






PRIMARY TRIP SPO SOR FORM 
This form should be completed by private entities offering to provide travel or reimbursement for travel to House Members, officers, 
or employees under House Rule 25, clause 5. A completed copy of the form (and any attachments) should be provided to each invited 
House Member, officer, or employee, who will then forward it to the Committee together with a Traveler Form at least 30 days before 
the start date of the trip. The trip sponsor should NOT submit the form directly to the Committee. The Committee’s website (ethics. 
house.gov) provides detailed instructions for filling out the form.  The Committee will notify the House invitees directly of its 
decision and will not notify the trip sponsors. 

OTE: Willful or knowing misrepresentations on this form may be subject to criminal prosecution pursuant to 18 U.S.C. 
§ 1001.  Failure to comply with the Committee’s Travel Regulations may also lead to the denial of permission to sponsor
future trips.  Signatures must comply with section 104(bb) of the Travel Regulations.

1. Sponsor who will be paying for the trip:

2. I represent that the trip will not be financed, in whole or in part, by a registered federal lobbyist or foreign agent.
Signify that the statement is true by checking box.

3. Check only one. I represent that:
a. The primary trip sponsor has not accepted from any other source, funds intended directly or indirectly to

finance any aspect of the trip; OR
b. The trip is arranged without regard to congressional participation and the primary trip sponsor has accepted

funds only from entities that will receive a tangible benefit in exchange for those funds; OR
c. The primary trip sponsor has accepted funds, services, or in-kind assistance from other source(s) intended

directly or indirectly to finance all or part of this trip and has enclosed disclosure forms from each of those
entities.
If “c” is checked, list the names of the additional sponsors:

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):

5. Yes   No   Is travel being offered to an accompanying family member of the House invitee(s)? 
 Date of Return: Date of Departure:

a. City of departure:
Destination(s):
City of return:

Check only one. I represent that 
a. The sponsor of the trip is an institution of higher education within the meaning of section 101 of the Higher

Education Act of 1965; OR
b. The sponsor of the trip does not retain or employ a registered federal lobbyist or foreign agent; OR
c. The sponsor employs or retains a registered federal lobbyist or foreign agent, but the trip is for attendance

at a one-day event and lobbyist / foreign agent involvement in planning, organizing, requesting, or arranging
the trip was de minimis under the Committee’s travel regulations.

last updated 7/2023 

Congressional Institute

See addendum & attached invitation list

June 16, 2024 June 18, 2024

Washington, DC

Virginia Beach, VA

Washington, DC
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9. Check only one of the following. 
a.   I checked 8(a) or (b) above; OR 
b.   I checked 8(c) above but am not offering any lodging; OR  
c.   I checked 8(c) above and am offering lodging and meals for one night;  OR 
d.   I checked 8(c) above and am offering lodging and meals for two nights.  If you checked this box, explain why 

the second night of lodging is warranted.  
 
 

10.   Attached is a detailed agenda of the activities House invitees will be participating in during the travel (i.e., an 
hourly description of planned activities for trip invitees). Indicate agenda is attached by checking box. 

11. Check only one of the following. 
a.   I represent that a registered federal lobbyist or foreign agent will not accompany House Members or 

employees on any segment of the trip.  Signify the statement is true by clicking the box; OR 
b.   Not Applicable.  Trip sponsor is a U.S. institution of higher education.   

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: 

 
 
 

 

13. Answer parts a and b. Answer part c if necessary: 
a. Mode of travel: Air Rail Bus Car Other (specify: ) 
b. Class of travel: Coach Business First Charter Other (specify: ) 
c. If travel will be first class, or by chartered or private aircraft, explain why such travel is warranted: 

 
 
 

14.   I represent that the expenditures related to local area travel during the trip will be unrelated to personal    
    or recreational activities of the invitee(s). Signify that the statement is true by checking box. 

