	CONFERENCE JUSTIFICATION STATEMENT

(AMC-R 1-12)

	TITLE OF CONFERENCE:       

	DATE(S):       
	LOCATION:       

	HIGHEST SECURITY CLEARANCE:       
	SPONSORING ORGANIZATION:       

	POC:       
	POC TELEPHONE NO:       

	TOTAL NUMBER OF ATTENDEES:       
	

	
	HQ AMC
	     

	
	OTHER AMC
	     

	
	OTHER ARMY
	     

	
	OTHER DEFENSE
	     

	
	NON DEFENSE
	     

	TOTAL COST ESTIMATE:       
	

	
	TRAVEL
	     

	
	PER DIEM
	     

	
	CONTRACT ROOMS
	     

	
	CONTRACT MEALS
	     

	
	OTHER (SPECIFY)
	     

	TOTAL COST TO THE SPONSOR:       
	

	 FORMCHECKBOX 

	Included in directorate/office budget
	     

	 FORMCHECKBOX 

	unfinanced/unforeseen requirement/other
	     

	(Check one and explain)

     

	PURPOSE/BENEFIT OF CONFERENCE:

     

	ALTERNATIVES CONSIDERED (TELECONFERENCING, WRITTEN COMMUNICATIONS, ETC.):

     


AMC FORM 2765-R-E



      Previous editions of this form are obsolete




(Continued on reverse)

         JUL 99

	SITE SELECTION JUSTIFICATION

	NUMBER OF DAYS

ATTENDING
	NUMBER OF CIVILIANS
	NUMBER OF MILITARY
	ATTENDEE HOME

STATION

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	WERE GOVERNMENT FACILITIES CONSIDERED?  
	YES  FORMCHECKBOX 
            NO   FORMCHECKBOX 


	LIST THE FACILITIES AND STATE WHY THEY WERE NOT SELECTED:

	     

	     

	     

	     

	WERE OTHER COMMERCIAL LOCATIONS CONSIDERED?     YES   FORMCHECKBOX 
            NO   FORMCHECKBOX 
        WHY NOT?

     

	WAS MOST COST-EFFECTIVE LOCATION SELECTED?           YES   FORMCHECKBOX 
            NO   FORMCHECKBOX 
        WHY NOT?

     

	IF CONTRACTING FOR COMMERCIAL FACILITIES, LIST COMMERCIAL ALTERNATIVES AND DATA USED IN SELECTION PROCESS:
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	CONFERENCE SPONSOR CHECKLIST

(AMC-R 1-12)

	
	YES
	NO

	1.  Has this conference been scheduled, costed, and budgeted 1 year in advance?  If not, explain..............................................

     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.  Have alternatives such as teleconferencing, written communications, etc., been explored?....................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.  Can the conference be rescheduled to take advantage of off-season rates?..............................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.  Has the use of Government facilities been explored?....................................................................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.  Has contracting for group-rate meals and rooms been explored?................................................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.  If using commercial facilities, have sound procurement practices and appropriate regulations been followed?...................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.  Will information on Government contracted costs for services to attendees be provided for inclusion in travel orders/vouchers?....................................................................................................................................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.  Will Government contracted costs be reported to the appropriate finance agency to prevent overpayment of conferences?...........................................................................................................................................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.  Have “Registration fees” been avoided?.........................................................................................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.  Has the conference sponsor ensured that no social events are being paid for with Government funds?.............................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11.  Are the Commander’s Discretionary funds being used?.............................................................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12.  Is the conference using mission or administrative funds?..........................................................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13.  Is the use of appropriated funds for logistical and funding support in compliance with regulatory requirements?.............
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14.  Are ethics requirements (DODD 5500.7) being strictly observed?..............................................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	15.  Have participants been limited to those with mission-essential interest minimizing the number of observers and support personnel?.................................................................................................................................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16.  Have representatives of industry or business been chosen without favoring one company over another?.........................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17.  Have invited guest speakers been chosen with propriety and have all necessary arrangements been made?....................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	18.  Does the conference have the appearance of any impropriety?.................................................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	19.  If using commercial facilities in LSP regions, has the LSP CRC been contacted to determine the availability of LSP lodging and conference facility accommodations?.............................................................................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	20.  Is the use of rental vehicles/military vehicles in accordance with the Joint Travel Regulations?...........................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	21.  If using commercial facilities in the LSP, was the least expensive LSP facility used?.............................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	22. Has the security classification for the conference been determined?.........................................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	23.  If classified, have all security arrangements been made with the supporting security office to ensure security with the appropriate regulation?...........................................................................................................................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	24.  Have the costs for publishing conference reports, directed actions, etc., been minimized?...................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	25.  Has a thorough legal review been conducted of all conference activities?...............................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	26.  Are all costs connected with the conference identified and readily auditable?.........................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	27.  Has the conference been approved by the appropriate approving body?..................................................................................
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	      CONFERENCE SPONSOR:       
	      DATE:       
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