DEPARTMENT OF THE AHMY
ADMIMSTRATIVE ASTISTANT TO THE SECRETARY

105 ARMY PENTAGON
WASHINGTON DG 209100102

May 15, 2000

MEMORANDUM FOR PRINCIPAL OFFICIALS OF HEADQUARTERS,
DEPARTMENT OF THE ARMY

SURJECT: Conference Planning

The General Services Administration (GSA) published the enclosed new rule
governing conference planning. Because confarences have diffgrent requirements
than routine temporary duty (TDY) travel, GSA published the final rule to minimize
overall Government expenses associated with conferences.

When planning a conference, you must continue (o;

a. Consider alternatives to a conference such as telecanfersncing. ldentify
opportunities 1o reduce costs in selecting a particular conference location and facitity;

b. Maximize the use of Govemment-owned or Govemment provided
conference facilities as much as possible. Detarmine if a Government facility is
available at a cheaper rate than a commercial facility;

¢. Minimize all conference costs, including administrative costs, conference
attendees’ trave!l costs, and conference attendees’ time cosis; and

d. Limit conferance attendance to the minimum number of individuals required.

The above itemg are in DA Mamo 1-17, Conference, Symposia, Seminars, and
Meetings. DA Memo 1-17 will be updated to include that agencies sponsoring 2
conference will be aliowed 1o provide light refreshments at no cost to conference
attendees when a majority of altendees are in a travel status. Travel within an
employes's locat commuting area does nat satisty the requirement to be iIn a “ravel
status.” Consegusntly, we caution not lo view this as carte blanche authority to
purchase refreshmaents with official funds. Early and consistent coordination with your
lagal support staff remains essential to successfully planning and exacuting your
conterance.

My points of contact are Ms. Amy Coleman, SAAA-PP, (703) 697-3048,
or Mr. Robert Richwine, (703) 693-8440.

h(BAS—

I B, Hudson
Enclosure

Frinted on @ Racycied Papar
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[FR Doc. Q0423 Filed 1-7-00; B:45 um)
BULMNG CODE S30-A0-P

GENERAL SERVICES
ADMINISTRATION

41 CFR Parts 30111 and 301-78

{FTR Amut. 8]

PIN J0B0-KHOR

Federal Travel Raguiation; Conference
Planning

AGENCY: Office of Governmentwida
Policy. GSA, ’
ACTION: Finsl rufe.

SUMMARY: The Genorsl Services
Administration {G5A) is amending the
Fedsral Travel Regulatton IFTR)
governing confersnce plansing, Because
conterences have diflerent requirements
than routing temporary duty (TDY)
travel, GSA i providing spedific
guidance to mimimize ovarsll
Covernmant oxpenses assortated with
coaferancar This amendmany will
toducs agency costs by casing the
sdministretive burden of confarence
planving and processing,

EFFECTIVE DATE: Thix final rule Is
effective January 14, 216,

FOR FURTHER INFORMATION CONTACT: Jim
Harts, Trave! Team Leader, Travel
Management Pulicy Division (MTT),
telephonae 202-501-0481,
SUPFLEMENTARY INFORMATION:

A BackgronpA

A propuged rule with raquest for
commants was published in the Fedsral
Begister on September 15, 1998 (04 FH
5051}, Al cormonts received wers
comatdored in tho fuunulsiion of the
final rulae. GSA received u total of 176
comments from the Fedeml Government
and the privata ssctor, Of those, 171
sxpreszod suppors of the proposad
changoes snd five asked Ior clarification
andfor offered suggested improvements.

What are the Significant Comments o
Chosges?

Commens and ardopted changes are:

(n) Cavarnmant poficp nenge. A
privatn sectur organization stated tsat
the proposed change constitutes “good,
commion sepse.” Additionally, it
questioned whether it 15 prodent to
includa this Tavel of defail in the FTR,
since (Governmant dnd cONUAGIOT
organizations ars confronted with &
myrind of differernt circumslances, and
some Raxibility 1s veeded. U also statad
that when the FTR Jists examples and
such langudge as “net limited to.” the
wser tends to adopt role compliance in

lisi of judgment. Whila it is unclesr
witat “rofe Cumpliﬂnca“ i5, UEA
Teeopnizes that gome conIrantors mirsor
the FIR in develaping their ows trave)
rules, bl only Faderal amployees snd
agenciss are sutject 1o the TTR. No
significant ehiange, therefore, bas been
made in the FTR palicy, .

(b} Federal Manugesmisnt Regulotion
[FMHA) versus the FTH. Becsuss this
relicy ancotipasses s much broadar
tange of agency menagement than the
travel function, i.2., procuretoent,
facilities, general aud administrative
seTvices, an agency questionad why thix
guidince jan't issu&g as an FMR. This
Fial rule focueas an the total coots
involved in emploves wavel to
conferences and, therefarn, is
ap m}adm 24 part of the FTR.

Fc! niaragency Travel Management
Commitiee (FTMC]. One comunent
questioned how oy FTMG witl serve as
a rosourcs for planning & confarence
when i is pot directly tavolved in
twaking confarance arangements. CSA
has arganized the TTMC as 8 foram of
spproximately 100 Fedarsl travel policy
end financinl mansgers, Active
commuicrtion and sharing of
information will exze conference
planning for those Federa! egancies that
have an jufrequent oeed to plen
conferatice.

