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Conference Synopsis Template
	Bureau:
	

	Conference Title:
	

	Dates/Total Number of Days:
	

	Location/Venue:
	

	Number of DOC Attendees:
	

	Number of Other Federal Attendees:
	

	Number of Non-Federal Attendees:
	

	Total Number of Attendees:
	

	Net Cost to DOC:
	

	Gross Conference and Travel Costs:
	

	Transportation Costs (air, lodging, M&IE):
	

	Other Costs:
	

	Funded by:
	

	Procurement Method:
	

	Total Average Cost per Attendee:
	



Description:  
[This section should explain the purpose of the conference and how it is mission-centric]


Notes:  
1. [Explanation of optics that may draw public attention]
2. [Explanation of all fees]
3. [Explanation of other costs]
4. [Explanation of procurement method]
5. [Explanation of Per Diem rates/calculations, meals provided]
6. [Explanation of sponsor/co-sponsorship and DOC OGC review compliance]
7. [Explanation of historical data from past event (if conference is recurring) – i.e. number of attendees, cost differences]
8. [Additional relevant information]

