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EVENT  APPROVAL TEMPLATE
MEETING AND CONFERENCE APPROVAL TEMPLATE
Complete all fields; use N/A or 0 where necessary. Completed forms should be sent to FSCGeneral@fsis.usda.gov for approval.
Complete all fields; use N/A or 0 where necessary. Completed forms should be sent to FSCGeneral@fsis.usda.gov for approval.
Basic Information
Basic Information
Agency:
Agency:
 Office:
AA/Delegate responsible for briefing the FSIS Administrator:
 Name of event:
Accounting Code (Required to track cost for all events above $7,000):
 Budget Fiscal Year:
*Functional Area:
 *Funded Program\Work Breakdown Structure:
 If the event is training, is it considered Continual Professional
 Education?
Location of event: 
 
Alternate location(s) considered: 
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 Conference - Other than Training: Prearranged meeting, retreat, convention, seminar, or symposium for           
 consultation, exchange of information, or discussion (FTR 301, Appendix C)  [e.g. Codex, Food Safety Summit, 
 Food Net]
 Operational meeting: Meeting to discuss agency operations, review status, or discuss topics of general or
 managerial interest (OMB M-12) [e.g. LMF, DM meetings, All-Hands, leadership development]
If the event is training, is it curriculum based?
 If the event will not be held in a USDA facility will it be
 held in a Federal facility?
Food Safety and Inspection Service
Food Safety and Inspection Service
 Training Activity (Conference):  Educational event where at least 50% activities are curriculum based and 
 led, and where participant developmental benefits are germane and improve the participants'  or  organizations' 
 performance (5 CFR 410 404) [e.g. DTC, BIG, FEW, AGA] ].  
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 Training:  Participants enrolled in planned, coordinated educational activities to become proficient in one or more 
 areas of responsibility (5 U.S.C. 4101.4) [e.g. FEI, BST, CFL classes, Management Concepts] 
Will the event be held in a USDA facility?
Select One:
*Funded Program and Functional Area are elements that can apply to many different funding sources and/or organizational Fund Centers
Complete all fields; use N/A or 0 where necessary. Completed forms should be sent to FSCGeneral@fsis.usda.gov for approval.
Date of event:
If the event will not be held in a USDA or other Federal facility, will you address in your justification below why no facilities found on the Federal Meeting Space database (https://fedmeetingspace.cfo.gov) could be used for your event?  * Cost Comparison must be attached.
The AA/Delegate has reviewed this request:
Justification (Mark all that apply, and provide a narrative addressing them.)
Justification (Mark all that apply, and provide a narrative addressing them.)
The number of employees attending is justified;
The cost comparison should include all travel costs and employee payroll for travel time.  Multiple meetings should be considered to
 reduce total cost.
The event will help further the agency's mission or the Department's strategic plan;
The information cannot be effectively shared through another means such as a teleconference or the Internet;
The event location is near where most attendees are stationed. If not, the detailed cost analysis is to include cost comparisons to 
 locations near the majority of attendees. 
The event is "must-do" considering the limited budgets of the agency.
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The location is appropriate and justified and a prudent person would not think it as a waste of their tax dollars for this event in this
 location;
Justify both the event location and facility, and explain the selections over alternatives considered. 
Event Purpose (Narrative Summary of the event objectives and expected outcomes.)
Is this a recurring event ?
Is this a Recurring Event: 
 Frequency: 
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Explanation of Why Video Conferencing or Other Alternatives Cannot Be Used
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Attendee Information
Attendee Information
Total Attendees:
                  Sponsoring Agency Attendees/Participants
                  Other USDA Attendees/Participants:
                 Other Federal Attendees/Participants:
                 Non- Federal Attendees/Participants:
 Employee Travel Expenses - Local:
Costs - Speaker Fees (including facilitators):
Costs - Audio Visual Services:
Costs - Printing and Reproduction:
Costs - Promotional Items:
Costs  - Registration Fees:
Costs - Rental/Facility Charges:
Costs - Event Furnished Meals:
Other Costs - Not Otherwise Identified:
Costs - Refreshments:
Costs - Event Planning Services:
Total Cost (excluding salary and benefits):
 Costs - Salary and Benefits
Explain and list “Other Costs” from above:
Explain and list “Refreshments” and “Meals” costs from above, and cite legal authority for purchase:
Explain and list “Audio Visual Services” costs from above:
Estimated Costs
Estimated Costs
 Employee Travel Expenses - TDY:
                 Employee Travel Expense - TDY
Please describe any promotional materials to be distributed and justify the usage of promotion materials.
Promotional Materials
Promotional Materials
Justification for Contract and Competition type: 
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Contract Details
Contract Details
Potential Vendor(s): 
Services to be provided: 
 Competition Type (Full & Open, Simplified, Sole Source): 
Estimated Cost of Contract: 
If contributions will be accepted has the acceptance decision been discussed with the Office of General Counsel?
External contributions towards the cost:
Will contributions be accepted from non-federal sources to defray the cost of the event?
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