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SPONSOR POSTTRAVEL DISCLOSURE FORM
!is form must be completed by an o"cer of any organization that served as the primary trip sponsor in providing travel 
expenses or reimbursement for travel expenses to House Members, o"cers, or employees under House Rule 25, clause 5. 
A completed copy of the form must be provided to each House Member, o!cer, or employee who participated on the 
trip within ten days of their return. You must answer all questions, and check all boxes, on this form for your submission 
to comply with House rules and the Committee’s travel regulations. Failure to comply with this requirement may result in 
the denial of future requests to sponsor trips and/or subject the current traveler to disciplinary action or a requirement to 
repay the trip expenses.  
NOTE: Willful or knowing misrepresentations on this form may be subject to criminal prosecution pursuant to 18 U.S.C. § 1001. 
1. Sponsor(s) who paid for the trip:  ___________________________________________________________________
2. Travel Destination(s):  ____________________________________________________________________________
3. Date of Departure:  _____________________________  Date of Return:  ___________________________________
4. Name(s) of Traveler(s):  ___________________________________________________________________________
 Note: You may list more than one traveler on a form only if all information is identical for each person listed.  
5. Actual amount of expenses paid on behalf of, or reimbursed to, each individual named in Question 4:

Total Transportation 
Expenses

Total Lodging 
Expenses

Total Meal  
Expenses

Total Other Expenses 
(dollar amount per item  
and description)

Traveler

Accompanying 
Family Member

6. o All expenses connected to the trip were for actual costs incurred and not a per diem or lump sum payment.  
 Signify statement is true by checking box.

I certify that the information contained in this form is true, complete, and correct to the best of my knowledge.

Signature: _______________________________________________________   Date: __________________________

Name: __________________________________________________________   Title: __________________________

Organization: ____________________________________________________________________________________

o I am an officer of the above-named organization. Signify statement is true by checking box.

Address:  ________________________________________________________________________________________

Email: ______________________________________________________  Telephone: __________________________

Committee staff may contact the above-named individual if additional information is required.
If you have questions regarding your completion of this form, please contact the Committee on Ethics at 202-225-7103.

o Original o Amendment

Congressional Institute
Cambridge, MD

06/17/2021 06/19/2021
see attached list

n/a $407.88 $156 $278.10 Room Rental

6/28/2021

Mark Strand President

Congressional Institute

1700 Diagonal Road #300, Alexandria, VA 22314

strand@conginst.org 703-837-8812

■

■
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PRIMARY TRIP SPONSOR FORM 
ADDENDUM 

	
	
Question	4:	Provide	names	and	titles	of	ALL	House	Members	and	employees	
you	are	inviting.	For	each	House	invitee,	provide	an	explanation	of	why	the	
individual	was	invited	(include	additional	pages	if	necessary):	
See	attached	invitation	list.	This	Congressional	Institute	sponsored	retreat	focuses	
on	the	important	role	of	the	Chief	of	Staff	in	congressional	offices.	Therefore,	the	
invitation	to	this	retreat	is	being	extended	to	Chiefs	of	Staff	in	House	Minority	and	
Senate	Majority	personal	offices,	the	Staff	Director	in	House	Minority	committee	
offices	as	well	as	select	leadership	staff.		
	
Question	12:	For	each	sponsor	required	to	submit	a	sponsor	form,	
describe	the	sponsor’s	interest	in	the	subject	matter	of	the	trip	and	its	role	in	
organizing	and/or	conducting	the	trip:	
The	purpose	of	the	Congressional	Institute	(a	501(c)4	organization)	is	to	promote	
public	education	about	Congress	and	to	hold	educational	conferences	for	Members	
of	Congress,	staff	and	others.	The	Congressional	Institute	is	the	sole	organizer	and	
conductor	of	this	event.	This	retreat	is	designed	to	strengthen	professional	
relationships	among	Chiefs	of	Staff,	senior	leadership	and	committee	staff,	educate	
them	on	policy	issues	and	best	practices,	and	encourage	the	exchange	of	ideas	with	
colleagues.	
	
Question	18:	Total	expenses	for	each	participant:	
The	estimated	lodging	rate	and	per	participant	food/refreshment	expense	figure	for	
this	event	(and	provided	on	this	form)	do	not	include	the	separate	costs	to	the	
Congressional	Institute	to	rent	conference/banquet	space	large	enough	to	
accommodate	this	large	event	with	appropriate	security	and	audio/visual	
capabilities	necessary	to	conduct	our	program.		Dividing	these	conference	and	
facility	rental	costs	by	the	number	of	participants	estimated	to	attend	this	event,	the	
estimated	figure	would	be	$309	as	disclosed	on	the	sponsor	form.	
	
