CAPE and OTHER RESOURCES

1. CAPE
a. Access to the Cost Guidance Portal requires a DoD employee working on a Common Access Card (CAC) enabled computer in an approved domain (ndu.edu, nps.edu, usma.edu, hq.dodea.edu, usnwc.edu, state.gov and usna.edu, as well as usuhs.edu.)
b. If you are accessing from .edu, go to library for .mil computer or  follow these directions to access the site from your workstation:
i. Go to VPN, select the VPN for .mil,  and click connect.  
ii. Open browser (I use IE for this).  On top bar, click Tools, then Internet options, then Connections.  Go to Lan Settings, and check Proxy server.  Click ok and click ok.
iii. When finished, uncheck proxy server in internet connections, and disconnect from VPN.
iv. [bookmark: _GoBack]Call help desk 295.9800 for assistance if needed.  Tell them the Cost Guidance system implements DNS lookup and reverse lookup verification to make sure the client computer’s IP address is within *.mil domain.  Please ensure external network to view your DNS entry to routh IP address and that the derived hostname can be verified to the IP address. 

c. There are 2 different websites available for access:
i. http://;www.cape.osd.mil/   Under Announcements, click “Cost Guidance Portal’  To create your CAPE estimate, Go to www.cape.osd.mil/CostGuidance/CostOfHostingEvent/HostingEventWorksheet_PROD.asp  You will find detailed instructions on the “Attending An Event Guidance Document (DoD Cost Guidance Portal 1/25/12)/

ii. http:///www.defense.gov  Scroll down to the gray shaded area at the bottom; click “Military/DoD websites’  Using the letters at the top, click ‘D”  Scroll down, click ‘DoD Cost guidance Portal’


d. Enter your event information.  Upon completion, be sure to save a copy for attaching to your request.


2. PER DIEM  Below is the GSA link for per diem rates:

http://www.gsa.gov/portal/category/21287 


3. MI&E  For a breakdown of the MI&E, go to:

http://www.gsa.gov/portal/content/101518 


CAPE SCREENSHOTS (examples)
30-Oct-2012: New features available in this cost calculator
Use of this calculator is required as DoD employees are preparing to host an event such as a conference, symposium, training seminar, ceremony, or any other event. The purpose of this estimate is to improve the transparency of costs associated with events sponsored or prepared by DoD. All figures should reflect actual costs to the greatest degree possible.
Identify Event
Top of Form
1. Event Start Date: * 
[image: https://www.cape.osd.mil/_CommonScripts_Prod/ext-3.30/resources/images/default/s.gif]
1b. Duration (days): * 

Days
1c. Event End Date: * 
[image: https://www.cape.osd.mil/_CommonScripts_Prod/ext-3.30/resources/images/default/s.gif]
2. Event Title: * 

3. DoD Component Organization Name : * 
[image: https://www.cape.osd.mil/_CommonScripts_Prod/ext-3.30/resources/images/default/s.gif]
3b. Primary Organization Sponsoring the Event: * 


6 Did you follow guidelines in Executive Order 13589 determine whether there are government facilities that can be used to host this event? [image: https://www.cape.osd.mil/_CommonScripts_Prod/IMAGCommon/ToolTips/images/Information.png]: * 
[image: https://www.cape.osd.mil/_CommonScripts_Prod/ext-3.30/resources/images/default/s.gif]
	
 
Instructions
Before you begin, confirm your web browser is set to allow pop-ups. If your web browser is blocking pop-ups some of the calculator functionality described below may be restricted. 
To check your web browser: 
· From the Explorer menu bar, select Tools,
· Click Pop-up Blocker,
· Click Turn-off Pop-up
The calculator has a real-time calculation feature. The total estimated cost, located at the bottom of the screen, will automatically re-calculate as sections are completed. When all sections have been completed, you must click "Save & Display Results" to generate the cost estimate. The cost estimate will include: 
· Total estimated cost for the attending an event
· Date the cost estimate was generated
· Unique Reference Identification Number 
All fields with an asterisk (*) must be completed with accurate information to submit cost estimates and enable printing of labels. 
1. Event Date* 
Click the digital calendar to select the date(s) of the event. 
1b. Enter the event duration. Event dates can be entered to the tenth of a day. For example, a DoD employee can 
8. Total Event Activities Itemized Costs* 
The calculator allows for multiple itemized costs to be entered. For each itemized cost incurred, click "Add New Itemized Cost." Select the down arrow to view common itemized costs or type in the name of the Itemized Cost.
9. Total Event DoD Manpower Costs* 
The calculator will automatically calculate the costs associated with government personnel planning or hosting an event (contractors should not be included). For each government employee planning or hosting an event (or for each type of employee planning or hosting an event), click "Add New Event Activity." 
The calculator will automatically calculate the manpower costs (in current fiscal year dollars) associated with hosting or planning the event. 
Military or Civilian Manpower Composite Methodology - For information regarding the source and/or composite rates, please reference the Cost of Hosting an Event Guidance document and FAQ's. Rates Frozen at 2010 Levels.
Manpower Rate History 
	Date
	Description of change

	09/30/2010
	2010/2011 Inital rates established.

