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 1. PURPOSE 
 

a. To establish requirements and responsibilities with respect to managing conferences/ 
workshops/meetings and VIP visits to the National Energy Technology Laboratory 
(NETL), Office of Public Affairs Coordination (OPAC). 

 
 2. APPLICABILITY 
 

a. This procedure applies to all NETL conferences, workshops, meetings, and VIP visits. 
 

 3. PROCEDURE 
 

Please refer to Attachment 1 for the following procedures.  These procedures can also be found 
on the Office of Public Affairs Coordination (Events and Conferences) Intranet page. 
 
a. Pre-Conference Activities 
 

(1) Step 1 — Contact NETL’s event manager (12 months out). 
 
(2) Step 2 — Meeting to discuss details of event and determine if exhibit/display is 

required. 
 
(3) Step 3 — Cost estimate prepared by NETL event manager and sent to requestor.  

Requestor to transfer funds to OPAC to cover expenses. 
 
(4) Step 4 — NETL event manager to complete request for conference approval 

while requestor develops mailing list. 
 
(5) Step 5 — Requestor to develop draft agenda and send to NETL event manager.  

Graphics will develop draft agenda. 
 
(6) Step 6 — Post announcement on Internet; send e-mail to Goldmine database 

announcing meeting. 
 

b. Post-Conference Activities 
 

(1) Step A-1 — NETL event management staff collect papers/abstracts to post on 
Internet. 

 
(2) Step A-2 — NETL event management works with multi-media team to produce 

CD ROM. 
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c. Quality Control 
 

(1) This quality of process is the responsibility of the Office of Public Affairs Coordi-
nation and will be updated on an as-needed basis or when there is a change in 
DOE Order 110.3. 

 
 4. RESPONSIBILITIES 
 

a. Requestor 
 

(1) Provides the necessary information to the event manager to ensure that the event 
is properly planned and executed. 

 
b. Event Manager 
 

(1) Collects the necessary information, manages the logistics of the event, completes 
the necessary documents, and is responsible for follow-up activities after the 
event is concluded. 

 
 5. TRAINING 
 

a. There are no specific training requirements for this procedure. 
 

 6. RECORD CONTROL 
 

a. All documentation created under this procedure is the responsibility of the event 
manager. These records will be retained according to DOE Administrative Records 
Schedule 16, Items 8d(1)(a) and 8d(2)(a).  Item 8d(1) - Sponsor’s files including, but not 
limited to, plan, announcements, invitations, agenda, paper presented, summaries, 
evaluations, and related reports maintained by the office, division, field site, or contractor 
responsible for coordinating the conference/convention.  Permanent.  Cutoff files after 
conference.  Transfer to NARA 20 years after cutoff [N1-434-01-8, Item 8d (1)(a)].  
Item 8d(2) - Sponsor’s files including, but not limited to, plans, announcements, 
invitations, agenda, papers presented, summaries, evaluations, and related reports 
maintained by the office, division, field sites, or contractor responsible for coordinating 
the conference/convention. Cutoff files after conference.  Destroy when 10 years old 
[N1-434-01-8, Item 8d (2)(a)].  This includes: 

 
(1) Request for conference approval. 
 
(2) List of attendees. 
 
(3) Agenda. 
 

Th
e 

m
os

t r
ec

en
t a

nd
 o

ffi
ci

al
 c

on
tro

lle
d 

ha
rd

 c
op

y 
ve

rs
io

n 
of

 th
is

 d
ire

ct
iv

e 
re

si
de

s 
w

ith
 N

E
TL

’s
 D

ire
ct

iv
es

 C
oo

rd
in

at
or

. 
A

n 
el

ec
tro

ni
c 

ve
rs

io
n 

of
 th

e 
co

nt
ro

lle
d 

di
re

ct
iv

e 
ha

s 
be

en
 p

la
ce

d 
on

 th
e 

N
E

TL
 In

tra
ne

t f
or

 e
m

pl
oy

ee
 u

se
.  

P
rin

te
d 

ha
rd

 c
op

ie
s 

of
 th

is
 e

le
ct

ro
ni

c 
ve

rs
io

n 
ar

e 
co

ns
id

er
ed

 n
on

co
nt

ro
lle

d 
do

cu
m

en
ts

. 

 



Procedure 110.3-1D, Event Management 

Page 4 of 5 

(4) CD. 
 
(5) Any other materials handed out at the event. 
 

b. Documentation related to the specific event is the responsibility of the requestor. 
 

 7. REQUIREMENTS 
 

a. DOE Order 110.3, Conference Management. 
 

 8. REFERENCES 
 

a. None. 
 

 9. DEFINITIONS 
 

a. Event Manager — NETL federal point of contact responsible for overseeing the event. 
 
b. GPO — Government Printing Office. 
 
c. Requestor — NETL employee requesting the services of event management. 
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10. REVISION HISTORY 
 

VERSION DATE SUMMARY OF CHANGES 

Original 4/18/02 To establish requirements and responsibilities with respect to managing 
conferences/workshops/meetings and VIP visits to the National Energy 
Technology Laboratory (NETL). 

A 8/27/02 These revisions were needed because of new requirements from the 
ASFE. 

B 12/20/02 This revision is needed to update the concurrence chain for conference 
concurrence packages. 

C 12/18/03 This revision is needed to remove unnecessary information and to show 
organizational changes. 

D 2/3/09 The procedure has been put into the new directives format. 
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ATTACHMENT 1 
 

 
EVENT MANAGEMENT PROCESS FLOW SHEET 

Call Event Manager (Kim
Yavorsky P-6044)

Meet with requestor

Cost estimate sent to
requestor

1 

2 

3 

Develop draft agenda/
post on Internet (Events)

E-Mail to stakeholders in
Goldmine

12 months out 

12 months out 

8 - 10 months out 

6 - 8 months out 

ASFE approval? Event cancelled 
return to 
originator 

N

2-3 months out 

8-10 months out 

Successful meeting held

Collect papers/post on
Internet or develop CD

Rom
1 week after 

4 

Ye

5 

6 

A-1/2
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