If you want to attend a conference you must complete the following steps more than 90 days prior to the conference date in case a DOI approval is required:
Step 1) Send an email to your supervisor, requesting attendance to the conference.  List conference dates, location, travel dates, and justification for attendance.  Supervisor will either reject or approve and forward to Eric.  Eric will either reject or forward to Jess Weaver (with a cc to Marge) requesting Regional Director Approval to attend.  Region will respond, and if approved, go to step  2.
Step 2) Each employee must enter their request to attend the conference in the conference database at: https://obis.usgs.gov/SitePages/ConfHome.aspx 
Under Menu Items, select “ 1) Sign-up for proposed attendance at a conference”
[bookmark: _GoBack][image: ]
Search for the conference and click on the conference name to sign up.  If your conference is not listed you will need to “add a new conference to the list” (number three in the above step).   
[image: ]
Make sure your supervisor is correctly listed 
Complete all requested information and select Review at the bottom.  Once information is reviewed submit your request.  The request will be electronically submitted to your supervisor for approval.  Your supervisor must approve the request electronically.  Once the request is approved, it will be tallied for the Bureau to determine if DOI approval is required.  
DOI approval is required for conferences unless the number of attendees is kept within these criteria: 
· For non-USGS hosted conferences, the total number of attendees does not exceed 14.  It doesn't matter whether or not they are in travel status.   
· For USGS hosted conferences, the total number of attendees does not exceed 29 whether or not they are in travel status  and the total number of travelers does not exceed 14
Employees must monitor the attendee number and if at the 90 day expiration date, if the attendees tally does not require DOI approval you may proceed with making travel arrangements.  
If DOI approval is required, you may only attend after being notified by the designated conference lead.
If you sing up less than 90 days out: it will be your responsibility to verify attendance would not require a DOI approval.  If your attendance would cause DOI approval to be required, or if the conference already requires DOI approval, please contact your supervisor and Dianna before signing up.   If your attendance will be below the DOI approval requirements you may sign up and may proceed with making travel arrangements.

If there are any questions on this process please see Dianna.  


Definition 
All conferences and conference attendance must be in accordance with this IM.  Departmental guidance defines conferences to include formal conferences and meetings that would not typically be considered a “conference”.  For the purpose of this policy, conferences, meetings, and training are defined as:
 
         A conference is a meeting, retreat, seminar, symposium or similar event that includes one or more of the following indicators:  registration, published agenda, scheduled speakers (includes invited), external participants, discussion panels, and breakout sessions.  Inclusion of training in a conference does not qualify the conference as a training session as there would be more than one significant objective.   A highly formalized meeting that includes one or more of the conference indicators may be considered a conference.
 
         A meeting is an internal business or information session primarily involving day-to-day operations where the purpose is to discuss topics, issues, problems relative the business or management of USGS, even if external speakers are included on a limited basis.  Meetings include sessions of the USGS Executive Leadership Team or sessions relating to specific disciplines or initiatives that do not qualify as a conference.  For the purposes of this policy, meetings are included.
 
         A training session involves employee development as the primary and only significant objective, characterized by one or more of the following:  program of instruction with defined learning objectives; classroom setting; course text/textbook, syllabus, and/or standardized training materials; individual assignments or group projects; tests, final examination or grade assigned; taking of attendance and issuance of completion documentation or certificates; use of SF-182 training form or equivalent as authorization for attendance; offered by a commercial training vendor, DOI University or the Office of Employee Development.  Training sessions are not subject to this policy.
 
When designation of a session is unclear, the conference definition should be used.
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