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MARI NE CORPS ORDER 7300. 22A

From Commandant of the Marine Corps
To: Di stribution List

Subj: CONTROLLI NG CONFERENCE COSTS

Encl: (1) ASN (FM&C) neno of Apr 18, 2003
(2) Sanpl e Request Format
(3) Cost El enment Wbrksheet

1. Situation. Provide guidance for controlling conference
costs to effectively and efficiently use Mari ne Corps resources.

2. Cancel | ati on. MCO 7300. 22.

3. Mssion. Marine Corps commanders are to exercise strict
fiscal responsibility in the planning and conducting of Marine
Cor ps- sponsor ed conferences.

4. Execution

a. Commander's Intent and Concept of Operations

(1) Commander's | ntent

(a) Financial responsibility for planning and
conducti ng Marine Corps-sponsored conferences lies with the
conference’ s sponsoring conmmander or sponsoring staff agency
head. It is inperative that the conference-sponsoring officials
exerci se good stewardshi p of Marine Corps resources by ensuring
that conference costs are m nim zed, best value is obtained by
t he Governnent, and that attendee conference travel expenses
stay within normal per diemrates.

(b) Enclosure (1) prohibits a DON activity from
coll ecting attendee conference fees to offset the cost of the
conference, or to reinburse or supplenent the appropriation from
whi ch the conference is funded unl ess specifically authorized by
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statute. A DON activity nmay not authorize the use of
appropriated funds to pay for an enployee's food and |ight
refreshnents, except as part of the enployee's travel

subsi stence all owance for those in a travel status. However, a
DON activity may reinburse a traveler for a conference fee that
is charged by a non-DON conference sponsor.

(c) For purposes of this Order, a conference is
defined as any neeting, retreat, sem nar, synposium or other
event that requires attendee travel (tenporary duty travel) with
t he exception of technical and adm nistrative site visits to
Governnment installations. The termalso applies to training
activities when:

_ 1. the announced purpose of a conference is
educational or instructional;

2. nore than half of the tinme is schedul ed for

a pl anned, organi zed exchange of information between presenters
and audi ence;

3. the training is based on a planned,

prepared, and coordinated program course, curriculum subject,
system or routine of instruction or education in fields which
wi |l inprove individual and organi zati onal performance, and
assi st in achieving agency m ssion and perfornmance goal s; or

4. devel opnent benefits will be derived through
t he enpl oyee' s attendance.

(2) Concept of Qperations. To carry out this policy,
effective i medi atel y:

(a) Marine Corps conmanders and Headquarters Mari ne
Corps (HQWC) staff agency heads shall closely review requests by
their staffs and subordi nate organi zati ons to hol d/ sponsor
conferences. At a mninmum commanders and HQVC staff agency
heads shoul d;

1. consider whether the conference is necessary
for the effective acconplishment of the organization's mission;

2. evaluate/analyze cost differentials between
various conference alternatives and alternative sites;
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3. |limt attendance to the m ni mum nunber of
i ndi vidual s required for m ssion acconplishnment; and

4. ensure that approved conferences are held at
| ocations not requiring either "actual expense authorizations"
exceedi ng standard per diemrates, or an additional conference
| odgi ng al | owance.

(b) The authority for approval of Marine Corps-
sponsored conferences with projected total costs of under
$100, 000 (exclusive of personnel/salary costs) and | ess than 125
attendees is del egated to: COVWARFORPAC, COMWARFORLANT; CG
MCCDC, COVMARFORRES, COVMARCORLOGCOM COMVARFOREUR
COVWARFORSOUTH, COVVARFORNORTH, COVWWARFORSTRAT, CG MCRD PI, CG
MCRD SD, CG MCRC, CG TECOM CG MAGTFTC/ MCAGCC, and to HQVC st af f
principals. These commands may further del egate approval
authority in witing to their respective major subordinate
commands (MSC) and activities. HOQMC staff principals my
del egate approval authority to the HQVC Division Director |evel.
Conferences of this size proposed by commands or activities not
included in (or subordinate to) one of the commanders |isted
above nmust be approved by a general officer or a civilian senior
executive service nmenber in their chain of conmand.