£8) Rules te cosponsar o conference
with an sutside organization. One
cervnest suggestad that the final rule
shinuld sddress situations in which @
Yaderal agancy co-xponsors a conferencs
with an cutside srganisation,
Bopending on wio the co-sponsar is,
the conlerente planners may have ta
consider wthics guidelings, finaneial
asgislance ragulations, and acquisition
laws gnd reguiations. For palicy
regarding accepance of payment from 8
nen-Foderal souzes, GSA refers users to
FTR Chapter 304 whith is written in
consultatian with the Qffice of
Government Kthics

{e) Conference information pockezs.
The third tentence of Appendix Elo
Chapter 301, "Canference Information
Package,” states that " You should
finalize the package and sond it to the
printer at least § weaks in udvance of
the caactling date. It waa suggestod that
this js an ideal but unrealistic tine
feame fur prepanng matertsls singw
sty confersnces need te be plannad
with enly one moath’s notice, GSA
agress, and has amended the sentencs to
aliaw the time trame a3 an splion.

(f} Light refreshments. To eliminate
the possibilily of agsncy of iadividual
ubuse, specific guidance wes mequesied
to dufisie “Light refrashments.” While
G3A does not want to Limit aganriax tn
& specilit menu of light relreshments

{intanded anly aa a rafresher, not

intended 1o sorve as a meal), § 309

74.10 s revised to add « tuggested list

of considérations. Fhe serving of Jight

rd#ﬁ'_e!hmmts! for c:niamnn attandsas
3

uring 5 L1
breaks, authorized by § U.S.C. 5702, ks
o comman business practics, sand theuid
not ba prohibited for Government-
sponsored conlerenoes,

(g] fictention of récords, One
earnment recommended that this mle
set 2 thrashold based on number of
aitandaes for tho retention of records,
The commant stated fhat without
specific puides, auy evant of whutaver
sizs that had one ar more sttendees in
trvel status would agpear {o be subiact
to the record yatention Tequirements.
Such an ail-encompassing rule would
Tum counter ta the ovarall Feders] goal -
of redualng unnocessary paporvork mud -
would have no apparent bonefit for
sl avents. GSA agress, and has
revised § 301-74 18 o require records
for sach contarents the sgency sponsors
or funds, in whols orin part for 30 or
morg altendses. Ths Nattanal Archives
ard Records Administration Jasuss the
General Record Schedulss to provids
Gavernmantwide suthority 10 dastroy
records comsmon to several or g}
agancios of tha Ferderal Covamment.
The Genaral Accounting Office has
responsibility for approving the disposal
of cartain Faderal records, including
those telating to ciains or demiands by
or againgt the Government, and those
sulrant ta pudit, If Fodural egenciss nood

1 ® to ansure udh for the
talentivr of records, GSA suggests that
aganciss contact their agancy tecords
offiters.

B Fxscntive Order 12088

GSA has determined that this finaf
ulé is not a significant reguistory sction
for the purposes of Executive Order
12866 pf Seprember 33, 199).

C. Regulatary Flexibility Act

This finzl rule is not required to be
published in the Fed.er:;’?lxgmer for
notics atd comment; therafore, the
Rogulstory Flexibility Act doss net
upply.

D, Faperwork Reduction At

The Paperwark Redustion Act does
not apply because the fisal rule does not
irmpose tecotdikeeping o nformation
collection requiremants, or the
collection of infonmation from ufferoes,
contractons, ot members of the public
which require the epprovat of tha Office
nf Manngsmant and Budget uader 44

U.5C 501 et geq.
Enel
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E. Small Business Begulaiory
Enforcemyent Fairmess At

Thiz fuasl role i aleo exenpr fram
Cangreasionnl revire prasczibed vader
4 U.5.C. 801 since it rolates solely 1o
sgency mansgement and parsonnel,

List of Subjects in 41 CFR Parls 301-11
and 30174

Gavernment employess, Travel end
trapspartation exparises.
For the renseas set forth in the

praambla. 41 CFR parts 301-11 and
30174 ure amended as follows:

PART 304-11--PER DIEM EXPENSES

1. The suthority citation for part 301-
11 continome e rad as fnliaws:

Avtherity: 5 U8 5707

2. Secticn 301-11.5 iz rovised to reed
o1 folicws:

$I07-11.5  How will my par diets eipensns
b retmbursed?

Par didm axpenses will be reimbursact
by the: _

{8) Lodgimgs-plus per dism muthod;

{b) Reduced per diem mathod;

[c) Coulurence hndging sllowance
method (see §§ 301-74.7 and 301-74.22
of this chaptes}; or

(d) Actual axpense method.

3, Part 30174 it Favised to read as
follows:

PART 301-74—CONFERENCE
PLANNING

Subrpmt A—Agency Nesponsibilltier

See.

101-74.1  What pelicies muast we fellow ia
piasing s confecence?

31-78.2  What costs should be considered
whan, pisnplag & coalersoce?

351-7%.3 What must v do fo determine
which confersncs sxpanditures resuft in
e greslest advaiiege o the
Govarameat?

01744 What should cost comparisens
inciude! :

W~ How should we select & lacation
sad w facility?

304-T4.B  What can wa do [ wa ceniiot nd
#n spprapriate coalerence fetdiity st e
chosen loce)ily per dlerm meta?

HUT-74.7  What Ls the contermocs Jodgliog
aiiowance?

01-74.8  Who may autharize
reifnbi t of the confarance lodging
aftowancs for » Government spossorad
conferencs?

101748 Who mey suthorse

ik ¢ of (he
allowance for & nop-Loverniaeit
spansared conference?

