	INVITATION WORKSHEET
 TO ATTEND A NON-FEDERAL ENTITY (NFE) HOSTED EVENT

	INVITEE(S)
(INCLUDE SPOUSE, ETC.):
	

	EVENT TITLE
(INCLUDE INVITATION AND PROGRAM OR AGENDA):
	

	BASIS OF INVITATION
(DESCRIBE REASON FOR INVITATION):
	

	NATURE OF THE EVENT:
	

	GIFT OR MEMENTO:
	DOES THE INVITEE EXPECTE TO RECEIVE A GIFT OR MEMENTO FOR ATTENDING?
	YES
	NO

	
	IF YES, WHAT IS THE VALUE OF THE GIFT OR MEMENTO?
	$ 

	OFFICIAL POSITION, STATUS, OR DUTIES:
	WOULD THE INDIVIDUAL HAVE BEEN INVITED REGARDLESS OF HER OR HIS POSITION, DUTIES, OR STATUS AS A SERVICEMEMBER OR FEDERAL EMPLOYEE?
	YES
	NO

	








HOW DOES DOD, U.S. ARMY, USAACE, OR FORT RUCKER BENEFIT FROM PARTICIPATION
(DESCRIBE HOW PARTICIPATION FURTHERS DOD, U.S. ARMY, USAACE, OR FORT RUCKER’S INTERESTS THAT MAKE THIS EVENT MISSION CRITICAL):




























HOW DOES DOD, U.S. ARMY, USAACE, OR FORT RUCKER BENEFIT FROM PARTICIPATION
(DESCRIBE HOW PARTICIPATION FURTHERS DOD, U.S. ARMY, USAACE, OR FORT RUCKER’S INTERESTS THAT MAKE THIS EVENT MISSION CRITICAL):

























HOW DOES DOD, U.S. ARMY, USAACE, OR FORT RUCKER BENEFIT FROM PARTICIPATION
(DESCRIBE HOW PARTICIPATION FURTHERS DOD, U.S. ARMY, USAACE, OR FORT RUCKER’S INTERESTS THAT MAKE THIS EVENT MISSION CRITICAL):

	WHAT IS THE MAIN PURPOSE OF THE EVENT?
	

	
	WHO FROM OUTSIDE DOD IS EXPECTED TO ATTEND?  (SPECIFY THE KNOWN COMPANIES AND GROUPS, E.G., RETIREES, VETERANS, CIVIC LEADERS, EDUCATIONAL COMMUNITY, INDUSTRY, ETC.)
	

	
	IS ANY OTHER DOD ENTITY OR FUNCTION EXPECTED TO ATTEND?  (SPECIFY KNOWN ATTENDEES OR FUNCTIONS OF ATTENDEES, E.G., AIR TRAFFIC CONTROLLERS, MEDEVAC PILOTS, ETC.)
	

	
	WHO FROM WITHIN THE U.S. ARMY IS EXPECTED TO ATTEND?  (SPECIFY THE KNOWN AGENCIES AND UNITS.)
	

	
	WILL AN OPPORTUNITY EXIST TO EXCHANGE DIVERSE IDEAS OR VIEWS, IF SO, HOW?
	

	
	IS THIS EVENT OPEN TO THE PUBLIC?
	YES
	NO

	
	HAS USAACE ALREADY COMMITTED TO ATTEND THIS EVENT, OR HAS USAACE ALREADY ATTENDED EVENTS WITH SIMILAR GOALS HOSTED BY OTHER NFES WITHIN THIS CALENDAR YEAR (CY)?
	

	
	HOW DOES THIS EVENT DIFFER FROM OTHER NFE–HOSTED EVENT(S) YOUR ORGANIZATION PARTICIPATED IN THIS CY?
	

	
	HOW IS THE EXPECTED AUDIENCE AT THIS EVENT EXPECTED TO DIFFER FROM OTHER NFE-HOSTED EVENT(S) YOUR ORGANIZATION PARTICIPATED IN THIS CY?
	

	
	IF USAACE WAS INVITED TO PROVIDE A SPEAKER, WHAT IS THE PROPOSED TOPIC?
	

	
	HOW DOES THIS TOPIC HELP OR PROMOTE THE USAACE’S, U.S. ARMY’S, OR DOD’S MISSION?
	

	
	HAS USAACE MADE OR SCHEDULED TO MAKE A SIMILAR PRESENTATION AT ANY NFE EVENT WITHIN THIS CY?  DESCRIBE THE EVENT(S) AND HOW IT IS SIMILAR OR DIFFERENT FROM THIS EVENT.
	

	
	WILL USAACE ATTENDANCE IMPACT ANY ONGOING PROCUREMENT ACTIONS?  IF SO, HOW?
	

	
	HAS USAACE BEEN ASKED TO PARTICIPATE IN THIS EVENT BY ANOTHER DOD OR U.S. ARMY ENTITY?   IF SO, BY WHOM?
	

	
	HOW DOES ATTENDING THIS EVENT DIRECTLY BENEFIT OR FURTHER YOUR ORGANIZATION’S OR USAACE’S MISSION?
	

	
	NAME OF SPONSOR(S) OR ORGANIZATION(S) HOSTING THE EVENT:
	

	
	IS THE EVENT SPONSOR(S) OR ORGANIZATION(S) HOSTING THE EVENT A PROHIBITED SOURCE*?
	