15. Check only one. I represent that either: 
a.   The trip involves an event that is arranged or organized without regard to congressional participation 

and that meals provided to congressional participants are similar to those provided to or purchased by other 
event attendees; OR 

b.   The trip involves events that are arranged specifically with regard to congressional 
participation. If “b” is checked: 
1) Detail the cost per day of meals (approximate cost may be provided):    

 

2) Provide the reason for selecting the location of the event or trip:    
 

16. Name, nightly cost, and reasons for selecting each hotel or other lodging facility: 
        Hotel Name: _____________________________  City:  _______________________  Cost Per Night:   __________________   

Reason(s) for  Selecting:  
        Hotel Name: _____________________________  City:  _______________________  Cost Per Night:   __________________   

Reason(s) for  Selecting:  
        Hotel Name: _____________________________  City:  _______________________  Cost Per Night:   __________________   

Reason(s) for  Selecting:  

See addendum

Relative proximity to DC and capacity to handle a large event

Marriott Virginia Beach Oceanfront Virgnia Beach, VA $222 +taxes
proximity to DC, availability, security & facility size

Day 1- $50, Day 2 - $88, Day 3 - $26



 

17.   I represent that all expenses connected to the trip will be for actual costs incurred and not a per diem or lump 
sum payment. Signify that the statement is true by checking the box. 

18. Total Expenses for each Participant: 
 

     Actual Amounts 
     Good Faith Estimates 

Total Transportation 
Expenses per Participant 

Total Lodging Expenses 
per Participant 

Total Meal Expenses 
per Participant 

For each Member, 
Officer, or Employee 

   

For each Accompanying 
Family Member 

   

 
 Other Expenses 

(dollar amount per item) 
Identify Specific Nature of “Other” Expenses 
(e.g., taxi, parking, registration fee, etc.) 

For each Member, 
Officer, or Employee 

  

For each Accompanying 
Family Member 

  

19. Check only one: 
a.   I certify that I am an officer of the organization listed below; OR 
b.   Not Applicable.  Trip sponsor is an individual or a U.S. institution of higher education.   

20. I certify by my signature that  
a. I read and understand the Committee’s Travel Regulations; 
b. I am not a registered federal lobbyist or registered foreign agent; and 
c. The information on this form is true, complete, and correct to the best of my knowledge. 

 
Signature:    Date:  

Name:      Title:   

Organization:   

Address:   

Email:  Telephone:  

 
If there are questions regarding this form, please contact the Committee on Ethics at 202-225-7103 or travel.requests@mail.house.gov. 

$141 $591 $164

$141 n/a $164

$656 Room Rental

$656 Room Rental

Brenda Becker Chair

Congressional Institute

1700 Diagonal Road #300, Alexandria, VA 22314

amym@conginst.org 703-837-8812

May 2, 2024



June 18, 2024

Ms. Casey Nelson
Office of the Majority Whip
H-107, The Capitol
Washington, DC 20515

Dear Ms. Nelson:

Pursuant to House Rule 25, clause 5(d)(2), the Committee on Ethics hereby approves 
your proposed trip to Virginia Beach, Virginia, scheduled for June 16 to 18, 2024, sponsored by 
Congressional Institute.    

You must complete an Employee Post-Travel Disclosure Form (which your employing 
Member must also sign) and file it, together with a Sponsor Post-Travel Disclosure Form 
completed by the trip sponsor, with the Clerk of the House within 15 days after your return from 
travel.  As part of that filing, you are also required to attach a copy of this letter and both the 
Traveler and Primary Trip Sponsor Forms (including attachments) you previously submitted to 
the Committee in seeking pre-approval for this trip.  If you are required to file an annual 
Financial Disclosure Statement, you must also report all travel expenses totaling more than $480 
from a single source on the “Travel” schedule of your annual Financial Disclosure Statement 
covering this calendar year.  Finally, Travel Regulation § 404(d) also requires you to keep a copy 
of all request forms and supporting information provided to the Committee for three subsequent 
Congresses from the date of travel.

If you have any further questions, please contact the Committee’s Office of Advice and 
Education at extension 5-7103.

