Conference Actual Costs Guidance

[bookmark: _GoBack]Conference Actual Costs:
· If the conference was estimated as costing over 20k but costs were reduced or travelers did not attend and the actual costs was not more than 20k, the package does not need to be completed. Instead please state that the conference actual costs did not total more than 20k.
Attachment 2:
· The attachment 2 used for “actual costs” is different than the attachment 2 used for conference pre-approvals. Please ensure the correct attachment 2 is completed.
· The number of travelers on attachment 2 should match attachment 4, as well as the totals for “M & IE”, “Lodging” Transportation and “Other” Costs.
· Fill in the columns that apply. If a column does not apply to the conference “N/A” is a sufficient response.
Attachment 4:
· Complete with the actual costs for each traveler with amounts provided by the traveler on their travel voucher, reclaim, local voucher and registration fees.
· Provide a copy of each traveler’s registration fee showing the cost of registration. This receipt should indicate how the registration fee was paid as well. If the traveler paid the registration fee by any means other than a purchase card, they need to provide justification as to why the registration fee was not purchased using the office purchase card.
· If a traveler did not have a registration fee, please state so and if possible explain why they incurred no fee.
· The travel vouchers and registration receipts should reconcile the amounts provided on the actual costs spreadsheet. Please provide any additional documents or an explanation if the amounts do not reconcile.
· If a traveler has travel expenses on their voucher that was not related to the conference, the costs should be allocation so that only costs related to the conference are provided on the spreadsheet.
· Lodging taxes should be included in the “Lodging” amount.
· “Transportation” costs should include items classified as transportation on the travel voucher (unless an allocation of costs is necessary due to additional travel unrelated to the conference).
· Registration fee amount should be included in “Other Costs” along with any other costs included on the travel voucher.
· Ensure that the M & IE, Lodging, Transportation and Other amount add up to the amount in the Total column.
· Ensure that the formulas adding all the M & IE costs, Lodging costs, Transportation Costs, Other Costs and Total Costs is correct.
· Travelers should reduce their TV for meals provided at the conference. If a traveler has an explanation as to why they did not reduce their TV for meals provided, please provide.
· