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TEMPORARY RELEASE
(Expires 02/28/2014)

Externally Hosted Conference Memorandum

To:	(Name) Deputy Secretary/Deputy Assistant Secretary - Budget, Finance, Performance & Acquisition (DAS-BFPA)


Through:	(Name) Assistant Secretary – Water and Science

From:	(Name) Commissioner

Subject:	Approval to Attend Conference

In accordance with the requirements in Reclamation Manual Directive and Standard, Approval and Reporting for Conferences Hosted and/or Attended by Bureau of Reclamation Employees (ADM TRMR-56), I request your signatory approval for the attached Bureau of Reclamation personnel to attend (name of conference).

Body of approval memorandum must include:

1. title and date of proposed conference;
1. [bookmark: _GoBack]purpose and objective of conference (what is conference intended to achieve);
1. the following statement if conference expenses are over $100,000 or more:  “Physical colocation of Federal employees in a conference setting is a necessary and cost-effective means to carry out Reclamation’s mission.”
1. whether meals/food will be provided (if food will be provided, must state in this memorandum that conference participants will be notified of the appropriate deductions that need to be made to their per diem for food provided at conference);
1. a statement that attendees will be notified in writing that they must designate the purpose of their trip as “Conference Attendance” in GovTrip; and
1. source of funding for travel.

Your memorandum must have the following documents attached:

1. Department of the Interior Multiple City Cost Analysis Worksheet (see Appendix E of ADM TRMR-56) with only Attendance and Estimated Travel Costs completed.
2. Draft conference agenda.
3. Department of the Interior Conference Attendee Cost Worksheet (see Appendix G of ADM TRMR-56).
4. Department of the Interior Checklist for Evaluation of Proposed Conference (see Appendix F of ADM TRMR-56)

Attachments
Approved □



												
David J. Hayes/Pam Haze							Date
Deputy Secretary/ DAS-BFPA

bc:	Secretary’s Surname
	Deputy Secretary/ DAS-BFPA
	AS/WS
	ES
	PFM
	92-00000, 92-40000 (DDuBray)
	  (w/att to each)

other bcs determined by originating office
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