301-74.10  May the conlerence lodging
allrwrenes aves sxcbid 25 pateent above
tha Jodging per diem rate!

341-73,11  May wa privide Light
redrexhumanty 4t axs official confershoe?

lodging

301-74.17  May wr use both the conlarscce

iodging afowance angd the actunl
pense method
wenrarrantly?

301-7413  May v inciude conferance

data eaate bn an smpl 's
pet dinsn allowznce paymeal for
atteidance ot o oot faceticd?

30t-74.44  Arstbess any special i
riquiretiens tor sponsoring o funding v
confurence vt 3 hotel, mula!nt whet
place of publie scenmmondetion?

057415 My we welie the requiizitent
In § 3014340

A01.7L 18 Wha st be Included io any
advertspmont o appiication form
relating to coofarencs stirndatics?

303-74.17  What spocin] rules epply when a
conderonce ix heid 1n the Sistrict of
Calurabia?

301-7418  What policics and procedures
rust e mnbrhh to goverss tha selection
of conforenca ntendens?

301-74.59  What records maust we maiotain
to documant the selection of o
eaaferanice siie?

Subpurt B-LContarsnce Attendess
301-74.21  What is the applicable MbE rats
whan maaly or light tefrashmants ara
Furpished af noming] or no cost by tha

Covernment or aca [ngluded In e
seglatration fee?

301-74.22  Whea may an smplayre,
witending 1 conference, be sutherized e
conference indging sllowante?

304-74.23 s the eoaferance Jodging
allownnge an aotunl sxpenss
Teimbussement?

317424 When should aotual mxponse
reimbursoment be suthorized for
conferance stiandess?

Authority: 5 U5€ 5707

Subpant A—-Agency Responsibiiities

Nole 10 Subpart Az Use of pronouns “we,
“yaa", and theiz variants taroughout this
sulipart refars 4o the ugency.

§301-741  What polickes must we tollow It
Planning u conieencs?

of reirb

Whan planning a conference, you
st

{a] Minimize o)} conference costs.
including sdministrative costs,
conference atendees’ revel corts, end
confesence sitendess’ time cosls;

(%) Maximize the use of Govarament-
owaed or Government provided
conference facilities a1 touch a5
pussible;

{c} 1dantify sppostunities to reducy
costs in pelecting @ particutat conference
Jocation and facility {e.g,, through the
availability of |owar rates during the off-
seazon at ¢ 5ite with seasonal rates); and

{d} Bevelop sd wtablish intemal
policies to ensure these standurds sce
el

§301-74.3 What cotty should bs
caneidentd whan plasning s confarersa?

When planntng a confersnce. you
should connider all direct and indirect
confaranta costs paid by the
Government, swhether paid divecty by
agemcing or reimb by agenciss to
travelets or others gsgociatec with the
conferance. Soms sxamples of suck
cusls dre;

ta) Authorized travel and per diem
BXpENses:

) Hire of rogems for offitial husiness;
{e] Audiovisual mnd other equiptnent

usuye;

; ?il Camputet and welephone access
aas; ’

{e) Light refreshments;

(1} Printing;

(5] Rogiatration foos;

(h} Ground trensportotipn; #ad

(i Employees time at tha conferencs

and on €n route travel. -

§301-743  What enust wa oo to determine
whieh confarsnce pxpendiures maolt io the
greatost nch ge to the 0o e

Te determine conferance
axpenditures, you must:

a} Asmure there bx appropriate
masgement wvenvight of the conference
planning process;

b} Always do cost comparispps of the
size, scope, and location of the proposad
conference;

{r) Determine if & Gowariment facility
is avullable ot & cheapar e thana
commercial facility;

(4} Consider alternatives t0a
canference. e.g. Wleconfesencing: and

{e) Maintain writter: documantation of
tha alternatives considersd and tie
selechioh rationals vsed.

§301-T4.8 Whot should cost comperisans
fnchuthe?

Cost rompariznns should include, but
ol ke Heritad 1o, a determination of
ER of ledging raoms el the
esmﬁ par m?n rates, ovemli
convenisnce of the conference Jocatinn,
fons, xvaihbiii? of riewting Fpacs,
equipitisat, Ra supplies, 20
commuting ur travel distance of
attessdess, (See AppendinEto Chapter
201, Guidarce for Conference Plannlog.}

§301-74 5 How whould wa satact s
lpcation mad u lecility?

Site selaction is a fing) decision py 10
whars 1o hetd your confersuce. The
term “'sita” rafers 1o both the

wographical location and the specific
facllityties) selected. In detezmining the
hest site in the taterest of the
Cavernment, you should axercisa stict
fiscal responsibility ty minimize cozts,
The aclians in § 301-74.3 nitst be
foHlowed. Cost comparisons must cover
fagtors such as thass fitted i § 308
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74.4. As part of the cost comparison,
you must uge the estahlished per diem
rate for the locations for whicﬁ you arg
comparing costs. :

§301-74.6 What can we do it wo cannot
find »n appropriate conference faclity at
tha chosan locality par dham rate?

While it ia slways dasirable to obtsin
lodging facilities within the established
ledging portion of the per diom rate for
the chosen jocality, it may not always be
possible. In negotiating lodging rates
with tha properties in ths rhosen
Jocation, you may excesd the
established lodging portion of the per
diem rute by up 1o 25 percent under
§4301-74.8 and 301-74.9, if necessary.
This will provide flaxibility in relacting
an appropriata property at the most
advantageous location. It wittalso
permil agancies {g reimburse their
smployees’ subsistance axpensos by
using the conference lodging allowance
moethod as prescribed in §301-74.8 for
a Governmant sponsored conference
gnd in § 301~74.9 for pon-Government
spansored conferances, rather than the
actual axpente methad preseribed in
subypart D of part 301-11 of this chapter.

