Instructions for Requesting Approval to Attend

Seminars, Conferences or Training Under SETAC 

Updated 22 Oct 2003


In order to preclude a SETAC prime or subcontractor from having seminar/conference/training costs determined to be unallowable after attendance, it is requested that SETAC primes forward this e-mail to ALL your SETAC personnel and to ALL subs working on your team (to do the same with ALL their SETAC personnel).


The SETAC team will not process requests that are "after-the-fact", incomplete, untimely, and/or lack adequate justification. Therefore, the following guidance/procedures have been established for obtaining approval to attend and charge such events as a direct cost under SETAC:



(1) One person who is presenting a SOW-related paper at the request/direction of a specific task order monitor (T/OM) may attend the conference/symposium to present such paper without going through the Government Contracting Officer as long as the conference is being held in the United States.  This limited blanket approval does not apply to any other same or similar-type situation, nor does it relieve the contractor/subcontractor from the responsibility to obtain the approval of the appropriate T/OM.   If the conference is being held outside the United States, the contractor must obtain appropriate approvals including Technical Assistance Agreements and Public Affairs coordination prior to sending a request for approval to attend the conference to the Contracting Officer.  A copy of any such approvals should be submitted with the request (otherwise, we can only approve the request subject to a caveat that approvals must be obtained prior to attending the conference).


(2) IAW the SETAC SOW (paragraph 3.1.2), it is the contractor's responsibility to provide and maintain a state-of-the-art trained workforce capable of providing the services specified in the T/Os issued under the SETAC contract.  All related training, continuing education, certification courses, and other similar events are the financial responsibility of the contractor.  


(3) The SETAC prime shall not submit a request for approval to attend generic seminars/conferences/ training such as "Project Scheduling", "Acquisition Streamlining" or "State-of-the-Art Graphics Capabilities". While SETAC primes and/or subs are certainly not prohibited from attending such seminars/conferences/training, associated costs (travel, labor, seminar/conference/training fees, etc.) are not allowable as a direct charge under SETAC. 



(4) All seminar/conference/training requests shall be submitted directly to the appropriate SETAC Contract Specialist by the SETAC PRIME. 


(5) Any request for approval which is "after-the-fact", incomplete, untimely, and/or lacks supporting documentation/justification shall be returned to the SETAC PRIME without action. Approval requests shall be considered to be untimely if submitted to the Contract Specialist for approval less than 14 days prior to the required departure date unless adequate justification is included to support a shorter suspense. 



(6) Once proper documentation/justification has been received, the SETAC Contract Specialist will forward the approval request to the T/OM for review/concurrence.



(7) The T/OM shall review the approval request and provide the appropriate SETAC Contract Specialist with his/her recommendation for concurrence/nonconcurrence.



(8) The SETAC Contract Specialist will provide the SETAC prime notification of the Government’s approval/disapproval.  The final E-mail, after concurrence by the T/OM and approval by the Contracting Officer, shall be included in the appropriate travel voucher file. 



(9) As always, all contract costs must be collected, reported, and vouchered in strict adherence to both the contract and your current Disclosure Statement. 



(10) Below is the required format for submitting subject requests to the Contracting Specialist for approval.  Approval requests that do not contain all elements will be returned without action.


If you have any question pertaining to this matter you may contact the appropriate Contract Specialist. 


SUSAN M. ROGERS
Contracting Officer
SETAC Team Leader
SMDC-CM-CT




FORMAT FOR REQUESTING APPROVAL TO ATTEND

SEMINARS, CONFERENCES OR TRAINING UNDER SETAC

SUBJECT: Attendance at _________ [title of seminar/conference/training] which will be held in _________ [city, state] from _________ [date] thru _________ [date].



1.  _________ [Prime Contractor] requests approval to send _________ [name of individual], _________ [SETAC Labor Category], of _________ [Company Name] to subject seminar in order to acquire technical information essential to support the _________ Directorate, USASMDC, under T/O #_________. 

2.  The required departure date is _________. (Note: If the approval request is submitted to the Contracting Officer less than 14 days prior to the required departure date, adequate justification must be provided herein to support the untimely request.)

3.  Attendance at this _________ [seminar/conference/training] is within the current parameters of the overall SETAC scope, as well as the Statement of Work for the specific T/O referenced above.  The T/O SOW paragraph applicable to this ______ [insert seminar, conference or training as applicable] requirement is :_______ [insert T/O SOW paragraph number].

4.  This _________ [seminar/conference/training] is unique to _________ [state the specific technical discipline], outside the parameters of what a professional individual and/or company would be required to do to maintain current/updated/state-of-the-art status in their field (as required by the SETAC SOW); and is required (not desired) to perform the specific SETAC effort referenced above.

5.  Specifically, attendance is required in order to ______________________________________________ [insert detailed justification]. 


The estimated direct costs, which will be charged under Travel, are as follows:

Number of personnel:


_________

Seminar Fee:



$_________ 

Estimated Fully Burdened Travel Costs:
$_________ 

Total Cost (excluding labor): NTE

$_________ 



The estimated direct costs for associated labor which is anticipated to be charged under fixed-price labor is NTE $_________.


TOTAL ESTIMATED (NTE) COST TO THE GOVERNMENT FOR ATTENDANCE AT THIS SEMINAR/CONFERENCE/TRAINING: $_________
