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Appendix E3-A

Event Participation Approval Form and Instructions

Employees must submit the Event Participation Approval Form before making a firm commitment to participate in public events in order to:

· Ensure that the Census Bureau maintains neutrality on all policy and political issues and avoids any appearance of partiality on those issues.

· Keep the Deputy Director and the Executive Staff informed of staff participation in public events.

Note:  This form is not needed for the following conferences:

· Joint Statistical Meetings (JSM) of the American Statistical Association (ASA)

· American Association of Public Opinion Research (AAPOR)

· International Conference on Establishment Surveys (ICES)

· Population Association of America (PAA)

· American Economics Association

· International Statistical Institute (ISI)

· Association of American Geographers (AAG)
In addition, this form does not apply to international events.  Contact the Chief of the International Relations Office regarding attendance at international events, including events in U.S. territories.

Instructions
The participating employee must:

1.  Provide the following information on the form:

· The name, sponsor, date, location, and description of the event.
· The topic of the session or panel.  Complete a form for each session of a conference that has Census Bureau participants – one form for the entire conference is not sufficient if Census Bureau employees participate in more than one session.
· The names and affiliations of all participants in the session or panel.
· The audience anticipated.
· Indicate whether the event is open to the public or limited to invited guests, organization members, and/or paying attendees.

· Indicate whether media and congressional, federal, state, or local government representatives are expected to attend.

2. Obtain approval from their Division Chief.

3. Submit the completed form to the Chief, International Relations Office.

Event Participation Approval Form
	Participant Name:

	Date of Invitation:
	Date Submitted:

	Event Name and Location:

	

	Event Date:
	

	Event and Sponsor Description:

(e.g., event theme, organization mission statement, website address)


	

	Description of Panel, Session, or Discussion Topic:


	





	Invited Participants:

(Include affiliation of each participant)


	

	Audience:

(Indicate whether the meeting is open to the public or limited to invited guests, organization members, or paying attendees)

(Indicate whether media and congressional, federal, state, or local government representatives are expected to attend)
	

	Attached Materials:

(If any) 
	


Division Chief Approval           __________________

Submit completed forms to the Chief, International Relations Office
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