COMMITTEE ON € ETHIGS

EMPLOYEE POST-TRAVEL DISCLOSURE FORM [ 0riginal Lldmendment

This form is for disclosing the receipt of travel expenses from private sources for trave] taken in connection with official
duties. This form does not eliminate the need to report privately-funded travel on the annual Financial Disclosure Statements
of those employees required to file them. In accordance with House Rule 25, clause 5, you must complete this form and file it
withthe Clerk ofthe House by email at gifttravelreports@mail.house.gov, within 15 days after travelis completed. Please
donot file this form with the Committee on Ethics.

NOTE: Willful or knowing misrepresentations on this form may be subject to criminal prosecution pursuant to
18 U.S.C. § 1001,

1. Name of Traveler: MMISSW MW“Q/V\/

2. a. Name of Accompanying Relative: OR F{ None
b. Relationship to Traveler: [J Spouse [J Child [ Other(specify):

3. a. Dates: Departure: 6‘ '.5' M Return: 6! U!;_LL"{:

b. Dates at Personal Expense, if any: OR [ None

4. Departure Ciw:NMﬂgﬁn_DLnesunanon L%Rem City: Mmgjm_bb

5. Sponsor(s), Who Paid for the Trip:

6. Describe Meetings and Events Attended

7. Attached to this form are each of the following, signify that each item is attached by checking the corresponding box:

f acompleted Sponsor Post-Travel Disclosure Form,

the Primary Trip Sponsor Form completed by the trip sponsor prior to the trip, including all attachments and
the Additional Sponsor Form(s);

c/m page 2 of the completed Traveler Form submitted by the employee; and
ciF the letter from the Committee on Ethics approving my participation on this trip.

8. a I represent that I participated in each of the activities reflected in the attached sponsor's agenda. Signify statement

true by checking the box.

b. If not, explain:

I certify that the informatign gbntained on this f fﬂ tyug, complete, and correct to the best of my knowledge.
Signature of Traveler: W? ﬁ// Date: q/ 3 / V-/

v ¢
I authorized this travel in advance. I have determmed that all of the expenses listed on the attached Sponsor Post-Travel

Disclosure Form were necessary and that the travel was in connection with the employee’s official duties and would not
create the appearance that the employee is using.pub]ic office for private gain.
Date: 1 / 3'/ V’/
1

Name of Supervising Member:

Signature of Supervising Member:

last updated 7/2023
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COMMITTEE ON € ETHIGS

SPONSOR POST-TRAVEL DISCLOSURE FORM IR Original 0] Amendmen

This form must be completed by an officer of any organization that served as the primary trip spensor in providing travel expenses or
reimbursement for travel expenses to House Members, officers, or employees under House Rule 25, clause 5. A completed copy of the
form must be provided to each House Member, officer, or employee who participated in the trip within [0 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: Wiliful or knowing misrepresentations on this form may be subject to criminal prosecution pursuant to 18 U.S.C. § 1001.
1. Sponsor(s) who paid or provided in-kind support for the trip: Congressional Institute

Travel Destination(s):Cambridge, MD
Date of Departure:AUQUSt 15, 2024 Date of Return: Augu_§_t___1 6_,_2_024
Name(s) of Traveler(s): S€e Attached List

Note: You may list more than one traveler on a form only if afl information is identical for each person listed.

Ao

5. Actual amount of expenses paid on behalf of, or reimbursed to, each individual named in Question 4:

Total Transportation Total Lodging Total Meal Total Other Expenses
Expenses Expenses Expenses (dollar amount per item
and description)
Traveler $0.00 $230.79 $98.00 $301.95 Room Rental
Accompanying |n/a n/a n/a n/a
Family Member

6. [ Ali 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.