§301-747 What iy the contersnce lodging
sifawance?

The canference locdping allowance isa
pra-determined maximnm allowance of
up to 25 percent greater than the
spplicabls locality lodging portion of

o per diem rate. Under thrs
reimbursamant mathod. emplayeas will
be reimbursed the actual amount
intitred for lodging up to the
conference lodging allowance.

§301-74.3  Wno may authorize

ot tha tont logging
allawarnce 102 3 Governmant spansored
confsrence?

The epprovsl authority for the
conforence lodging aliowance is the
Government agency sponsoring the
confarerice, The spensoring agency will
datermine the appropriate conference
lodging ellowance, upto 2% porcent
ahove the established lodging allowance
for tha choten location, ahd that rale
shall be allowable for all employess of
any agency authorized to artend the
confagence. The determination mnst be
made by a senior agency official at the
SPONSOTINgG 8gency.

$301.74.9 Who may suthorire
reimbursement of the conferance lodging
nliowuncy for s non-Goveramant spongored
conferance?

The travel approving officlal ofa
Government employee authorized to
sttend a non-Govarnman! sponsored
conference may authorize the smployes
to ba reimbwsed for lodging expunses

incurrad uyp to the confsrencs lodging
allowance rate.

£301-Y4.1F  May the acnfarencs lodging
slowencs sves sxtesd 25 parcent shove the
ladging per dwm rate?

Nuo, the conference fodging allewance
may not sxceod 23 porcent shova the
apphesble borality lodging per diam -
rate.

53017441 May wa provide Hght
rélreyhmenta 8! an officlal corterence?
Yeas. Agencies sponsoring &
eonference may provide light
rofreshmants to agency emplayess
attending an sfficial conferance. Light
refrashments for morning. »fthrnoon or
evenitg breaks are dafined to include,
Tut it be limited to. cotlee, Yo, milk,
juica, soft drinks, donuts, bagels, frit,
pretzals, covkles, chips, or muffins.

£301-74.12  May we uss both the
conference lodging sHowance method and
the sctunl sxpense method of
reimbursement concurrentiy?

No. You must only use ons
reimbursement method per day in
nocardance with § 301134 of this
chepler.

§301~74.13  May we Inciada conlarence
administralive costs In an employes's per
diamn alipwitck payment for attendance at
a sonlerence?

No. Per diem is intended anly to
teimburse the attendes’s subsistence
axpenses. You must pay conference
repistration feos separately, either
directly of by reimbursing smployess
whs pay such expenses and submit
traved claims.

§301-74.14 Are there sny speciai
requiremants for sponsoring or tunding 4
coitferstica st § hotel, motal or other place
of public sccommodstion?

Yeo:. When you sponsec o fund {see
15 U.8.C. 22258, in whale or in part, a
conference st a place of public
accommodation in the United States,
yau must use an spproved
accommodation (see § 300--3.1 of this
title), except as provided in § 301-74.15.
This provizion else applies to thn
government of the District of Colembia
when it sxpends Federal funds for a
conference and any non-Federal entity
which uses Government funds to
sponsor or fund & conference.

§301-T415 My we waive the requiremient
in § 30174147

Yes. if the head of your agancy tmakes
a w3itten determination on an
individual cass basis that waiver of the
raquirement to uss approved
sccommodations (s necessary in the
public interest for & particular svent.
Your agency head may dologate this

waivar guthority to a sanior agency
official or employes who is glven waiver
ruthority with raspect 16 a1l conferences
sponsored or funded, in whole or in
part, by your agency.

SX-TAIE What must b Inchuond Ja eny
pdvuctisamant or application lorm relating
to conferencs sitsndance?

{a] Any ndvertisament or gppiication
for attendance at & conformice described
in & 301-74.14 must include:

{1} Notice of the probibition ageinst
using o non-FEMA spproved ploce of
public acoorrmpdation for conferentes;
and

(2} Natice that the conferencs lodging
atlowance applies to Federnf atisndees,
if spplicable.

[{} In addition, any axecutive agancy,
a3 defined in 8 U.S.C. 105, shali notify
all non-Fedaral antities 1o which it .
provides Pederal funds of this -
prohibltion.

§IX-F4.17  Whirt specin) rulss spply whan
= conterance is hald In the District of
Columbia?

In addition to the gensraf rules
provided in this part, the following
spacial rules spply:

{a) You may nat directly procute
lodging facilities in the District of
Colutmbia without specific suthotization
and appropristion from Congress {see 40
1.5.C. 34); and

{b) Any short-term conlerence
meeting space you obtain {n the Disirict
of Columbia must by procured under 43
CFR 101-~12.101-4.

Note to §301-74.17{a): This provision doses
ot probibil payment of par disc tonn
employes puthorized to obtain Jedging in the
Digtrict of Columbia while prriorming
official busitas wavel.

§301~73.98  What policies und procedures
must we wsiablish ko govern the axfection
ol canfersnca stigridess?