	05/01/2011
	2011 SES rates have been converted from (ES-1 thru ES-5) to (SES-1 thru SES-3), added Cadet rate. See the Manpower Rates for FY11 21 April 2011.pdf document for more details.


Manpower Cost Calculations - The manpower cost calculations are based on the following assumptions: 
· 260 man-days per year
· 2,087 man-hours per year 
· 21.7 man-days per month
10.SKIP THIS SECTION:  Cost of DoD Travel Expenses Incurred While Planning an Event* 
Total travel costs, as well as the Temporary Duty (TDY) location, should be computed for relevant travel based on actual costs reported from the Defense Travel System (DTS), or other sources if DTS is not available (e.g. vouchers). Travel costs should include all costs associated with travel, such as airfare, lodging, registration fees, etc. Event fees should be included to account for the full cost of the event. 
· For each travel expense incurred in attending an event, click "Add New Trip Cost."
· If no travel expenses were incurred, enter $0.
· Click "Save." The calculator will automatically store the costs (in then year dollars) associated with travel.
12. Total Event Cost Recovery* 
Many events, such as conferences, collect Registration Fees from attendees. This revenue should be considered as a benefit (or a negative cost) associated with hosting an event. To add negative costs: 
· Click, "Add New Recovery Cost" and enter the number of government employees and nongovernment employees expected to attend the event (and any other category of participants who receive separate registration fees). One estimation method is to enter the number of participants from previous events.
· Type the total amount of revenue expected to be generated through registration fees. To estimate this revenue, multiply the number of expected attendees times the per-person registration fee amount.
· If no registration fees will be collected, enter $0.
· Click "Save." The calculator will automatically store the revenue (in then year dollars) associated with event registration fees.
Some events rely on funding other than revenue generated from attendees, such as non-appropriated funds or fees charged for exhibit space. This funding should be considered as a benefit (or a negative cost) associated with hosting an event. 
· Type the total amount of other funding (i.e., non-appropriated funds, donations, etc.) to be used towards the event.
· If no non-appropriated funds or donations will be used, enter $0.
· Click "Save." The calculator will automatically store the revenue (in then year dollars) associated with other event funding.
13. Will this Cost Estimate Data be Required on a Recurring Basis?* 
· Select "Yes" if the cost estimate will be recurring. Selecting "Yes" will ensure a unique Reference ID number is generated for additional estimates. The Reference ID number should be retained for future access. Select "No" if this cost estimate is a onetime event. 
13b. Enter the frequency of this recurring estimate (i.e., biennial, annual, quarterly, etc.): 
· Click "Save." The calculator will automatically store the revenue (in then year dollars) associated with event registration fees.
CoCost Estimate Amount 
The total cost estimate amount may be found in the "The Estimated Cost of Hosting this Event to the Department of Defense is Approximately" field at the bottom of the calculator. 
SaSave & Display Results 
Once all mandatory fields have been accurately entered into the system, click "Save & Display Results" at the bottom right of the calculator. After clicking "Save & Display Results," the cost estimate summary will popup 
The Cost Guidance Group recommends you bookmark the cost estimate to gain instant access in the future. Follow the below steps to bookmark: 
· Click the 'Reference' ID link above and select "Add to Favorites" from the popup menu
· Type a new name for the bookmark; specify the folder that you prefer the bookmark to be saved in, and then click "Add". 
To access this cost estimate in the future, simply find this bookmark in your 'Favorites' folder listed in the Internet Explorer toolbar. 
Technical Assistance 
For additional costing guidance, please contact your DoD Component POC found in Costing Support
For technical support related to calculator functionality, please contact Technical Support 
 
 
 
 
 
 
 
 
 
 
 

FEDROOMS SCREENSHOTS (examples)


	

	



	


[image: Form Top Banner]
www.fedrooms.com/meetings.html
Instructions:

-  Please fill out the following form with as much detail as possible.  

* = required field 

-  For question 10 please indicate the approximate date you anticipate a decision.

- For questions 11 & 12 please click on the [image: https://www.cvent.com/g/images/Calendar.gif] icon to select a date and then click "Apply"before moving on to the daily detail below.
Meeting/Event: Basic Information
*1. Meeting/Group Name 

*2. Government Agency/Organization 

*3. Meeting/Group Purpose 
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