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CONFERENCE CHECKLIST
	Forwarding Authority and His or Her Certification

	 FORMCHECKBOX 

	Is the proposal endorsed and forwarded by a General Officer or Senior Executive Service (SES) member?

	 FORMCHECKBOX 

	Is the purpose of the conference clearly stated in terms a non-subject matter expert can understand?

	 FORMCHECKBOX 

	If applicable, does the request reference regulations or objectives that authorize the conference?

	 FORMCHECKBOX 

	Does the request contain specific certification that travel is essential because the objectives of the conference cannot be satisfactorily accomplished by correspondence, Web-based communications, teleconferencing or other appropriate means?

	 FORMCHECKBOX 

	Has the request been submitted more than 90 days prior to the planned event?

	 FORMCHECKBOX 

	If the request has not been timely submitted, does it specifically request a waiver?

	 FORMCHECKBOX 

	Does the request give the name and contact information for the conference coordinator?

	Format and Substance of the Request

	 FORMCHECKBOX 

	Does the request follow the template mandated by Army Directive 2011-20?  The Directive specifically notes that, for requests requiring approval by the Assistant to the Secretary of the Army, “Failure to provide detailed information or explanations will result in disapproval of the request.” If a required element does not apply to the particular conference, the requestor must explain why not.

	 FORMCHECKBOX 

	Is there a breakdown of attendees, including the rationale and criteria applied to scope the attendee population and a justification for the number of attendees?

	 FORMCHECKBOX 

	Does the request contain cost information in accordance with Army guidance, with specific cost elements as laid out in the template?

	 FORMCHECKBOX 

	Has the requestor supplied a detailed and credible cost-benefit analysis, which includes an explanation of other options considered 

(VTC, train-the-trainer and so on)?

	 FORMCHECKBOX 

	Does the requestor include savings features that may have been gleaned from previous conferences?

	 FORMCHECKBOX 

	Is there information on site selection (see below for more detail on this requirement)?

	 FORMCHECKBOX 

	Is there a substantive agenda attached which spans the entire conference, listing all planned speakers, programs, ceremonies, and other activities, and  particularly noting any after-hours activities?

	 FORMCHECKBOX 

	Do agendas which include “breakout sessions” explain the purpose and objectives of each of these sessions?

	 FORMCHECKBOX 

	Do agendas note the location for each event?

	 FORMCHECKBOX 

	Is there a conference security assessment attached?

	 FORMCHECKBOX 

	Does it include a force protection assessment? (Note: This element may be addressed, where appropriate, by attaching a copy of the local Criminal Activity and Threat Assessment).

	 FORMCHECKBOX 

	Is there a statement indicating whether foreign government representatives will attend the conference and, if so, a statement that the conference sponsor has coordinated the required screening process in advance? (Note that typical screening time is about 120 days).

	 FORMCHECKBOX 

	Is there a statement indicating whether the conference will involve classified information and, if so, the name and location of the secure US Military installation, other US Government installation, or cleared US contractor facility where the conference will be held?

	 FORMCHECKBOX 

	Has the proponent identified the security officer for the event, and provided his or her contact information?

	 FORMCHECKBOX 

	Has the request received a comprehensive legal review before it is forwarded to the approval authority?

	Location Considerations

	 FORMCHECKBOX 

	Did the proponent first consider a military installation or Government-owned/leased space in which to hold the conference?

	 FORMCHECKBOX 

	If a military installation or Government-owned/leased space was not selected, does the proponent explain why such a space was not suitable or unavailable?

	 FORMCHECKBOX 

	If commercial space is used, were a minimum of three (3) locations considered?

	 FORMCHECKBOX 

	Does the proponent include evidence that a minimum of three quotes were obtained from different commercial locations before selecting one of them?


	 FORMCHECKBOX 

	If the lowest cost commercial location was not selected, does the proponent explain what amenities, benefits, or other considerations led to the selection of the conference location?

	Other Considerations

	 FORMCHECKBOX 

	Does the request list all funding sources used to pay for all costs associated with the event (OMA; RDT&E; ORF; OCO; registration or exhibit fees, or any other government agency funds)?

	 FORMCHECKBOX 

	If ORF is used, is the amount anticipated within USAREUR authority?

	 FORMCHECKBOX 

	If the amount of ORF required exceeds USAREUR authority, does the conference request note this fact along with the date the ORF request was submitted or is expected to be submitted to Army approving officials?

	 FORMCHECKBOX 

	Are any of the following expenses included, and, if so, has the proponent level submitted a legal review justifying the expense?

	 FORMCHECKBOX 

	A written justification for any meals being provided at government expense?

	 FORMCHECKBOX 

	A statement of whether or not a conference or exhibit fee will be collected; the amount collected per person or per vendor?

	 FORMCHECKBOX 

	Honorariums or speaker fees? If so, have these obtained the appropriate organizational level approval?

	 FORMCHECKBOX 

	Have appropriated funds been requested to cover any of these prohibited uses:

	 FORMCHECKBOX 

	Refreshments?

	 FORMCHECKBOX 

	Social events such as golf outings and entertainment?
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