Conference Speaking Questionnaire:

If you intend to speak at a conference in your official capacity that is being held by a non-federal entity, you need to complete the following questionnaire:

This questionnaire is for a determination as to whether speaking at a conference as part of your official duties is appropriate under the circumstances.  Please be advised that there is no attorney and client relationship that is created between government employees and a Navy Ethics Counselor.  Thus, communications that are provided to the Ethics Counselor are not privileged and further disclosure may occur as appropriate.

The Joint Ethics Regulation, Section 3-211, requires that, before DoD employees may serve in their official capacities as speakers or panel members at a privately-sponsored event, the head of the DoD Component command or organization must make certain determinations. Pursuant to the Standards of Conduct Office (SOCO), for the purposes of 3-211(a) only, the first supervisor who is a commissioned military officer or a civilian above GS/GM 11 or equivalent in the chain of command or supervision of the DoD employee concerned shall make the required determinations, in consultation with the local ethics counselor.

Therefore, please answer the following in conjunction with your supervisor's determinations, as requested below.

TO BE COMPLETED BY THE EMPLOYEE

1. What is the title of the event and who is sponsoring it (i.e. who is putting the event on)? 

2. Is there a website link for this event?  If yes, please provide the link.

3. What is the location and date(s) of the conference?

4. What date(s) are you proposing to speak?

5. Describe your proposed participation (e.g. title, topic). 

6. Are you attending the conference on any days that you are not speaking? (If yes, please describe) 

7. What are the conference fees for general attendees, including the highest charged fees?

(Note that the highest rate charged to any attendee, including late fees, must be used for purposes of the reasonable cost determination.) 

8. Have you been offered or received any travel expenses, costs, waivers of conference fees, and/or other gifts in relation to this conference? (If yes, please describe what was offered and the value).

TO BE COMPLETED BY THE SUPERVISOR

You must have your supervisor make and forward the following determinations to our office: 

1.
Will the support of the conference interfere with the performance of official duties or otherwise distract from readiness?

2.
How are military training interests served by the support?

3.
Is it appropriate to associate NAWCWD with the event?

4.
Please describe how the proposed participation is in NAWCWD's interest and how the participation supports your employee's official duties? 

5.
Is NAWCWD able and willing to provide the same support to comparable events?

Once the proposal is submitted to our office, it will be reviewed to ensure conformity with the JER. An Ethic's Counselor opinion will then be issued to the supervisor as to whether the conference is supportable or not in accordance with the JER.

The following is included for your additional information and reference:

1. This review does not have any relation to the public affairs process.  If your speech pertains to military matters, national security issues, or subjects of significant concern to DoD, then review for clearance by security and public affairs prior to delivery is necessary.

2. When you are at the conference you may not accept any gifts in connection with making the speech as part of your official duties, except for the following:


(1)
Modest items of food and refreshments that are not part of a meal (e.g. coffee, donuts, soft drinks, hors d'oeuvres).  


(2)
Plaques, thank you cards, or certificates of appreciation, of little intrinsic value.  


(3)
A gift or gifts (other than cash) with a value of $20 or less, so long as accepting that gift does not cause you to receive more than $50 in gifts from that same source during the same calendar year, under authority of the $20/$50 rule.  


(4)
Free attendance (e.g. refreshments, and waiver of conference or other fees) at the event where you will make the speech (but if the event lasts more than one day, free attendance can be accepted only on the day of your presentation).  


(5)
Payment by the sponsor to the Navy of some or all of your travel and lodging expenses incurred in connection with your making the speech, if approved in advance by your travel-approving authority and your Ethics Counselor.  

Once completed, please forward via a digitally signed email to: meichelle.mcguire@navy.mil 

or deliver to Meichelle McGuire at China Lake, Bldg 1, Room 1021
