Department of Veterans Affairs
Washington DC

 Office of Small and Disadvantaged Business Utilization

 CONFERENCE INVITATION REQUEST
Thank you for including the Office of Small Disadvantaged Business Utilization (OSDBU) in your event planning.  Please complete this document and we will respond within 7 days.  If you have any questions, contact Linda Sitney or Ruth Cleveland at 202.461.4300. We look forward to receiving your completed request.    
Date of Event & Time:  
Conference Title:  
Sponsor:  
Location & Address:  
City:    


                                                 

State:  
Point of Contact: 
Phone: 
Email Address: 
Website:  
*Purpose/Objective of the Event:

*Type of Forum: (i.e. General Plenary audience; Discussion Panel, etc.)

*Information on Registration:  
· Registration Cost:  
· Cost for Booth: 
· Type of Support Needed (Speaker, Exhibit, Panel Member, Counselor, etc.):   
· Requested Topic for Speaker:
· Is Event Near VA Medical Center (VAMC)?  (Yes/No)  If yes, Distance:
            (Less than 100 miles) 

*Please provide Agenda with this document (If no Agenda is available, please provide an overview of the day:
*Is there a need for an Industry Specific Opportunity Showcase?  (Yes/No)  If yes, please provide the Industry and NAICS Codes of Small Business, requirements for Opportunity Showcase will follow:
*Is there a need for a Verification Assistance Program pilot to conduct counseling provide education and Verification check status for VOSBs?  (Yes/No): 
*Who is the audience that will attend the event?
*What other Government Agencies have you invited to the event and what are their roles?
· What are their industry codes?

*Estimated number of Attendees:  
*Estimated number of VOSBs (includes SDVOSBs) expected to attend the Event:  
*Characteristics of Audience:  VOSB’s, Small Businesses
*Brief Description of Event & Agenda (Note any Congressional Affiliation):  
*THESE ITEMS MUST BE ANSWERED BEFORE A DECISION CAN BE MADE BY THE VA TO PARTICIPATE
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