You mus! astablish policies that
reduce the overall sost of confersce
attendancs. The policias and procedures
must:

(a) Limit your agency’s representation
1o the minimum number of attondess
determined by & sentor official
necessary 1o accomplish yout agency’s
rissian; and

{b} Pravide for the consideration of
ravu} expenses when sulecting
attendees,

§301-74.13  What records rpust we
maintain to document the selection af u
canfarahes dbe?

For each conlarencs you sponsor or
fund, in whole or in part for 30 or more
sttendess, you must maintait: e record
of the tost of each afternative
canferanca site cansidesed. Youw must
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consider st [east three sttes. You must
make these records avallable for
inspaction by your Office of the
Inspector Ceneral or other interested
parties.

Subpart B—Conferance Attendens

Nnta ty subpaxt B: Use of pronouns “we'™,
“you~, and their varfants threughout this
subpart refers 10 the agency.

§301-74.21  Whatis the appiicable MAIE
rate when mesis of light retrash [0

Plasning cotumittes: (parativeal grovp
significantly conptributing 1o & confersnge’s
ovarall auccess and able fo fully eaflect the
naads of both the sgapcy and the sitendses.
Cetring Started

Dapending oo the sizs, typs, and Interdad
effsct of the conlerence, stast planning &
rinimaum of poe year In wdvence. Dasignate
s plannerand & p{:;n‘mg comInmittes, !
Flanning Commiltee

Functions lypically oclude, bul ace not
limited to:

furntshied 2t nominal or no COXL DY the:
Government or #76 included in the
raglatration fes?

When meals ot light refreshments are
furnished at nominal or no cost by the
Govermment or are joeluded in the
registration fes the applicable MATE will
ba caleulated as follows:

{a} Ii mesls aro furnished the
appropriete deduction from the MAIE
rate must ba made {tea § 20311 18 of
this chapter.

{b) TF light refreshments era furnished,
no deduction of the M&IE allowance is
required.

$UVI-TAZZ  When may sn mmployes,

; , be authorized the
lodging alk T
An smployes, authorized to sttend &

conferenca, may be authoerized the
ronference lodging allowance ss
prascribad in §§ 301-74.8 and 301-74.5.

5301-74.23 in the conlersnce lodging
atlownnce an aciusl expense
relmbursement?

No. The confetence lodging altawancs
is @ separate method of reimbursement
{or lodgings expenses.

§301-74.28 'When should xctysl expar s
ok £ ba a1

confsrence sttendess?

1f the conference lodging allowance
stil] is inadequate, you may sutharize
sctual sxpense refimbursersent undar
§ 30111300 of this chaptar in lisu of
ths confersnce lodging allowance
methad.

4. Chaptar 301 is ainended by edding
Appendix E fo read as follows:

Appendix E to Chapier 301 —Suggested
Guidance for Conference Planning
Tevmis

Cornference: A meating. retreat, seminar,
symposivin or event that Involves sttende
travel. The lerm “conferenes” -is::sples to
training activities thet ara conridered to b
conferances under § CFR 410.404.

Confersnce lodging sllawance: The min
that is up tg 25 percent above the stablished
kodging par dism rats.

ilestone schedule: Deadlinas, which need

to ba mached in & progressive and orderly
manner.

Planger; The person designated io overses
ths conlerenca.

» Establishing » set uf phjecdves.

+ Devaloping & Greoe.

» Making recommendations for location,
agends, datey, and kogistics, e g., echaduls,
axhibits, speaker,

» Makitg suggmstions $9 to who should
atfend.

« Serving as communications link betwee
planpers und participants.

» Bvelustion and follow.up.

Milegtone Schedula

{a) Develop a mllastone schadule, which is
pysetitial to confersnes planning, by working
backward from the beginning duce af tha
conference ko include eack major step.
Exemples include:

= Plenolog commiltan meatlngs.

« Preparation of mailing lists,

* Lalters of inviiatibn.

» Desigeation of speakers.

» Couflemation letvers to speakers.

+ Confirmation with site selection official.

* Freparation of agenas,

+ Preparation of specification sheet.

» Locstion and date selection,

+ Exhibiu.

» Budget.

» Printing racuirmments,

+ Signage.

« Conference information packages.

= Scheduling photographer {if plaancd).

+ Uss of ngency rend and confarencs loge.

+ Handicapped requiresnents,
« Plaguing of masks und rofroabmenta, if
appropriste.

b} Establish completion detos for aach
majar step.

{c} Lipd;:!e and revise the scheduln as
needed.

Specification Sheet

# dataiied specification shest is pecensary
o
{a} Identify exsential elaments of a
conference which typically includs, but are
not lmited to:

+ Sleapiag rooms snd on-site food
sarvices, it s generally best to estimate on the
Iow side fer tha number of sleaping rooms
and muals (o ba prepured. Facilities, unlass
thee L3 coly Hinite avallabla space, axe
usually prapared 1o lucreass the numbar of
sloeping rontnt snd raeals; howsrer, they
ditoouray nd in stes cases penalize—
you if tha sleeping room and meal guarantees
are not met,

‘s Moeting roomd.

» Bxhijbit facilities.

» Andic-visual squipowent aod support
services.

= Mizcellansous seppor sbivices.