	
	ARE YOU AWARE OF ANY EXTREMIST, ILLEGAL, OR OTHERWISE INAPPROPRIATE VIEWS OR POSITIONS ESPOUSED BY THE SPONSOR(S) OR HOSTING ORGANIZATION(S)? 
	

	MAIN SPONSOR(S) OR MAIN ORGANIZATION(S) HOSTING THE EVENT
	TAX EXEMPT UNDER 26 U.S.C. 501(C)(3)?
	YES
	No

	
	TAX EXEMPT UNDER 26 U.S.C. 501(C)(4)?
	YES
	NO

	
	REGISTERED WITH THE COMBINED FEDERAL CAMPAIGN?
	YES
	NO

	EVENT DETAILS
	DATE AND TIME:
	

	
	LOCATION:
	

	
	MAX FEE FOR ANY ATTENDEE (INCLUDES LATE REGISTRATION FEE):
	$

	
	EXPECTED TO SPEAK?
	YES
	NO

	
	EXPECTED TO WEAR UNIFORM?
	YES
	[bookmark: OLE_LINK3][bookmark: OLE_LINK4]NO

	
	IS THIS EVENT A FUNDRAISER?

	YES
	NO

	
	IS THIS A TRAINING EVENT WITH AT LEAST 20% DOD PERSONNEL ATTENDANCE?
	YES
	NO

	







ESTIMATED EXPENSES








	ESTIMATED TRAVEL COST:
	$

	
	LOCATION PER DIEM:
	Lodging:
	$

	
	
	Meals and Incidentals:
	$

	
	
	Total:
	$

	
	ATTENDANCE/CONFERENCE FEE:
	$

	
	LATE FEE (IF APPLICABLE, REGARDLESS OF OFFERS OF WAIVER BY SPONSOR):
	$

	
	MEAL(S):
	How many:               
	Cost of each meal:

	
	ACTUAL COST OF LODGING:
	$

	
EXPENSES PAID BY SPONSOR(S) OR ORGANIZATION(S)
(LIST DETAILED EXPENSES THE SPONSOR OR ORGANIZATION OFFERS OR INTENDS TO PAY):
	CONFERENCE FEE (INCLUDES LATE FEE, IF APPLICABLE):
	$

	
	LODGING:
	$

	
	TRAVEL:
	$

	
	MEALS:
	$

	
	RENTAL CAR:
	$

	
	OTHER COST:
	$

	POINT OF CONTACT (NAME, EMAIL, PHONE NUMBER):
	


[bookmark: OLE_LINK1][bookmark: OLE_LINK2]	* A PROHIBITED SOURCE IS ANY PERSON OR ENTITY THAT:  (1) IS SEEKING OFFICIAL ACTION BY DOD, U.S. ARMY, USAACE, OR FORT RUCKER;  (2) DOES OR SEEKS TO DO BUSINESS WITH DOD, U.S. ARMY, USAACE, OR FORT RUCKER;  (3) IS REGULATED BY DOD, U.S. ARMY, USAACE, OR FORT RUCKER; (4) HAS INTERESTS THAT MAY BE SUBSTANTIALLY AFFECTED BY PERFORMANCE OR NONPERFORMANCE OF THE EMPLOYEE'S OFFICIAL DUTIES;  OR (5) IS AN ORGANIZATION A MAJORITY OF WHOSE MEMBERS FIT INTO ONE OR MORE OF THESE CATEGORIES.



	
	SUPERVISOR’S REVIEW

	NAME:
	
	PHONE NUMBER:
	

	I HAVE REVIEWED THIS WORKSHEET AND I RECOMMEND: 
	
	APPROVAL OF THIS NFE EVENT


	
	
	DISAPPROVAL OF THIS NFE EVENT. 


	NOTES OR COMMENTS:
	




	Supervisors’ Signature:
	

	Date:
	


	ETHIC COUNSELOR’S  REVIEW

	NAME:
	

	I HAVE REVIEWED THIS WORKSHEET AND I FIND:
	
	APPLICABLE REGULATORY OR STATUTORY AUTHORITY AUTHORIZES THIS NFE EVENT.


	
	
	APPLICABLE REGULATORY OR STATUTORY AUTHORITY DOES NOT AUTHORIZE THIS NFE EVENT.


	NOTES OR COMMENTS:
	





	ETHICS COUNSELOR’S SIGNATURE:
	
	DATE:
	


	APPROVING OFFICIAL’S REVIEW  (COS OR CG AS APPLICABLE)

	NAME:
	
	PHONE NUMBER:
	

	I HAVE REVIEWED THIS WORKSHEET AND I APPROVE: 
	
	TRAVEL FOR THIS NFE EVENT INVITATION AS OFFICIAL AND MISSION CRITICAL.  I AUTHORIZE USE OF TDY FUNDS.  

	
	
	TRAVEL FOR THIS THIS NFE EVENT INVITATION.  I DO NOT AUTHORIZE USE OF TDY FUNDS.

	NOTES OR COMMENTS:
	


	APPROVING OFFICIAL’S 
SIGNATURE:
	[bookmark: _GoBack]
	DATE:
	



4