Sincerely,

              
Michael Guest Susan Wild

Chairman Ranking Member

MG/SW:eme

Michael Guest, Mississippi
Chairman

Susan Wild, Pennsylvania
Ranking Member

David P. Joyce, Ohio
John H. Rutherford, Florida

Andrew R. Garbarino, New York
Michelle Fischbach, Minnesota

Veronica Escobar, Texas
Mark DeSaulnier, California

Deborah K. Ross, North Carolina
Glenn F. Ivey, Maryland

       ONE HUNDRED EIGHTEENTH CONGRESS

     COMMITTEE ON ETHICS

Thomas A. Rust
Staff Director and Chief Counsel

Keelie Broom
Counsel to the Chairman

David Arrojo
Counsel to the Ranking Member

1015 Longworth House Office Building
Washington, D.C. 20515–6328

Telephone: (202) 225–7103
Facsimile: (202) 225–7392







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

Date: May 1, 2024 at 3:17 PM
To: amym@conginst.org

2024 Chiefs of Staff Conference

YOU'RE I VITED

The Congressional Institute is
pleased to invite you to the 

2024 Chiefs of Staff Conference

LEAD | SERVE | EXCEL

Sunday, June 16, 2024 - 
Tuesday, June 18, 2024

Marriott Virginia Beach Oceanfront
Virginia Beach, VA



 
With Lead | Serve | Excel to guide our conversations,

Chiefs of Staff will remember - and reignite - the “why”
that led them to serve their Member, their Team, their

Country through leading, managing and inspiring.

This year’s conference kick-off falls on Father’s Day.
Understanding the importance of work-life balance, the
hotel extends, based on hotel availability, an invitation

to arrive before the conference or stay after its
conclusion.  Please note that any additional stay beyond

the conference dates will be at your expense.  
 

Please click on the link below to register!
 

  REGISTER NOW    UNABLE TO ATTEND  

Email Address: */email/*
Access Code: */other_id/*

 
 

Ethics Forms are due Friday, May 17, 2024
Instructions: Complete the first two pages of the

traveler form and email to
travel.requests@mail.house.gov. 

If you think there is even a possibility you will
attend, file your travel pre-authorization with Ethics.

You may always withdraw your paperwork.
 

DOWNLOAD ETHICS FORMS  

 
 

Add these important dates to your calendar:



Add these important dates to your calendar:
Pre-Travel Ethics Filing Deadline (5/17/24)

Chiefs of Staff Conference (6/16/24 - 6/18/24)
Post-Travel Filing Deadline (7/3/24)

Please contact Amy Hinderliter with questions or call
the Congressional Institute at 703-837-8812.

If you are not the correct contact for this office, please reply to this email with the updated contact information
instead of unsubscribing. We will correct our records and remove your email address from the list.

© 2023 Congressional Institute. All Rights Reserved.
1700 Diagonal Road. #300 Alexandria, VA 22314

--------------------------------------
To unsubscribe from this mailing list please click here
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2024 CHIEFS OF STAFF CONFERENCE

Lead | Serve | Excel

DRAFT AGENDA

With Lead | Serve | Excel to guide our conversations, Chiefs of Staff will remember - and reignite - the “why”
that led them to serve their Member, their Team, their Country through leading, managing and inspiring.

SUNDAY, JUNE 16, 2024

11:00 am BUSES DEPART THE HILL S. Capitol St
(3.5 hour drive) Box lunches will be available (Between Rayburn & Longworth)

2:30 pm BUSES ARRIVE AT THE MARRIOTT Main Entrance
4201 Atlantic Avenue, Virginia Beach, VA 23451 Marriott

2:00 – 7:00 pm CONFERENCE REGISTRATION Ballroom Foyer
Marriott 2nd Floor

2:00 – 6:30 pm LEAD|SERVE|EXCEL HOSPITALITY LOUNGE Guest Lounge
Marriott 4th Floor

4:00 pm HOTEL CHECK-IN
Attendee rooms are at three different hotels: the Marriott, the Embassy Suites, and
the Cavalier. Guests please check-in at the lobby of your specific hotel.

6:30 – 9:30 pm DINNER: A SUMMER NIGHT ON THE LAWN Raleigh Room
(Cavalier Outside)

Lead | Serve | Excel
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MONDAY, JUNE 17, 2024

8:00 – 9:00 am BREAKFAST ON THE BOARDWALK Lawn (Marriott Outside)
Rain Site: Salon A-E

8:00 am – 7:00 pm CONGRESSIONAL INSTITUTE HELP DESK Marriott 2nd Floor

9:00 – 10:30 am LOOKOUT FOR YOUR PEOPLE, LEAD YOURSELF, Salon A-E
LEAD YOUR TEAM: LESSONS LEARNED ON THE BATTLEFIELD
Former U.S. Navy Seal Carlos Mendez, Echelon Front

