From: Eggert, Diane 
Sent: Tuesday, December 22, 2009 10:34 AM
To: Pope, Laura; Lebo, Ashlea; Levin, Candice; Hamilton, Joyce; Farmer, Valjean; Mernick, Kit; Norquist, Cack; Sundstrom, Linda; Williams, Freida; Jackson-Beitia, Lisa
Cc: ARS-Area Budget Fiscal Officers-All; Helmrich, Steve
Subject: Conference Approval Form
All, please use the attached form when your Areas/offices are requesting a conference approval.  We no longer use the AD-1110, but this much more detailed request form.  

Remember that:

· Any conference of $20,000 and up to $39,999 must be approved by our Undersecretary

· Any conference of $40,000 and above must be approved by the OCFO.

· Any conference of $100,000 or more must also have the Secretary’s approval.

· All requests for conferences are directed to TRSB for packaging for the requisite approvals.

The attached form must be completed fully, with all justification items completed.  Use of commercial facilities will increase the scrutiny given to these requests, so please ensure that any conference in commercial facilities includes a detailed justification of why federal facilities were not used.  

USDA is still looking at the conference approval process and may make some further adjustments to this process.  We will keep you apprised of the approval process until it is settled into firm procedures.  Diane

Diane Eggert, Chief
Travel and Relocation Services Branch
301-504-1260 (Telephone)
301-504-1302 (Fax)
diane.eggert@ars.usda.gov