COVID	Safety	Precautions:	If	you	have	not	been	vaccinated,	we	strongly	
encourage	you	to	be	tested	for	COVID	before	traveling	to	the	conference.	We	will	
have	onsite	testing	and	are	following	all	health	protocols,	including	ensuring	all	
seats	for	meals	and	discussions	are	socially	distanced.	Masks	are	strongly	
encouraged;	we	will	have	extra	PPE	for	attendees	as	well	as	hand	sanitizer.	Health	
screenings	and	temperature	checks	will	be	required	before	you	can	enter	the	
meeting	space.	
	







































From: Congressional Institute rsvp@conginst.org
Subject: Test - Register Now for the GOP Chiefs of Staff Conference

Date: May 4, 2021 at 1:00 PM
To: amym@conginst.org

 

2021 Chiefs of Staff Conference
Thursday, June 17, 2021 -
Saturday, June 19, 2021
Hyatt Regency Chesapeake Bay

 
PLEASE NOTE: TRAVELER FORMS ARE DUE TO ETHICS ON TUESDAY, MAY

18, 2021!!!

             
Dear */fname/*,

On behalf of the Congressional Institute, I’m happy to invite you to the annual 2021
Chiefs of Staff Conference, which will be from Thursday, June 17, 2021, through
Saturday, June 19, 2021, at Hyatt Regency Chesapeake Bay in Cambridge, MD. We
hope you and your family will join us.

You have a ton on your plate as a chief, so we’re developing an agenda that will
lighten the load for the year ahead. Since we are inviting House and Senate
Republican personal chiefs of staff, committee staff directors and leadership staff,
you will have the opportunity to expand your professional network and get to know
colleagues you might not normally meet during a normal workday.

Your health and safety is our top priority at this conference. If you have not been
vaccinated, we strongly encourage you to be tested for COVID before traveling to the
conference. We will have onsite testing and are following all health protocols,
including ensuring all seats for meals and discussions are socially distanced. Masks
are strongly encouraged; we will have extra PPE for attendees. Health screenings
and temperature checks will be required before you can enter the meeting space.

As usual, we are working with the Committee on Ethics so the Institute can cover
your costs. You are being invited so that you can hear about the future of the nation
and Congress, learn new management ideas, discuss best practices, and strengthen
professional relationships.

To Register:

Step 1: Submit Ethics Packet by Tuesday, May 18, 2021
To comply with House rules, you need pre-authorization from the Committee on
Ethics. Download the Institute’s Primary Trip Sponsor Form and submit the whole
package with your completed Traveler Form by Tuesday, May 18, 2021, to the
Committee on Ethics. This entire package may be faxed to the Committee at
(202)225-7392, sent or delivered to the Committee at 1015 Longworth, or e-mailed to
travel.requests@mail.house.gov.

Failure to submit your completed materials on time means we will be unable to cover
the cost of your attendance and the cost would need to be covered by your Member's
principal campaign committee funds.

Additionally, you must file a travel disclosure statement with the Clerk of the House
within 15 days of your return.



within 15 days of your return.

Step 2: Register on the Congressional Institute's website
The Congressional Institute will coordinate all logistical arrangements, including room
reservations, meals, group transportation, and meetings during the conference. The
Institute will cover the cost of participation for each staff member and spouse. You
are welcome to bring your children, though you will be responsible for the costs of
their participation. All reservations must be made through the Institute.
To Register: Register for Chiefs of Staff Conference
Email Address: */email/*
Access Code: */other_id/*
If you are unable to attend, please use the following link to decline this invitation.

We understand your registration is tentative pending Ethics approval. More
information on the program and activities at the conference will be sent to you in
future mailings. If you have any questions, special concerns, or need additional
information, please call (703)837-8812 or email rsvp@conginst.org. We look forward
to seeing you in Cambridge!
Best wishes,
Mark Strand, President
The Congressional Institute
(703) 837-8812 - Office
strand@conginst.org

Sign up for the Congressional Institute’s e-newsletter!

If you are not the correct contact for this office, please reply to this email with the
updated contact information instead of unsubscribing.
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