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EFFECTIVE:
5-8-2001

_____________________________________________________________________________________________

Each year, the Microenterprise Development Branch holds a training conference for Microloan Program participants.  In July 2000, a training meeting was held for SBA Field Staff who serve as Microloan Program liaisons, in Arlington, Virginia.  A significant number suggested that more could have been learned if there had been more than one day for training.  As a result, Microloan Program liaison Staff are invited to attend the Microloan Program Training Conference, which will be held June 3-5 in Kansas City, Missouri.  Field liaison staff should plan to attend the Sunday evening session on June 3rd, beginning at 5:00PM.  The session ends at 5:00PM on Monday evening, June 4th.  If SBA staff can get home that evening, they are welcome to leave if that is what their supervisors want them to do.  Otherwise, they are invited to attend the Tuesday morning session and leave Tuesday afternoon.  

A list of staff that attended last July’s training session is attached for your information.  If the individual listed for each office continues in the liaison capacity, it would be most beneficial to send that person to the Kansas City conference.  

On Sunday night, there will be an opening reception and networking session.  Attendance at the opening will enable field liaison staff to network with microlenders and non-lending TA providers in an informal setting.  On Monday morning, there will be a four-hour session regarding program "nuts and bolts."  In addition, eight breakout sessions will be offered.  At noon on Monday, we will have a working lunch and discussions with Bill Elmore of the Office of Veteran’s Affairs.  On Monday afternoon, there will be an all-hands session in which conference attendees will be provided with updates regarding legislation, regulations, the PRIME Program, the grant reconciliation project, and other topics of concern.  Tuesday’s schedule will be designed for Microloan Program participants.    

The conference will be held at the Kansas City Marriott Downtown.  The hotel is located at 200 West 12th Street, Kansas City, Missouri.  The telephone number for making reservations is (816-421-6800).  A block of rooms has been reserved under the name “U.S. Small Business Administration, 9th Annual Microenterprise Development Conference.”  Field liaisons should make reservations with the hotel using their government travel credit card to confirm.  The nightly lodging rate for the conference will be $85.00.   

Field liaisons should prepare their Travel Authorizations (form 21).  Please leave items 1, 16, and 19 blank.  Please fax your form 21 to Andean Lewis in the Office of Financial Assistance at 202-205-0617.  Headquarters will provide the document number (item 1) and the budgetary code (item 16).  OFA management will provide the Authorizing signature.  Travel arrangements should be made through your local Travel Management Center (TMC), using government rates for public transportation (airlines).  

SBA employees will be reimbursed through official vouchers for per diem, and miscellaneous charges.  After the conference, and upon completing your travel voucher, please mail your voucher, marked “FINAL,” with receipts attached, to the Microenterprise Development Branch, attention Andean Lewis.  We will forward the voucher to Denver from Headquarters.  

On travel days, the allowable per diem will be $31.50, which is three-fourths of the normal per-diem of $42.00.  An airport shuttle provides service to the hotel.  The maximum cost is $26.00 one way.  Field liaisons are not authorized the use of rental cars for this conference.  

If you have any questions, or need additional information, please contact Andean Lewis at 202-205-7698.  

Jane Palsgrove Butler

Associate Administrator

  for Financial Assistance

Expires: 8-1-2001

Attachment (July 2000 attendees list)
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