Questionnaire to Determine if 
Event is a Conference  

Please circle your answers to each question.

	
	
	

	Is the event:
	
	

	
	
	

	A formal, structured training program (including seminars specifically held for training purposes) that has specific objectives identified to improve certain knowledge, skills, and abilities?
	Yes
	No  

	
	
	

	An LBNL activity related to work not funded by DOE (Work for Others)?
	Yes
	No  

	
	
	

	Requiring only local travel?
	Yes
	No  

	
	
	

	A Federal Advisory Committee meeting?
	Yes
	No  

	
	
	

	A contract pre-proposal, bid opening or similar activity, including negotiations?
	Yes
	No  

	
	
	

	A public hearing or associated briefing?
	Yes
	No  

	
	
	

	An audit, inspection or investigation?
	Yes
	No  

	
	
	

	A DOE technical/business program, project or peer review?
	Yes
	No  

	
	
	

	Located at a site where work for DOE is being performed, to discuss the status of the work?  
	Yes


	No  



	
	
	

	Funded through a grant or cooperative agreement, (unless management of a DOE conference is the purpose of the grant or cooperative agreement)?
	Yes
	No


If yes to any of the above questions, the event does not qualify as a conference and does not require Lab Directorate, DOE/BSO or Office of Science approval.  Please complete the appropriate Meeting Request Form and required attachments. 

If no to all of the above questions, the event is a conference and requires Conference Services, Lab Directorate, DOE/BSO and/or Office of Science approval.  Please complete the Travel to Conference Request and Authorization Form and required attachments.
Forms are located on the Conference Services web site at:
http://www.lbl.gov/Workplace/CFO/conferences/conf_forms.html.