+ Sletplag mams with emenities, vg.,
Internet scoess, data ports, confersnce call,
and volce madl,

{0] Detarmine costs:

» Frocuremaent Bring conitacting efficer
inte the process sarly. All sgreetoents and
dacisions should be writtap and agreed to by

the y-contracting oficer bafore baing
sent Lo the Bcility. "8
. enmert par dive roles. The

governmont per diem rate applies to Feders
attendess. Application of it 1o noo-Federal
attendens Is af the discredon of the propanty
atied eosfarence negetistar,

« Ruglstration foa Conzmlly. the

istrution Tew covery all direct axpanditures

of agency funds ¥or planpiag and,
organization of a canferenca, ef., rioeting
oo sccommodations, meals, fight
rafteabimants (if appropriste}. apeaker fees.
publicationy, snd materials. An
directly relating to ths conference, sxcept
{iguar, can be inchuded in the fee. To
estirosts the teginiration fes, divide tha .
proposed budget by the estimatad numbsr of -
sttandees,

Budgeting
Decide bow tha confarance axpenses {othe:
than sleepi d agd d

oG
sndividual meals) will ba pald, Le., by the
streadee from s tralning or reglstration few, or
directiy by the agency.
Cenfersnce Site Selection
Minimize iotal costs, whl faclors considered.

Geographic Lovation

i decarmining whers 1o tocets the
conferancs, cantider:

= Targeted sudisncs,

+ Tota) costs, including por dism,
{ranspostation, and othar.

o Accassibility by car or ale.

+ Whuther recvaational sctivitios are
Ratasiary.

+ The sxpense of desired facility
(sigrificant savings can be achioved io off-
season periods).

Types of Facifities

v Federa! Governernt., Usa Gy ¢
awned or Goverament-provided confatencs
facilities to the maximin extent posaibla,

v Convention centars, Excellent for vary
large mestings, trade shows wnd exbibits:
usually loced near s gumber of kotals.

+ Colleger ond pniversities. Many have
good mesting facilitier and can offer sleoping
stcommodations when schoal is notin
session.

« Hotels. Gommaercial facilities that mzy ba
used 10 meet all conference nveds tr just the
toom night aeeds.

s Gonference centers, Dodicated meeting
facilities: good for smaller ne: when

nusiercus braskout sessions ere planned.
Date Sefection
For svailabllity and ek reasony.

the best mouths e April, May, September,
Octobes, and Novermber, You should book the
facttity s sarly as possible to ticivase the
chences of getting the date you want.
Hownver, pay pariculs: sttantion to
commitmants lor Septamber or October due
1o fiscal yoar budget tonsideimtions.
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Considerations Whert Choosing a Site

[e] Is the facility:

» Cost sffgctive, a.g., arm Cavernment rates
hooormdT

v Safe, 0.4, FEMA-apgroved?

+ 13 thers an-site sscurity personnel?

» Easily macked from an sirpart ar by car?

« Clean?

s Well ran, e, does the staff seam to be
compset 3 aod ¢ P ive?

» Laid out in e functional way?

+ Lerge encugh to supply the number of
slasging toaths requiradl

* Sat up to provide nncassary conforence
reglstralon equlpment?

+ Handicapped sccessible?

fb) Parking:

» Iz it adequate? .

v Haow glose to the facility s 17

+ s it apcure and safe?

» 15 the cont separate?

(¢} Slseping roomus:

» Wil the facility make the reservaticns, or
&rs you responsible for making the
rasarvations for participants?

= What are the facility's ragistrstion rules?

+ What ars departure rules?

{d) Fungrianality of meeting rooms:

« Is appropriste space svailsbla?

+ What costs ara involved?

» Isneeded squipment avatlybla {ie., for
conforencs ragistration, froees, phones,
computers, sopiers]? Do not rent squipment
utilesy it 15 absolutely unrealistic 1o hring
VOUT QWL

+ Ate rooms designeted for agency uss for
the durntion of the confareacs?

+ Are there columns that cen block viswa?

= Are ceilings high enmagh for sudio-viden
weuipment?

+ Are rooms suitable for both classroom
andfor thastrs setupa?

+ Are thers windowa? Shades?

= Are there raanually.controlied
thermosisis?

= Ave rooms handicapped accessible?

+ Whetn are electrical outlets?

a (gn the raomi ba darkenad?

« Would # be more sconomicsl tobring
sudio-visual equipmeat?

« Does the facility want meeting schedules
and room leyouts in writing in udvance of the
conferanca?

= {f uscesazary, can the rooms be entared
tha evening befors for an sarly setup?

» WAL the factlity arangs for mom setup
iF given a layoot?

» What set-up costs are inchuded?

+ What are daparture rules?

{e) Exhibls:

1§ exhibits aro plunned, is suitable
exhibit space available?

* Are casols available 8t no vost?

« What ave the put-up and takedawn
times?

» What! costs are involved?

+ What about pre-delivery end after-
reonfarence amangements?

« If exhibits are shipped, know where and
¢ whem they are o ba aani.

» {{you nra bringing large axhibits,
determine location u!%mding dock,
approprizlo sotrancey and slevators.

¢ Asq there edditionsl hendling fees?

o Chack hotal policy on pacting. size and
appearance of signs.

Food and Drink
Moacls

= You can ot generatly usa appenpristed
funds to pay for meals for emplovees st thair
officinl duty stetions.

» Employess on TDY travel may be sarvad
rapals but cenniot be reimbursed for those
provided ot government expease.

= ¥You should clarify in wdvenos the <
appropriete per dlem reductioniz) of mesl(x)

lowanesfs} for TOY traval,

= You may pay, ot teimbvarse an smpleyes
for maals a1 necessary expanses incidant to
an authorized trakaing program (wnder the
Governmernt Employees Training Ay {GETA}
at S LLB.C 4104{4)}, i a determinalion has
been ruade that esseatial iralning will be
conducted during the meal.

