Checklist for Evaluation of Proposed Conference
	Bureau(s) / Office(s) Participating:  Lead and Others to Participate:
	Lead Bureau
	Other Bureau 
	Lead Office
	Other Office

	
	
	
	
	

	Name and Contact Information of Conference Planner:
	Contact Name
	Contact Email
	Contact Phone

	
	
	
	

	Conference Title/Subject:
	

	Purpose/Objective (Please submit conference agenda or other conference material):
	

	Date(s) and Location: 
	

	How is this conference listed in your annual plan?  
	

	Estimated Number of Participants:
	

	Estimated Cost (Conference; Related Travel; Other; and Total): Report the totals here and attach an agenda, a listing of travelers, place of origin/duty station, travel costs for each, and per diem.
	Conference cost
	Travel Cost
	Other cost
	Total Cost

	
	
	
	
	



Attendance Review Checklist
	1.
	Have attendees recently attended similar conferences?  Note redundancy vs. supplementary / complimentary event.
	Yes
	No
	Comments on Similar Conferences

	
	
	
	
	

	2.
	Have the appropriate attendees been selected? (number and categories) 
	Yes
	No
	Comments

	
	
	
	
	

	3.
	Has analysis been done to determine cost effectiveness of conference location?  
	Yes
	No
	Comments

	
	
	
	
	

	3a.
	Is fee appropriate for conference location?
	Yes
	No
	Comments

	
	
	
	
	

	3b.
	Were alternative conference locations considered?  Include cost comparison with at least three alternative locations considered if available (Provide Cost Analysis). Was least costly location selected? If not, provide rationale for rejecting less costly alternatives. Note:  Not applicable to external hosted conferences.
	Yes
	No
	Comments

	
	
	
	
	

	3c.
	Was a Government facility selected or considered for host location? If no, document reason not selected.  Note: Not applicable to external hosted conferences.
	Yes
	No
	Comments

	
	
	
	
	

	4.
	Was the use of video-conferencing technology considered for this conference?
	Yes
	No
	Comments

	
	
	
	
	

	5.
	Is the location within allowable per diem limits? 
	Yes
	No
	Comments

	
	
	
	
	

	5a.
	If not, have all requirements to authorize the conference lodging allowance been completed?
	Yes
	No
	Comments

	
	
	
	
	

	6.
	Is the length of conference appropriate?
	Yes
	No
	Comments

	
	
	
	
	

	7.
	Will meals be provided at conference? If so provide details and justification.
	Yes
	No
	Comments

	
	
	
	
	

	7a.
	Have appropriate procedures to decrease per diem for provided meals been put in place?
	Yes
	No
	Comments

	
	
	
	
	

	8.
	Is a meeting/event planner to be used; at what cost? Was review completed to ensure planner does not receive kick-back?
	Yes
	No
	Comments

	
	
	
	
	

	9.
	Are the fees paid to speakers appropriate? Are speakers appropriate for objective of conference? Were credentials verified and suitability checked?  Please provide a list of speaker’s fees.
	Yes
	No
	Comments

	
	
	
	
	



	

	Bureau Reviewer Name
	Bureau Reviewer Signature
	Date

	
	
	

	
	
	

	Assistant Secretary Name
	Assistant Secretary Signature
	Date

	
	
	

	

	PFM Reviewer Name 
	PFM Reviewer Signature
	Date

	
	
	

	

	PFM Reviewer’s Conclusion (Recommend Approval, Disapproval, or Other Action by Deputy Assistant Secretary-BFPA) 

	

			

	Deputy Assistant Secretary-BPFA  Approval Signature (under $100,000)
	Deputy Assistant Secretary-BPFA Disapproval Signature
	Date

	

					

	Deputy Secretary Approval Signature (over $100,000)
	Deputy Secretary Disapproval Signature
	Date

	
	
	