10:30 – 11:30 am REMEMBERING WHY IT'S GOOD TO BE A CHIEF Salon A-E
TBA

11:30 – 12:30 pm TURNING THE TIDE ON THE BRAIN DRAIN: Salon A-E
REIGNITING YOUR TEAM'S PASSION AND PURPOSE
TBA

12:30 – 1:30 pm CONGRESSIONAL INSTITUTE LUNCH Salon A-E

1:30 - 2:30 pm

THE POWER OF SERVICE IN ACTION
with welcome remarks by
Kelle Strickland, President and CEO, Congressional Institute
Brenda Becker, Chairwoman, Congressional Institute Board of Directors

The Honorable Jen Kiggans, U.S. Representative for Virginia’s Second
Congressional District

HOMEGROWN HARD WORK TO CHIEF OF THE COMMONWEALTH
The Honorable Glenn Youngkin, Governor of Virginia (invited)
A conversation with The Honorable Jen Kiggans, U.S. Representative

2:30 – 3:30 pm OOPS! AN ETHICS TABLE-TOP EXERCISE Salon A-E
Jo-Marie St. Martin, General Counsel to Former Speaker Boehner
Elliot Berke, Berke Farah LLP
Keelie Broom, House Ethics Committee

3:30 – 7:00 pm BREAK (FOR YOUR OFFICIAL RESPONSIBILITIES)

7:00 – 9:00 pm A COASTAL RECEPTION & DINNER Outdoor Grill
WITH FAMILY & FRIENDS (Between Marriott and Embassy Suites)

Lead | Serve | Excel
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TUESDAY, JUNE 18, 2024

8:00 – 9:30 am BREAKFAST ON THE BOARDWALK Lawn (Marriott Outside)
Rain Site: Salon A-E

8:00 am - 12:30 pm CONGRESSIONAL INSTITUTE HELP DESK Marriott 2nd Floor

9:30 - 10:30 am HOW TO TALK WITH THE PUBLIC Salon A-E
WHEN THE PUBLIC HATES EVERYTHING
John McLaughlin, McLaughlin and Associates
TBA, TBA

10:30 - 11:30 am A VIEW FROM ISRAEL ~ LIVE! Salon A-E
IDF Veteran lan Shulman, No Other Land
Ari Sacher, U.S. Israel Education Association (invited)
TBA, Jewish Institute for National Security of America (invited)

11:00 am HOTEL CHECKOUT Hotel Lobby
Guests should check out at their respective hotel lobbies.

11:30 am – 12:30 pm ASK US ANYTHING… Salon A-E
Speak up… or stump the Leadership Chiefs with anonymous questions!
Hayden Haynes, Office of the Speaker
Brett Horton, Office of the Majority Leader
Robert Boland, Office of the Majority Whip
Patrick Hester, House Republican Conference
Moderator: Kelle Strickland, Congressional Institute

12:30 pm CONFERENCE CONCLUDES

12:45 pm BUSES DEPART THE MARRIOTT Main Entrance
Boxed lunches will be available. Marriott

4:30 pm BUSES ARRIVE ON THE HILL S. Capitol Street
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2024 CHIEFS OF STAFF CONFERENCE

Lead | Serve | Excel

Agenda

With Lead | Serve | Excel to guide our conversations, Chiefs of Staff will remember - and reignite - the “why”
that led them to serve their Member, their Team, their Country through leading, managing and inspiring.

SUNDAY, JUNE 16, 2024
11:00 am BUSES DEPART THE HILL S. Capitol St
(4-hour drive) Boxed lunches will be available (Between Rayburn & Longworth)

3:00 pm BUSES ARRIVE AT THE MARRIOTT Main Entrance
4201 Atlantic Avenue, Virginia Beach, VA 23451 Marriott

2:00 – 7:00 pm CONFERENCE REGISTRATION Ballroom Foyer
Marriott 2nd Floor

2:00 – 6:30 pm LEAD|SERVE|EXCEL HOSPITALITY LOUNGE Guest Lounge
Marriott 4th Floor

4:00 pm HOTEL CHECK-IN
Attendee rooms are at two different hotels: the Marriott and the Embassy Suites.
Guests please check-in at the lobby of your specific hotel.

