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OBSOLETE


STANDARD OPERATING PROCEDURE


ATTENDANCE AT NATIONAL CONFERENCES - NO COST TO DoDDS

PURPOSE:  To establish procedures for submitting requests to attend National Conferences at no cost to DoDDS.
PROCEDURES:  

1.  A request is submitted through the Principal to the DSO, and is to include a recommendation by the Principal and a conference agenda that includes conference dates, program, etc.

2.  Conditions for approval include the following:

a.  Except for substitute coverage (if appropriate), there will be no cost to DoDDS.


b.  Attendee will be carried in a duty status during the time of the conference (up to one week).


c.  A travel day on either end will be authorized only if it is required.  For example, 

if a conference begins on a Monday, a travel day is not required.  However, if the conference begins on a Tuesday, and the attendee requires Monday to travel to the conference site from the duty site, a travel day will be authorized.  A travel day will not be authorized if the attendee requests personal leave in conjunction with either end of the conference period.
3.  Principals are to ensure conference attendees fully understand the conditions of this policy.  

4.  Attendees should not finalize travel plans until approval (with conditions) is received.

5.  Attendee will submit a trip report of the conference to the DSO, which is to reflect what transpired and how the conference benefited the attendee, and how it will benefit DoDDS.

6.  No costs to the government will be incurred, even if the participant is a presenter at a National Conference.

CONTROLS:

1.  Letter of Request with recommendation on file.

2.  Response authorizing approval and associated conditions.

3.  Travel and leave (if appropriate) plans coordinated with the Principal.

4.  Trip report.
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