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NAVSEA INSTRUCTION 5050.9

From:
Commander, Naval Sea Systems Command

Subj:
NAVSEA POLICY AND APPROVAL PROCEDURES FOR CONFERENCES

Ref:
(a)
OPNAVINST 5050.24F Ser N09B16 of 20 Jun 02

(b) OSD A&M memo of 29 Nov 01

(c) ASN(RD&A) memo of 27 Feb 02

(d) CompGen Decision B-288266 of 27 Jan 03

(e)
41 CFR Parts 301-11 and 301-74 (Federal Travel Regulations)

(f)
Joint Federal Travel Regulations, Chapter 2, Part S

Encl:
(1)
Joint memo SEA 01 4300/7101.1B Ser 01P1/014 of 
26 Jul 02 and Ser 02 4300 Ser 02/107 of 30 Jul 02

1.
Purpose.  To establish a process and delegate authority for approving conferences.  Reference (a) delegated conference approval authority for all NAVSEA sponsored conferences to the Commander, Naval Sea Systems Command (COMNAVSEA), the Echelon 2 Commander.  This instruction is intended to convey NAVSEA’s policies and procedures regarding conferences and the use of appropriated funds for such purposes.  

2.
Background.  As a result of new Office of Management and Budget (OMB) guidance and changes to the Joint Travel Regulations (JTR) and the Joint Federal Travel Regulations (JFTR) as discussed in reference (b), references (a) and (c) were established to further define the OPNAV and Secretariat requirements regarding the fiscal responsibility for sponsoring a conference.  This guidance is intended to insure that:  (1) conference costs are kept to a minimum, (2) best value is being obtained by the Government, and (3) DoD/Government attendees are staying within normal per diem rates. 

3.
Scope and Coverage.  This instruction applies to all conferences sponsored by NAVSEA Directorates, Staff Codes and Field Activities.  The NAVSEA affiliated Program Executive Officers (PEOs) must get conference approval from the Assistant Secretary of the Navy (Research, Development and Acquisition) (ASN (RD&A)) as directed in reference (c).

4.
Definitions

a.
Conference – A meeting, retreat, seminar, symposium or event that involves attendee travel.  Per reference (a), conferences provide a forum for the exchange of ideas and information, which could not readily be accomplished by other means.  This also applies to training activities where an agency sponsors an employee’s attendance at a conference as a developmental assignment where:



(1)
The announced purpose of the conference is educational or instructional;



(2)
More than half of the time is scheduled for a planned, organized exchange of information between presenters and audience which meets the definition of training in Section 4104 of Title 5, United States Code (the process of providing for and making available to an employee, and placing or enrolling the employee in a planned, prepared, and coordinated program, course, curriculum, subject, system, or routine of instruction or education, in scientific, professional, technical, mechanical, trade, clerical, fiscal, administrative, or other fields which will improve individual and organizational performance and assist in achieving the agency’s mission and performance goals);



(3)
The content of the conference is germane to improving individual and/or organizational performance; and



(4)
Development benefits will be derived through the employee’s attendance.  NOTE:  This does not include regularly scheduled courses of instruction at a Government or commercial training facility.


b.
Light Refreshments – Light refreshments for morning, afternoon, or evening breaks exclude alcoholic beverages and include: coffee, tea, milk, juice, soft drinks, donuts, bagels, fruit, pretzels, cookies, chips, muffins, and similar items.  In reference (d) the Comptroller General ruled that appropriated funds are not authorized to pay for light refreshments at conferences.  The only exception is for cases where specific legal authority exists authorizing payment for refreshments; for example, those sessions classified as training under the authority of 5 USC 4109 for civilians and 10 USC 2013 for military.  In those cases appropriated funds can be used when the cost of refreshments is included as an incidental and nonseparable portion of a training registration or attendance fee, or in cases where the refreshments are necessary to obtain the full benefit of the event. 


c.
Giveaways/Mementos/Awards – According to reference (e), appropriated funds are not available to purchase giveaways or memento items for distribution to conference attendees as a remembrance of the event.  Conference sponsors are also cautioned not to classify giveaway items as “awards”.  Awards are given under the specific legal authority of 5 USC 4503 for civilians and 10 USC 1124 for military.  Awards are subject to strict guidelines and may be given only for specific outstanding achievements related to the employee’s official duties.  While merchandise items of nominal value may be purchased with appropriated funds to be presented as awards, giveaway items distributed to all attendees at a conference do not qualify as awards.  These types of items would be considered giveaways and may not be purchased for distribution at conferences.