[ certify that W in this form is true, complete, and correct to the best of my knowledge.
Signature: _, Y Date:  August 20, 2024

w R

Name: Kelle Strickland Title: President & CEO

Organization: Congressional Institute

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

Address: 1700 Diagonal Road #300, Alexandria, VA 22314

Telephone: 703-837-8812 Email: @Mym@conginst.org

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,

last updated 7.2023
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COMMITTEE ON € ETHICS

TRAVELER FORM

1. Name of Traveler: Marissa Mullen

(o

Sponsor(s) who will be paying or providing in-kind support for the trip: Congressional Institute

L

City and State OR Foreign Country of Travel: Cambridge, MD

B

a. Date of Departure;August 15, 2024 Date of Return: August 16, 2024

b. Yes[J No [l Will you be extending the trip at your personal expense?

If yes, list dates at personal expense:

Lh

. a. Yes[J No [l will you be accompanied by a family member at the sponsor’s expense? If yes:
(1) Name of Accompanying Family Member:

(2) Relationship to Traveler: EJ Spouse [ Child [0 Other(specify):

(3) Yes [ No [ Accompanying Family Member is at least 18 years of age?

o

a. Yes J No [ Didthe trip sponsor answer “Yes” to Question 8(c) on the Primary Trip Sponsor Form (i.e., travel
is sponsored by an entity that employs a registered federal lobbyist or a foreign agent)?

b. If yes, and you are requesting lodging for two nights, explain why the second night is warranted:

b

Yes [lNo[] Primary Trip Sponsor Form is attached, including agenda, invitation, invitee list, and any other
attachments and Additional Sponsor Forms.

NOTE: The agenda should show the traveler’s individual schedule, including departure and arrival times and identify the specific events in
which the traveler will be participating.

oa

Explain why participation in the trip is connected to the traveler’s individual official or representational duties. Staff
should include their job title and how the activities on the itinerary relate to their duties.

As Deputy Director of Member Services, representing House Administration and learning

operational procedure and practices for House schedulers is paramount to collaboration with

-' ------------ U U = L e - -

the scheduling role.

9. Yes[] No [ 1s the traveler aware of any registered federal lobbyists or foreign agents involved in
planning, organizing, requesting, or arranging the trip?
10. For staff travelers, to be completed by your employing Member:

ADVANCED AUTHORIZATION OF EMPLOYEE TRAVEL

I hereby authorize the individual named above, an employee of the U.S. House of Representatives who works under my
direct supervision, to accept expenses for the trip described in this request. I have determined that the above-described
travel is in connection with my employee’s official duties and that acceptance of these expenses will not create the
appearance that the employee is using public office for private gain.

Signature of Employing Member: M— Date: //9/2024
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COMMITTEE ON € ETHIGS

PRIMARY TRIP SPONSOR 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.

NOTE: 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:
Congressional Institute

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, | representthat:
a. B 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. [J 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):
See addendum & attached invitation list

Yes ] No [W Is travel being offered to an accompanying family member of the House invitee(s)?
Date of Departure; August 15, 2024 Date of Return: _August 16, 2024
a. City of departure; _Vashington, DC
b. Destination(s): _Cambridge, MD
¢. City of return: Washington, DC
8. Check only one. | 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. I The sponsor of the trip does not retain or employ a registered federal lobbyist or foreign agent; OR

¢. [] 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



9.

10.

11.

12,

13.

14.

15,

16

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

¢. [J 1 checked 8(c) above and am offering lodging and meals for one night; OR

d. [ 1checked 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.

Attached is a detailed agenda of the activities House invitees will be participating in during the travel (i.., an

hourly description of planned activities for trip invitees). Indicate agenda is attached by checking box.

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. 1 Not Applicabie. Trip sponsor is a U.S. institution of higher education.

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:

See addendum

Answer parts a and b. Answer part c if necessary:

a. Mode oftravel: Air [J Rail 0 Bus @ Car [0 Other [J (specify:
b. Classof travel: Coach @ Business (] First [] Charter [] Other (O (specify:
c. If travel will be first class, or by chartered or private aircraft, explain why such travel is warranted:

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.