6:30 – 9:30 pm DINNER ON THE LAWN: Raleigh Room
Drop It in the Hopper…Ideas and Conversations on (Cavalier Outside)
Leadership, Service and Excellence
Kelle Strickland, President and CEO, Congressional Institute

1
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MONDAY, JUNE 17, 2024
7:30 – 9:00 am BREAKFAST ON THE BOARDWALK Lawn (Marriott Outside)

Rain Site: Salon A-E

8:00 am – 7:00 pm CONGRESSIONAL INSTITUTE HELP DESK Marriott 2nd Floor

9:00 – 10:30 am LOOKOUT FOR YOUR PEOPLE, LEAD YOURSELF, Salon A-E
LEAD YOUR TEAM: Lessons Learned on the Battlefield
Former U.S. Navy Seal Carlos Mendez, Echelon Front

10:30 – 11:30 am REMEMBERING WHY IT'S GOOD TO BE A CHIEF Salon A-E
Barrett Karr, Former Personal Office & Leadership Chief, Silver Lake
Lynnel Ruckert, Former Personal Office & Leadership Chief, Bold Strategies
Steve Stombres, Former Personal Office & Leadership Chief, Harbinger 
Strategies
A conversation with Brett Horton, Office of the Majority Leader

11:30 am – 12:30 pm CLICKING AND CLASHING WITH GEN Z: Salon A-E
Managing Performance through Uncertainty
David Stillman, GenGuru
A conversation with A.T. Johnston, Congressional Excellence Program Office, CAO

12:30 – 1:30 pm CONGRESSIONAL INSTITUTE LUNCH Salon A-E
The Power of Service In Action 
with welcome remarks by
Kelle Strickland, President and CEO, Congressional Institute 
Brenda Becker, Chairwoman, Congressional Institute Board of Directors

The Honorable Jen Kiggans, U.S. Representative for Virginia’s Second 
Congressional District

1:30 – 2:30 pm MAKING A DIFFERENCE, ACHIEVING GOALS, Salon A-E
DEFINING SUCCESS AS A CHIEF:
Chiefs-Turned-CEOs Share Lessons Learned   
Susan Hirschmann, Former Personal Office & Leadership Chief, Williams and 
Jensen
Bob Wood, Former HHS Chief, BGR Group
A conversation with Hayden Haynes, Office of the Speaker

2:30 – 3:30 pm FORKS Salon A-E
Ben Domenech, The Transom

3:30 – 4:30 pm OOPS! AN ETHICS TABLE-TOP EXERCISE Salon A-E
Keelie Broom, House Ethics Committee
Elliot Berke, Berke Farah LLP
A conversation with Jo-Marie St. Martin, Former General Counsel to Speaker 
Boehner
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4:30 – 7:00 pm BREAK (FOR YOUR OFFICIAL RESPONSIBILITIES)

7:00 – 9:00 pm A COASTAL RECEPTION & DINNER WITH FAMILY & FRIENDS
Outdoor Grill 

(Between Marriott and Embassy Suites)
Rain Site: Salon A-E

TUESDAY, JUNE 18, 2024
Hotel checkout is at 11:00 am. Attendees may store luggage with the bellman if driving. Attendees riding 
the bus should bring their luggage to the Calloway Room on the 2nd floor of the Marriott. Buses will depart 
from the Embassy Suites Cul-de-Sac.

7:30 – 9:30 am BREAKFAST ON THE BOARDWALK Lawn (Marriott Outside)
Rain Site: Salon A-E

8:00 am – 12:30 pm CONGRESSIONAL INSTITUTE HELP DESK Marriott 2nd Floor

9:30 – 10:30 am HOW TO TALK WITH THE PUBLIC Salon A-E
WHEN THE PUBLIC HATES EVERYTHING
John McLaughlin, McLaughlin and Associates
A conversation with Cesar Gonzalez, Office of Rep. Mario Diaz-Balart

10:30 – 11:30 am THE VIEW FROM ISRAEL ~ LIVE! Salon A-E
Lt. Gen. Thomas Trask, Jewish Institute for National Security of America
Ilan Shulman, No Other Land
Ari Sacher, U.S. Israel Education Association
A conversation with Jeremy Deutsch, Capitol Venture

11:30 am – 12:30 pm ASK US ANYTHING… Salon A-E
Speak up… or stump the Leadership Chiefs with anonymous questions!
Hayden Haynes, Office of the Speaker
Brett Horton, Office of the Majority Leader
Robert Boland, Office of the Majority Whip 
Patrick Hester, House Republican Conference 
Moderator: Kelle Strickland, Congressional Institute

12:30 pm CONFERENCE CONCLUDES

12:45 pm BUSES DEPART THE MARRIOTT Main Entrance
Boxed lunches will be available.  Marriott

4:45 pm BUSES ARRIVE ON THE HILL S. Capitol Street 
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