(c) Marine Corps conferences that are projected to
cost $100,000 or nore (exclusive of personnel/salary costs), or
are expected to have 125 attendees or nore, regardless of cost,
nmust have prior approval fromthe Assistant Conmandant of the
Marine Corps (ACMC). The Fiscal Director of the Marine Corps,
Prograns and Resources Departnment, HQVC will serve as the action
official for processing these requests to the ACMC for review
and approval. Requests for approval of such conferences should
be addressed to the Assistant Comrandant of the Marine Corps via
the Director, Fiscal D vision (RFR), Prograns and Resources
Department, Headquarters, U S. Marine Corps, Washington, DC
20380-1775. Requests for ACMC approval nust include conference
docunentation outlined in paragraph 5 bel ow, and nust be
received by CMC (RFR) no | ater than 45 days prior to proposed
conference start date. Naval nmessage or standard naval letters
are the preferred nethods for transmttal of conference approval
requests. Enclosure (2) contains a sanple request fornmat.
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5. Adninistration

a. Conference Justification. Commands nust be able to
justify the follow ng:

(1) the necessity for their Marine Corps-sponsored
conf er ences,

(2) their choice of available conference alternatives,
(3) their choice of conference sites/facilities, and
(4) their efforts to limt conference attendance.

In addition, Marine Corps participation in conferences sponsored
by organi zations other than the Marine Corps should be revi ewed
by each Marine Corps command participating to limt their
command’ s attendance to the mninmal effective |evel. These

deci sions are expected to be consistent with m ssion
acconpl i shnment and good stewardship of public funds.

b. Definition of Conference Costs. Conference costs
i nclude all appropriated and nonappropriated fund costs paid by
the Marine Corps for Marine Corps-sponsored conferences. These
costs include, but are not limted to, those elenents identified
in the worksheet contained at encl osure (3).

c. Site Considerations. Determnation of appropriate
conference sites shoul d consider both geographical |ocation and
specific facility selected. Use of Governnment |ocations and
Government facilities are strongly encouraged (when and where
avai |l abl e) when determ ning locations and facilities for
conferences. High cost or resort |ocations and prem um cost
facilities should be avoided. This Headquarters recogni zes that
resort locations often offer attractive "per attendee" costs,
but care should be taken that the resort "attraction" does not
result in increased attendance and consequently increase the
total cost to the Governnent. For conferences involving 30 or
nore attendees in a tenporary duty travel status, a mninmmof 3
sites should be considered and deci sion docunmentati on nust be
devel oped and nmi ntai ned, regardl ess of total projected
conference cost. Required docunmentation will include a cost
anal ysis for each alternative conference option considered and
an expl anati on of other decision factors.
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d. Docunentation. Conference planning and cost
docurnent ati on, including both pre-conference cost estinmates and
actual conference costs incurred, nust be retained by the
conf erence sponsor for inspection by cognizant auditors,

i nspectors, or other managenent authorities for a period of

three years.

6. Command and Si gnal

a. Signal. This Oder is effective the date signed.

b. Command. This Order is applicable to the Marine Corps

Tot al Force.
W. L.lNYLAND

Assistant Commandant of the
Marine Corps

DI STRI BUTI ON:  PCN 10210035800
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DEPARTMENT OF THE NAVY
GPFIGE OF THE ASSISTANT SECRETARY
IFINANCGI AL MANAGEMENT AND COMPTROLLER])
1000 MAYY PENTAGON
WASHINGTON, D Z0IEF-9000 'I“JF{ 1 E EIUB

