[bookmark: _GoBack]FOREIGN CONFERENCE REQUEST


Conference Name: 
Dates: 
Place: 
City, State, Country
#of Attendees:
Attendee(s) Name: 
Cost (including registration and travel):
 Agency-wide Cost:  
Contract Number:

Lead Center, 
Participating Centers and Mission Directorates
NCTS# (if assigned)
Conference Website Address

1. Describe how the conference is essential/necessary and contributes to the Agency’s core mission

2. (Foreign Conferences Only) Describe the attendee(s) substantive role(s) in the conference.

3. (Domestic Conferences Only) If requesting more than 50 attendees, provide the mission essential justification for doing so.

4. Describe the availability of alternative methods of participation (e.g. phone, video conference, or pre-recorded video message).