Check only one. 1 represent thateither:
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. M 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):

Day 1- $54, Day 2 - $44

2) Provide the reason for selecting the location of the event ortrip:

Relative proximity to DC and capacity to handle a large event

Name, nightly cost, and reasons for selecting each hotel or other lodging facility:
Hotel Name: Hyatt Regency Chesapeake Bay ;. Cambridge, MD Cost Per Night: $194 +taxes

Reason(s) for Selecting: _Proximity to DC, availability, security & facility size

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

Reason(s) for Selecting:




sum payment. Signify that the statement is true by checking the box.

18. Total Expenses foreach Participant:

17. [ represent that all expenses connected to the trip will be for actual costs incurred and not a per diem or lump

3 Actual Amounts Total Transportation Total Lodging Expenses |Total Meal Expenses
[B Good Faith Estimates Expenses per Participant |per Participant per Participant
e, o Employe 91 $232 $98
= o so
Other Expenses Identify Specific Nature of “Other” Expenses

(dollar amount per item) |(e.g., taxi, parking, registration fee, etc.)

For each Member,

Officer, or Employce Room Rental

$466

For each Accompanying

Family Member Room Rental

$466

19. Checkonlyone:
a. | centify that I am an officer of the organization listed below; OR

b. ] Not Applicable. Trip sponsor is anindividual 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 registgred federal lobbyist or registered foreign agent; and
¢. The informati s form is true, complete, and correct to the best of my knowledge.

Date: 7/2 ZLf

Signature:

Kelld Strickland Tile: President & CEO

Name:

Organization: Congressional Institute

Address: 1700 Diagonal Road #300, Alexandria, VA 22314

703-837-8812

Email: @mym@conginst.org Telephone:

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



Michael Guest, Mississippi s Thomas A Rust

Chairman 'y 2 Staif’ irector and Chief Counsel
Susan Wild. Pennsy lvania . 'E;E Keelic Broom
Ranking Member ;’b\ f Counsel 1o the Chairman
LR
David P Joyce, Ohio David Arrojo
John H. Rutherford. Florida ONE HUNDRED EIGHTEENTH CONGRESS Counsel to the Ranking AMember
Andrew R Garbarino, New York
Michelle Fischbach, Minnesota 1015 Longworth House Otfice Building
Y Washington, D C 20515-6328
Veronica Escobar, Texas m‘é . %ﬂuﬁe OI Representatlheg Telephone: (202) 225-7103
Mark DeSaulmer, Califormia Facsimile (202)225-7392
Deborab K. Ross, North Carolina
pedl S COMMITTEE ON ETHICS

August 14, 2024

Ms. Marissa Mullen

Committee on House Administration
1309 Longworth House Office Building
Washington, DC 20515

Dear Ms. Mullen:

Pursuant to House Rule 25, clause 5(d)(2), the Committee on Ethics hereby approves
your proposed trip to Cambridge, Maryland, scheduled for August 15 to 16, 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 |5 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,
\ u.k.‘\ Q'oes*' éMJ.
Michael Guest Susan Wild
Chairman Ranking Member

MG/SW:mc



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 conference
focuses on the important roles of Schedulers and Operations staff in congressional
offices. Therefore, the invitation to this conference is being extended to schedulers,
operations directors, and member services directors in House Republican

personal offices, committee offices, and leadership offices.

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. The Congressional Institute is dedicated to helping
Congressional offices better serve their constituents and to otherwise support and
further the Member’s legislative and representational roles. Schedulers and
operations directors play essential parts in these and other important aspects and
functions of the personal, committee, and leadership offices. This conference is
designed to strengthen professional relationships House 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) does not include the separate costs to the
Congressional Institute to rent conference/banquet space large enough to
accommodate this large event with appropriate audio/visual capabilities necessary
to conduct our program. Dividing these conference and banquet room rental costs
by the number of participants estimated to attend this event, the estimated figure
would be $466.



