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OPNAV | NSTRUCTI ON 5050. 24F

From Chief of Naval Operations

Subj: PCLI CY AND PROCEDURES CONCERNI NG SPONSCORI NG CONFERENCES
I NVOLVI NG EXPENDI TURE OF NAVY TEMPORARY DUTY FUNDS

Ref : (a) DoD Directive 5154.29 dated 9 March 1993
(b) Joint Federal Travel Regul ations, Chapter 2, Part G
(c) Joint Travel Regulations, Chapter 4, Part S

1. Purpose. To update the policy and procedures for sponsoring
conferences involving expenditure of tenporary duty funds. This
instruction has been reviewed by the Per Diem Travel and
Transportation Al owance Comm ttee (PDTATAC) in accordance with
reference (a) as PDTATC Case 020503. This instructionis a
substantial revision and should be reviewed in its entirety.

2. Cancel | ati on. OPNAVI NST 5050. 24E.

3. Background. Conferences provide a forumfor the exchange of
i deas and i nformation which could not readily be acconplished

t hrough ot her means. Conferences require careful planning to
mnimze total cost to the Navy and to ensure that security and
| egal requirenents are properly addressed. Conferences are not
appropriate if the subject nmatter can be transmtted by
directive, telephone, or other neans at a fraction of the cost

W t hout significant reduction of effectiveness.

4. Policy

a. Approval authorities designated in paragraph 6 wll
restrict conferences involving expenditure of tenporary duty
funds to those absolutely essential to neet m ssion requirenents
and will ensure that any potential security or |egal issues are
addressed i n advance.

b. Conferences should not be schedul ed unl ess objectives
and expected results are conmensurate with the expenditure of
| abor and funds.
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c. Conferences should reflect a balance of views
representative of the popul ation affected by the subject matter
of the conference. The |level and extent of involvenent and
representation by wonen and mnorities in conferences warrant
speci al consideration by all |evels of sponsoring and
participating conmands fromthe perspectives of professional
devel opnent and diversity in points of view

d. Conference approval authorities will ensure conpliance
with references (b) and (c).

e. Conference approval authorities will not approve
conferences to be held at any location in which it would be
necessary for attendees to get actual expenses authorized that
woul d exceed normal per diemrates.

f. Conference approval docunentation will include an
eval uation of the cost differences of prospective sites as
required by references (b) and (c).

g. Conferences involving tenporary duty funds should only
be scheduled if video tel econferencing or other |less costly
alternati ves have been determ ned to not be avail abl e.

h. Conferences involving civilian participation should be
scheduled to mnimze travel of civilian enpl oyees outside of
regul arly schedul ed work hours.

i. Conferences or portions of conferences during which
classified information is to be dissemnated shall be limted to
appropriately cleared U. S. Governnent or U S. Governnent
contractor | ocations.

5. Considerations. The objectives of controlling conference
scheduling are to ensure: (a) the optinmmuse of tenporary duty
funds in relation to conference goals; (b) observance of CNO
policy; and (c) conpliance with applicable security and | egal
requi renents. Approval authorities nmust carefully weigh al
factors concerning a proposed conference including:

a. How does the proposed conference relate to
acconpl i shnent of the assigned m ssion?
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b. Wat is the objective of the conference? |Is the
obj ective clear and attai nabl e?

c. |Is a conference the only or nost cost-effective neans of
acconplishing the desired objective? Have all |ess costly
al ternatives been thoroughly explored? Are teleconferencing
facilities available to reduce the expenditure of tenporary duty
funds?

d. Has CNO policy regardi ng bal anced representati on been
taken into account in ternms of point of view and professional
expertise represented as well as opportunities for professional
devel opnment through participation?

e. Do the anticipated results justify the direct costs in
man- hours and tenporary duty funds?

f. Do the decisions regarding site selection, attendees,
and neeting dates take into account associ ated resource costs?

g. What activities are expected to send representatives?
What is the total nunmber of attendees? |Is there conpelling
rationale for multiple attendees froma single activity?

h. What is estimated total Navy cost associated with the
proposed conference?

i. Have efforts been nade to mnimze tenporary duty costs
t hrough use of Mrale, Wl fare and Recreation Departnent
facilities (i.e., conference space and | ogistical support), and
Bachel or Quarters (BOQs/BEQs) ?

j. For recurring conferences: has the original requirenent
for the conference been revalidated? Has consideration been
given to extending the interval between recurring conferences to
reduce annual cost?

k. Has the agenda been set to mnimze the nunber of days
required for the conference?
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| . If classified material is to be discussed, has the
command security manager been advised? How will access to the
conference be controll ed?

m WIIl the conference include any nonfederal participants
or attendees? |If so, what is their relationship to the Federal
governnent (e.g., contractor, consultant, advisory conmttee
menber) and have all formal and informal arrangenents and
regul ati ons governing their attendance, participation and
conpensati on been observed, including any required | egal review?

6. Authority and Procedures. Conference approval authority and
procedures are as set forth bel ow

a. For Ofice of the Chief of Naval Operations (OPNAV)

(1) Conferences that are (1) estimated to cost nore than
$30,000 in travel and per diemcosts; (2) estimated to have 50
or nore in attendance; or (3) are estimated to cost nore than
$75,000 in conference costs nmust be approved in advance by the
Director, Navy Staff (DNS).

(2) Conferences not neeting these criteria nust be
approved i n advance by the sponsoring OPNAV Principal Oficial
(OPO) .

(3) Conference requests will be forwarded to DNS or OPO
as appropriate, and will provide justification addressing the
considerations in paragraph 5 and addressing site cost
conparison as required by references (b) and (c). Conference
announcenents may be released only after recei pt of DNS or OPO
conference approval .

b. For all other commands, bureaus, and shore activities
under the command of CNO and conponents of the Operating Forces.

(1) Echelon 2 activities are delegated authority to
approve conferences sponsored by their respective commands.

(2) Conference approval authority may be redel egated to
subordi nate heads of activities except that any conference
estimated to cost nore than $5000 in either travel and per diem
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or conference costs nust be approved by a flag or SES, or at the
Echel on 2 | evel.

(3) Conference requests will address the considerations
in paragraph 5 and site cost conparison as required by
references (b) and (c).

7. Control. Approving officials should maintain records of
conference approvals and provide information, upon request, to
CNO for those conferences estimated to cost in excess of $5000
in travel and per diem costs.

8. Report. The reporting requirenment contained in paragraph 6b
is exenpt fromreports control by SECNAVI NST 5214. 2B

P. A TRACEY
Vice Admiral, USN
Director, Navy Staff

Di stribution:
SNDL 21A (Fl eet Commanders in Chief)
23 (Force Commanders)
24 (Type Commander s)
SNDL Part 2 (Naval Shore Activities) (less Al, A2A, A3, A6, B
C, D E and V)
OPNAV Principal Oficials