MEMORANDUM FOR DISTEIBUTION

Sulrj: CLARYFICATION OF U3E OF AFFROPRIATED FPUNGE Te PROCLER
LIGHT REFRESHMENTS

Ref {a) CompGen Declslon B-ZA8266 af 27 Jan 03
{b) OASN (FM&C) Memo 7150 FMB-56 <f 31 May 00
{o} JFTR U25RD
(a) JUR 4Ly
(e} Compden Decision B-22331% of 21 July 1986
{f} SECNAV Mamos of & Jan 02
() QFPNAVLINST 5050.24F of 20 Jun 02
{h) Marine Corps Order 7300.22

By reference (a}, the Comptroller General (CumpGen)
published a decision on the use of appropriated funds to pay for
light refreshments at conferences, which supercedes the guidance
provided in references (k] through (d). The decislon siates
that the Genaral Services Administration (GSA} does not have the
authority te authorigze agencies to use appropriated funds to pay
foxr an employee’'s food and light refreshments, except as pasl of
the employea‘s travel subsistence allowance for those who are in
a travel status, While gerving light refreshments to cenference
attendees might be 2 common business practice in privara
industry, the expenditure of public funds must be anchored in
existing law, not the practices and conventiens of the private
sector. EBEffective immediately, appropriated funds are notc
authorized to pay for light refreshments at conferences.

The GAO decision does not change the rules for the use ot
appropriated funds te pay for food under other authorities, such
as those relating to training (5 USC 4109 for wivilians and 10
Usc 2013 for uniformed personnel) under the circumstances
discussed in reference (a), and recepticons for awards made under
the provisions eof 5 USC 4503, as discussed in refersnce (e).
Activities should be diligent in ensuring the authorities are
not misused, as improper use of appropriated funds could lead to
a potential Antideficiency Act viclation. Also, bacause the
&8a' s Federal Travel Regulation (FTR) forms the basis for the
guidance contained in references (¢) and {d}), it ies important to
ensure activitles under vour cognizance are expeditiously
informed of this change.

ENCLOSURE (1)
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hAdditiomally, adtivities should enpure that DON confarences
are officially approved consistent with the regquiremente
delineated in references (f) through (h}. Activities are
reminded that, absent affirmative statutory authority,
conference fees may not be collected and used tc offset the cost
of the conference or to reimburse or supplement the
appropriation f£rom which the conference is funded.

My puint ol vuntace ls Mr. Louls P. Calabro, Jr., FMB-51,
who can be reached on (703)652-6586, or by e-mail at
calabro.louisé@hg.navy.mil.
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SAMPLE REQUEST FORNAT
MEMORANDUM FOR ASSI STANT COVVANDANT OF THE MARI NE CORPS

Vi a: Director, Fiscal D vision, Prograns and Resources
Depart ment (Code RFR)

Subj: CONTROLLI NG CONFERENCE COSTS

Ref:  (a) MCO 7300.22A

Encl: (1) Required Supporting Docunentation

1. Description & Justification. This paragraph is used to

provi de a description of the conference/ event and provide
justification.

2. Location. This paragraph is used to describe the
reconmended conference site.

3. Participants & Total Cost. This paragraph is used to report
t he nunber of participants as well as the total estimted cost
to include an explanation of the key elenments driving the total
cost .

4. Point of Contact. Name, telephone nunber, and enmil address
of a point of contact for the request.

ENCLOSURE ( 2)
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COST ELEMENT WORKSHEET

Conf erence costs include all appropriated and nonappropri at ed
fund costs paid by the Marine Corps whether paid directly or
rei mbursed to attendees. These costs include, but are not
limted to the foll ow ng:

Attendee travel /per diemcosts:

- Travel to & from conference |ocation
(tncludes Mlitary A ry ...

- Ground transportation
(rental car, taxi, etc.)

- Per D em

Speaker fees:

Meeting room

Audi ovi sual :

Printing:

Equi prent :

Communi cation costs:
(i ncludes tel ephone & conmputer access)

O her conference rel ated costs:

TOTAL

Tot al nunber of attendees:

O her decisional factors:

ENCLOSURE ( 3)



