USDA Conference or Training Event Request

I. Basic Information

Agency: 

Staff/Office: 

Name of Conference or Training:  

Requested Location of Conference or Training (City and State):

Dates of Conference or Training: 

Recurring Event:


 FORMCHECKBOX 
 Yes


If Yes, Frequency:    _________

 FORMCHECKBOX 
 No

Total Event Cost:

If Total Event Cost is over $100,000, have you obtained clearance from the Assistant Secretary for Administration?

 FORMCHECKBOX 
 Yes (a copy of the approval must be attached)

 FORMCHECKBOX 
 No

Location Type:




 FORMCHECKBOX 
 USDA Facility

 FORMCHECKBOX 
 Federal Facility

 FORMCHECKBOX 
 University

 FORMCHECKBOX 
 Commercial
II. Attendee Information
Total Participants:
_______
Sponsoring/Attending Agency Participants: 


_______
Other USDA Participants: 




_______
Non-USDA Participants: 




_______
III. Justification
1. Please explain how the conference will help further the agency’s mission or the Department’s strategic plan.

2. Please explain why the conference or training event is “must-do” considering the limited budgets of the agency.

3. Please explain why the information cannot be effectively shared through another means such as a teleconference, video conference, or the Internet.

4. The number of employees attending is justified.

5. Is the meeting location is near where most attendees are stationed?  If not, a detailed cost analysis must be performed for at least two alternate locations.  The cost analysis must be documented on the Location Cost Comparison chart in section IV below.  If more than 3 locations are compared, please either use another Cost Comparison chart or include all the items requested in section IV within the documentation you provide.

6. If the meeting location is not a USDA or government facility, please provide an explanation over why a government facility is not being used.  Please also provide supporting documentation detailing that research was performed to determine the availability and usability of a government facility.

7. The location is appropriate and justified and a prudent person would not think it as a waste of their tax dollars for this conference in this location.  

8. Please attach a copy of the conference/training/meeting agenda.  The agenda does not have to be a final version.

IV. Location Cost Comparison
	
	Location 1
	Location 2
	Location 3

	City & State of Event
	
	
	

	Type of Facility (USDA, Federal, University or Commercial)
	
	
	

	
	
	
	

	TDY Transportation Expense: (Airfare, car rental, mileage, etc.)
	
	
	

	TDY Per Diem Expense: (Lodging & M&IE)
	
	
	

	Other TDY Expenses
	
	
	

	Total Local Travel Expense (Expenses from local participants: subway, parking, mileage, etc.)
	
	
	

	Total Travel Expense
	
	
	

	Speaker Fees
	
	
	

	Printing & Reproduction
	
	
	

	Rental/Facility Charges
	
	
	

	Other Costs
	
	
	

	Description of Other Costs
	
	
	

	Total Conference Cost
	
	
	

	
	
	
	

	Event Total Cost
	
	
	


For each location listed above, please provide an explanation of the pros and cons of each.  If additional documentation is attached for a location rather than an explanation being provided, please note that by writing, "see attached documentation".

Location 1:

Location 2:

Location 3: 
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