CRITERIA FOR CONFERENCE APPROVAL

DOE 0 110.3 – CONFERENCE MANAGEMENT

Provide short precise bullet statements to support approval/disapproval rationale.  
	PROGRAM MISSION

Specifically, is the conference related to the mission and goals of the organization?  
· Explain
	APPROPRIATE
The conference is normally appropriate if it improves employee’s ability to meet mission and goals related to safety, new technology, efficiency or cost effectiveness.  Only a minimal number of Federal and /or contractor employees should attend.  Conference attendance should not result in any conflict of interest.
Conferences outside of the USA:  Attendee must be a featured presenter of a technical issue or a significant, mission-critical finding 
	NOT APPROPRIATE
The conference is normally not appropriate if it (i) enhances networking opportunities,     (ii) promotes familiarity with consulting methods. or (iii) offers chance to combine family vacation with conference attendance.

It is not appropriate to send more than the minimum required number of Federal and/or contractor attendees since this may provide perception of inappropriate action through association.


	PURPOSE & OBJECTIVE
What is the purpose of the proposed conference, (e.g. professional training or mission information not available elsewhere)?

· Explain

	The conference is appropriate if it provides technical updates and/or new research data that assist organization in meeting mission and strategic goals.   Also consider if the conference is nonrecurring or is held only every three to five years.   

	The conference may not be appropriate if it (i) has a non-technical application; (ii) is not related to attendee’s official duties and responsibilities; presents information that is old and non-technical in nature.  Attendance at monthly or annual professional meetings and conferences accomplish same purpose.  

	EXPECTED BENEFITS

What benefits will be derived from conducting/attending this conference?  
· Explain


	The conference is considered appropriate if (i) content extends across the organization; (ii) benefits meet the mission and strategic goals; (iii) conference information will be shared or used to train others in a new technical program or safety awareness.  
	The conference is normally not appropriate if the information can be obtained from published reports or other available sources.  The conference is never appropriate if a personal goal takes precedence over the organization’s mission and strategic goals.

	LOCATION/FACILITY
Is this location the most cost effective and have other locations been considered?
· Explain
	The conference is normally appropriate if (i) the location allows for good logistics with moderate to low travel and per diem cost; (ii) a cost comparison for several locations shows cost benefit; and (iii) historical records, reviewed to compare past and present cost, show cost effectiveness. 
	The conference may be inappropriate if (i) location has high travel and per diem cost; (ii) decision was based on consideration of only one location with no cost comparison of previous conferences.

	EXPENSES

What is the cost of the conference?  
· Attendance Cost
· Travel and Per Diem Cost
	The conference is normally appropriate if the cost is reasonable compared to prior years and the conference technical information is needed to accomplish mission and strategic goals. 
	The conference is normally not appropriate if similar types of information or a similar conference is available locally at a significantly lower cost.

	TRAINING

What percentage or number of hours will be devoted to job related training?  
· Explain
	The conference is normally appropriate if training is at least 50 % of the total program and has formal technical presentations  for 8 hours each day.
	The conference is normally not appropriate if training consists of only casual or panel discussions that are fewer than 8 hours in duration.


	OVERALL

Do all of the criteria in this document show that the conference is appropriate?

· Explain
	In order to be appropriate, the conference must meet each of the criteria in this document, or a justification must be approved to demonstrate that the criteria not met are not applicable for reasons stated in the justification.
	The conference is normally NOT appropriate and attendance not justified if all of the criteria in this document are not met (but see final category under the “Appropriate” column for extenuating circumstances that may be justified.
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