* Wark tlotaly with the hotel to plan
g:ulity memes that fit within autharized per

iem rates,

» Clazify and sgree In advancs (o the
nurmbar of meal guarentees,

* Ensure that gratuilies aud secvica charges
are added 10 Lhe cust of each meat, snd
dretermine the method of billing 10 be usad
{o.g.. signed guarsntes, collected meal tickets,
or sctual quantities conswmed]

= Canfitm menus.

Breaks and Refreshmonts

" Breaks should last ug lorge: then 30

minutes ard tske place bestwaen mesting
sespians. The following should also be
considared when planning for refreshments:

+ Xeap in mind that everyons does not
drink eoiles or tea.

» You should Qanfy and agroa In advance
that coffeg and pastries, if appropriate, sre
purchased by the gallon dozen.

» Try te avnid & per person charge.

» Magotiste the cost into the contract.

+ He conservative ip your astimates. There
are seldom 00 percent of the cotference
pesticipants attending any ane hinctlon,

« [f coffes, soft drinks, and water are not
included in the fes, are they available "st
cost'” ig the attandeg?

Aczounl Reconciliation

Tt is important to request that the horel bili
be preparsd io » !oii:ll and chronological
seaence. and that backup dala acesmpany
the bill. Geparally, the hotel will corpiats its
accounting of the conferance wilkin \wo
whaaks of the conclusion.

Notification

dad/or Invitotions

Annguneerment of ho planned conference
sHould ba wade s sarly as possible, aven one
year in sdvance; invitation latiers, 8 weeks in
advance. They should include, but are not
limited to:

+ Point of conract nama snd telepkbane
Aumbar,

» Registration form, card, or Internet
address {incfude space for Jdentifying
bnndimrpld FRsjuiTeITIRE ).

+ Registration instruzctions.

« Registration deadline date.

« Dotaited area map apd driviog
instructions.

« Information on traffic palterns o aveid
rush hoyr delays.

Annou

+ Promotional brochures from the feility.

= Layou of fncility includiog telephona
numbers.

~ Breakdown of costs st nity
diffarence from travel versus tralning ohject
classes, pacticularty meal costs, so that
proper reimbursement tat be mads.

» Agenda with a bist of speakers und
topics.

+ AcTviny scheduls for spouces and gussis
fall chatgas pr costs stiritated to sponaes or
sunts rotist e bome by thy Individus!
sttarden (a0l relrnbursable by the
Covernment)). i

s Provride & sampla iravel vouchsr.

» Notica that conference lodging sllowsnce
applin: i appiicable.

Confirmations

You should:

» Daclde on the spockerts) sad tha iz seg
you wish 1o bs conveyed and obtal eurly
comiitment(s} in writing.

«+ Confirm confarence dates/timesflopicsl
errivel und daparturs tinses with speaker(s) -
snd any other specisl guests a2 least 3¢ dayvs
in advancs.

« Conduct & finsl planning committes
mesting to confirm all plans. '

= Confirm photographer’s schiedids.

» Cocfirm hotel plans ot laest one day in
advanca.

Facility Process
Check-In and -Owu?

Sueamlinn the procesa;

» Will the facility noed edditional
psrson.u;ll?

» It alectronic coe-stop processing
svailahle? i

o 18 Yupgaps storsgs x0d shuitls servics
avallable?

» Arrange parking for any special guests.

» Provids signage.
Registration Process

Registration is generlly the siendees’
introdurtion to the confarence. Civa it
special attention by:

+ Using dimctional sigas.

» Placing especiatly siiractive or important
wnkibits nearby,

» Planning for late wrrivels,

« Using siste-of-the-ar processing.

Checking out the registration capabllitiea

of uzing G3A’s slectronic SmanPey System.

» Providing for handicapped attendess.

Canfereacs Information, Fackige

Eack registrant should be given s
copderance information packsge. Used
regularly during the con ce, the
confl s Informatios p hould be
accurate, beneficial, snd refisct detailed
inf{ormation oo & dally/hourly basix If time
atlows, you may want {o ﬂm{iu the package
and send it ko the printer 2! Iesst 4 wewks ic
advaace of the starting date. The program
will e widely used, 30 you may want to
print twice ss many copies of tho program as
you bhave axpacied attendess. The
inforrnation package, for exemple, may
contain:

« A list of everytbing 1n the package.

+ A "welcome” letter.

« Aschedule,
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+ Waorkshop sgandas.
» Discussion of exhiblts,

+ Panealists’ information.
» Phoos sod bivgraphics uf speekess/

special gussts.
» Farility layout sad list of services

avaslable.

+ Tdentify designated smoking sreas,

= Sparial events.

= Mossage conter infor

« Arsa mAp.

» Other pertinent material.

Note: Use of agency ses] and conh B
logo may be considered For the condi e

package. However, e decizian 1o use such
itamns la striclly the judgruent of ageacy
officials.

Miscellzneous

Rnggested foom Coordination

Tlar ahead to setup:

» Staff room to kandls core of sctivities;

« Muoal functions;

» Exhibit rooms, snd

+ Mosting rooms--

Theatrs of auditoritm o1 bectures; Fackng
speaker whan nots leking is important:
Sqanre o3 U-shaped style for di font
intersction; and Banquet or roundtsble for
discussion.

Keaging in Touch

HMan for:

» A messego cantar ta be gat up in B central
location for special sanpouncemants and
telephous medtoges.

= How to reach whormpver &1 all imues use
Leapars sod walkic-talkies.

