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USUHS  HOSTING  REQUEST  
for a USU-sponsored conference, meeting, course, series, or other educational event 
Your deadline for approval (when do you need to sign contacts, post publicity, etc?): _   		
Calculate your deadline for Hosting Request submission: (120-150 days prior to your deadline):_
Date Request Submitted: _    Submitted by: <name>      <phone>     <Email> _       Dept:__   
POC name (if differs from submitter): _	Phone: _	Email: _

1. Full Title of Event:  ___

2. Sponsored by: _               Activity Director: _            USU Dept: _       
Other federal or non-federal conference co-sponsors:_                  or ☐N/A

3. Purpose of event: _
Are you requesting exemption from the DoD Conference Guidance for a USU-sponsored regularly recurring event?  ☐ No  ☐Yes  
If yes, identify Exemption Reference number (e.g., “4a” from list on reverse page) and explain: ___

4.  Event Details:
	a.  Name of non-Federal entity used for conference planning: _      or ☐N/A
    b.  Spousal travel involved? ☐ Yes  ☐No
    c. Are you serving food/refreshments?    ☐ No  ☐Yes  explain: ___ 
   d. Offering CE credits ?    ☐ No  ☐Yes: ☐CME  ☒CNE  Other: ___       Your CE Provider is: ___
                                                    
4. Dates: __________	 to	__	
           Start (mm/dd/yyyy)                     End(mm/dd/yyyy)
5. Location of Event: Exact Venue _			City_                               State _   

6. Attendees
DoD attendees (include faculty/staff) anticipated total number of DoD personnel: _      
Non-DoD attendees (include faculty/staff) anticipated total number of non-DoD personnel: _      
Anticipated total attendees:   _   

7. Costs: please complete Enclosure 7 in detail, enter summary data below.
DoD costs (all):     _    
Non-DoD costs:    _
Total Cost of event including all expenses (including DoD Travel) _    

8. Comments, or added information: ___
9. Attachments:
a.  Attachments if requesting USU exemption as a regularly recurring mission critical event: 
☐Agenda    ☐ Contract or Grant (if applicable)  ☐Enclosure 7 Expense Worksheet  ☐ Sample Publicity

b.  Attachments if requesting P&R DoD review and conference approval : all of the above plus: 
☐ Enclosure 8 HA TMA Coordination Sheet        ☐ Enclosure 10 Action Memo ASD(HA)-DCME ☐ CAPE printout   
☐ Enclosure 11(Appendix J) USD(P&R)       ☐ Coordination Sheet USU    ☐ Venue Bid (3) information    ☐ WHS Request	
☐Other: __ 
(consult www.usuhs.mil/CEC Forms “Checklist-Hosting” for a list of required attachments)

For questions and advance review, contact sylvia.scherr@usuhs.edu 301.295.1537
[bookmark: _GoBack]
	Exemptions

	4. Exemptions  (exerpted from DoD Conference Guidance 6 Nov 2013)  Note: 
These exemptions are excerpted from page 13 of DoD Conference  Guidance (www.usuhs.mil/CEC References)

	For the purposes of this guidance, the types of activities listed below should not be considered conferences even if the event meets the general definition of a conference. 
Should an event be considered exempt from this guidance, organizations are expected to continue to apply strict scrutiny to DoD's participation to ensure the best use of government funds and adherence with not only all applicable laws and policy, but the underlying spirit and principles. Additionally, all events, regardless of whether they are considered exempt should be clearly related.
Additionally, all events, regardless of whether they are considered exempt should be clearly related to carrying out the mission of the organization.  This includes ensuring that only personnel that have a mission-essential need to attend events do so, that expenses be kept to a minimum, and that participation in any associated social events be limited and restrained to the greatest degree practicable to avoid the appearance of impropriety.  Exemptions from this guidance should be granted sparingly and only when events fully meet the definition and intent of the criteria below:

	   a.   Meetings necessary to carry out statutory command and staff oversight functions. This exemption would include activities such as investigations, inspections, audits, or non- conference planning site visits.

	  b.   Meetings to consider internal agency business matters. This exemption would include activities such as meetings that take place as part of an organization's regular course of daily business.

	  c.    Meetings necessary to carry out planning or execution of operational or operational exercise activities or pre-deployment, deployment, or post-deployment activities. This exemption would include activities such as planning and preparation for, as well as execution of, war games, military exercises, and operational deployments.

	  d.   Bi-lateral and multi-lateral international cooperation engagements. This exemption would include activities such as International Military Education and Training events, Traditional Commander's Activities, and other regional assistance programs.  It would also include many of the activities of the Department's Regional Security Centers.

	  e.   Formal classroom training.  This exemption would include activities such as regular courses of instruction or training seminars. These activities may be offered by government organizations, institutions of higher learning or professional licensure/certification, or other training entities. However, events are not exempt simply because they offer continuing education credits or the equivalent.

	   f.    Change of command, official military award, funeral, or other such ceremonies.

	  g.   Events where the primary purpose of DoD's participation is military or civilian recruiting and/or recruitment advertising.
	

	  h.   Meetings of advisory committees subject to DoD Instruction 5105.04, where the membership of the committee consists of one or more individuals who are not full-time or permanent part-time Federal officers or employees.
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