5.
Authority and Procedures.  Conference approval authority and procedures are as set forth below.


a.
Commander, Naval Sea Systems Command:  In accordance with reference (a), COMNAVSEA delegates conference approval authority to the Vice Commander for all NAVSEA Directorate, Staff Code and Field Activity sponsored conferences.  PEOs will have their conferences approved by ASN(RD&A).


b.
Vice Commander:



(1)
Each NAVSEA sponsored conference (including those sponsored by field activities) must be approved individually by the Vice Commander prior to any contracts being signed.  There will be no blanket requests or blanket approvals.



(2)
Approval may be granted if:




(a)
The expenditure of travel funds is necessary to meet mission critical requirements and security and legal issues have been addressed in advance.




(b)
The proposed expenditures do not exceed the expected objectives of the conference.




(c)
Professional development and diversity is taken into consideration when planning a conference.  




(d)
The request is in compliance with reference (a).




(e)
All participants will be housed at a location where the rate does not exceed the normal per diem rate.




(f)
A cost comparison has been completed as required by references (e) and (f).




(g)
All less costly alternatives have been explored and found to be inadequate for dissemination of information.




(h)
Every effort has been made to minimize the travel of civilian employees outside of normal working hours.




(i)
All classified information is handled in accordance with the NAVSEA Security Manual.


c.
Requestor:  Conference approval documentation must be forwarded to the Vice Commander through the appropriate chain of command, via SEA 01 and SEA 02, to ensure compliance with   enclosure (1).  The request should address the following questions:



(1)
Does the proposed conference relate to mission essential functions?



(2)
What is the objective of the conference and is that objective attainable?



(3)
Is the conference the most cost effective means to get the word out?  What other alternatives were explored?



(4)
Will this conference provide a forum for differing viewpoints to be addressed?  Is the conference open to women and minorities?  Will this conference afford participants a chance for personal growth?



(5)
Is the cost proportionate to the anticipated results, both in dollars and man-hours?  Will time and money be well spent?



(6)
Was a cost comparison prepared?  What were the results of the cost comparison?  Was it completed in accordance with references (e) and (f)?  Were all resource costs taken into account (travel, per diem, ground transportation, hours away from the office, audio visual, room rental, overtime, etc.)?



(7)
What is the anticipated number of attendees?  What organizations will the attendees represent?  Why should an organization send more than one person to this conference?



(8)
What is the estimated total cost to the Navy (travel, per diem, appropriated funds)?



(9)
Have efforts been made to minimize temporary duty costs through the use of Morale, Welfare and Recreation Department facilities (i.e., conference space and logistical support, and Bachelor Quarters (BOQ/BEQ))?



(10) If this is a recurring conference, when was the last conference?  Is there a need for another conference and, if so, why at this time?



(11) What is the agenda for the meeting?  Can it be shortened to minimize the number of days that participants are away from their offices?



(l2) Will the conference include any non-federal participants or attendees?  If so, what is their relationship to the Federal government (e.g., contractor, consultant, advisory committee member) and have all formal and informal arrangements and regulations governing their attendance, participation and compensation been observed, including any required legal review?

6.
Point of Contact.  The point of contact for this matter is Amy Williamson, SEA 1051.  Ms. Williamson can be reached at (202) 781-3193 or email williamsonal@navsea.navy.mil.

/s/P.M. BALISLE
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Enclosure (1) is not available in word format.  If you need a copy please contact the NAVSEA Directives Office.  
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