» Clear identificetion of conference staff,

+ Accemmgdstion of physically impaired
attendoes with sign Janguage or other special
reeds.

Memenios

Appropriations are not evailsble to
purchase resmebto tems for distribution to
conference aMtendees s & remectbrance of 2a
auant Two sntahla excaplions to the
memgnte or gift prohibition sre under
training and wwards, Work closely with
approprists agency officials to make final
daterminations.

Resvvrces

The following resources may b of

assistance in planning a conference:

« An sgency contraciing officer;
+ Travel Management Centors;

« intesagency Travel M
Commities members (a forum of agsncy
wavel policy manngers—ifor member

identifization, contact your sgency'’s
adiministrative or finaneial office);

+ State chamhers of Commerce or Visitors
Bureaus;

+ Local chapters of the Soeisty of
Gaverpment Meeting Professicasls; snd

+ Private Industry confersnce plapners.

Conclusion
Process:

» Quastionasires, which may provide
invalugbie fsadback nbout thy success of your
confarence.

¢ Trainkng certificates,

s Thank you notes to participents, facility

posaanel, speakars, printare, photographers.
and ather spaciat contributars.

* Summary to sckacwiedge the
accomplishments, and to convey the
informatlon discussed to u wider audienca,
raay b s axcellent %romu&aml taal.

Noio to Appeadix E: Usa of pronouns
"wa", “you", and their variants throughout
this sppetdix refers to the sgeney. 4

Dated: Dacember 27, 1988,

David . Barrain,

Administrater of General Services,

[FR Doc. 00448 Filad 1-7-00; 9:48 am])
DILLING CODE BASD-34-—

FEDERAL COMMUNICATIONS
COMMIGRIDN

47 CFR Part 51
[CC Dockely No. §8-147 and 56-58; FGC
#9-058]

Deployment of Wirsline Services
Ottering Advanced
Telecommurications Capablilty

AGENEY: Federal Communications
Cemmission N
ACTION: Final rule

SUMMARY: This decumant adopts
measures to promote tha availability of
competitive brondbend xDSL-bazed
sarvices, especially to restdential end
stnall business customers. This
documsnt amends the Commiission’s
unbundling rulss to Tequire incumbant

Docket 96-98, adoptad on Novembar 13,
1999, and raleased on December 9,
1994, The complete text of the order is
available for inspection and copying
during normal businsss hours in the
FCC Referunce Information Canter,
Courtyard Laval, 443 12th Street S.W.,
Washingten, D.C.. 2nd alto may be
purchased from the Commiasion's copy
contractor, nternational ‘Transcription
Servicas (1TS, Inc.], CY-B4000, 445 12th
Street, 5.W., Washington, D.C. it is also
available via the Internst 6t the
Commission’s home page.

httpwww fec.gov/Common_ Cerrles/
Orders/180%/fccd9355.doc.

Synopsls of the Third Report and Order
gnd Fourth Repors and Order

1. Infreduction

1. The Commission adopts a Third -
Report and Ouder in €T Docket No. 96—
147 end Pourth Report and Ordar in CO
Docket No. 96-98, (collectivaly “Third
R20""] to promote the availability of
competitive broadbsot xDSL-based
services, expecially to residentis) and
small business customars, Specificatly,
the Commission smends the uabundling
rules o require incumbent LECs to
provide unbundled access to & new
natwork element, the high frsquency
portion of the Jocal loop. This will
enable competitive LECs to competa
with incumbent LECs to provide to
gonsumers xDSL-based services through

leph linex that the campetitive

1ICs to provide unbundied to o
mew network slement, the high
fraquency portion of the local loop. This
will enable competitive LECs to
sorapete with incumbent LECs to
pravide to congumers xDSL-based
sarvices through telephone lines that the
compotitive LECs can share with
ingymbent LECs. In addition, the
document adepts spectrum roanagement
poiicies and maies to fasilitets the
competitive deployment of advanced
services, These rules will significantly
tenefit the rapid and efficient
Zeployment of xDSL-based
teclimolugiea.

caTES: Effective February 9, 2000,

FORA FURTHER INFORMATION CONTACT;
Staci Pios, [202] 418-1580. For further
information cencerning the information
collection contsined In this documeat,
contact Les Smith, Federal
Cenmunurications Commission, Room
1A~B04, 445 12th Suwet, S.W.,
Washington, DL.C. 20554, or via Internet
al lesmith@fce gov

BUPPLEMENTARY INFORMATION: This ix &
summary of the Contrnlssion's Third
Repert and Order in GG Docket No. 98-
147 and Fourth Report end Order in CC

LECs can ghare with ireumbent LECs.
The provision of xDSL-based service by
a competitive LEC and voiceband
service by an incumbent LEC on the
same loop is fraquently called "line
sharing”

2. In addition, tmw Commission adopts
rules in this Crder that apply to
spectrum compatibility and
managomsnl, Those rules will
significently bensfis the repid and
efficient deployment of xCSL-based
technologies. Specifically, tha
Commission seeks to encourage the
voluntary development of industry
standards while limiting the shility of
any one class of carriers to imposa
unilateral and potentially anti-
rompetitive spectrum manasgemant or
compatibiiity wulos on other xPSL
providers. The spectrum policies
adopted in this Order will ensure the
compatibility of technologies and
minirmize the risk of barmful spectrum
interference mnong transmission
services. As such. thesa policies will
ensure that American conswmers will
not face undue delay in receiving the
benefits of technological innovation.



