run from GFEBS in order to accurately capture the true actual costs of the conference.

7.1.2. Therefore, the proponent that held the conference must coordinate with their respective Fund Center RM to run this report and assist with validation of the actual costs to include in the AAR.
7.1.3. The G8, BPSB will review the AAR for accuracy and completeness.  The G8, BPSB will maintain a copy for auditing purposes and for consolidation into the USAREUR conferences semi-annual report. 
7.2. On a semi-annual basis, a report must be generated and forwarded to the AASA providing specific information on all USAREUR conferences held during the reporting period.
7.2.1. During these two periods, the G8, BPSB will generate one consolidated report using information contained on each of the individual AARs for all conferences covering the reporting period.

7.2.2. The G8, BPSB will staff the consolidated report to all respective CAAs within TMT for concurrence before forwarding on to the CM.
7.2.3. The CM will gain the DCG’s concurrence and then forward to the AASA.
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