CONGRESSIONALINSTITUTE

L

2024 SCHEDULERS CONFERENCE

MASTERING THE PULLLE

DRAFT AGENDA

THURSDAY, AUGUST 15, 2024

All conference sessions are located in the Chesapeake Baliroom.

9:30 am

10:00 am — 6:30 pm

11:30 am

12:30 - 2:30 pm

2:30 — 3:30 pm

3:30 — 4:30 pm

4:00 pm
4:30 — 6:30 pm

6:30 — 8:30 pm

WHEELS UP! ~ BUS DEPARTS CAPITOL HILL S. Capitol St.
(Between Rayburn and Longworth)

CONFERENCE REGISTRATION Chesapeake Foyer

BUS ARRIVES AT THE HYATT CHESAPEAKE
100 Heron Blvd, US-50, Cambridge, MD 21613

PIZZA, PEOPLE & PUZZLE SOLVING: A RESOURCE FAIR  Chesapeake Foyer
Your success requires solving a daily pusggle ~ but it's a puggle with extra pieces ~ to fit in
somewhere!

WELCOME!

FORMER “SUPER SCHEDULERS” ON HOW TO SURVIVE, GROW,
AND SUCCEED

CUSTOMER SERVICE AND THE ART OF SAYING “NO”
Strengthening Relationships While Declining Requests (Even the Member's!)

HOTEL CHECK IN Hotel Lobby
BREAK - FOR YOUR OFFICIAL DUTIES

CONGRESSIONAL INSTITUTE RECEPTION & DINNER Regatta Pavilion
ON THE BAY (outside)

MASTERING THE PUIILE



FRIDAY, AUGUST 16, 2024
Hotel checkout is at 11:00 am. Attendees driving may store luggage with the bellman. Attendees riding the bus
should bring their luggage to the Choptank Ballroom. Buses will depart from the lower-level entrance near the

Choptank Ballroom.
7:30 — 8:00 am

8:00 — 9:00 am

9:00 — 10:00 am

10:00 — 11:00 am

11;00 — 11:15 am

11:15 am — 12:15 pm

12:15—-1:30 pm

1:30 - 2:00 pm

2:00 — 2:45 pm

2:45 - 3:30 pm

3:30 - 3:45 pm
4:00 pm

6:00 pm

START YOUR DAY ON THE RIGHT FOOT! (optional) Hyatt Main Entrance
BREAKFAST Michener's Library

STEPPING IT UP: MAKE THE SCHEDULING FUNCTION A KEY PLAYER
IN ADVANCING A MEMBER’S COMMITTEE AGENDA

OUT-ANTICIPATING THE LEG TEAM — WHAT OPS NEEDS TO KNOW
ABOUT FLOOR AND COMMITTEE PROCEDURE

BREAK - FOR YOUR OFFICIAL DUTIES

TAKING IT TO THE NEXT LEVEL: GETTING INVOLVED IN YOUR
MEMBER'’S STRATEGIC GOAL PLANNING

LUNCH: CALMING THE CHAOS Buffet, Chesapeake Foyer
BOTH INSIDE AND OUT

BREAK - FOR YOUR OFFICIAL DUTIES

SO THAT'S HOW YOU ORGANIZE SOMEONE ELSE’S LIFE:
TABLE-TOP CONVERSATIONS ROUND ONE

SO THAT’S HOW YOU ORGANIZE SOMEONE ELSE’S LIFE:
TABLE-TOP CONVERSATIONS ROUND TWO

WRAP UP & THANK YOU!

BUS DEPARTS FOR CAPITOL HILL Conference Center Entrance
(Lower Level)

WHEELS DOWN! ~ BUS ARRIVES AT CAPITOL HILL S. Capitol St

(Between Rayburn and Longworth)

MASTERING ThE PUILE
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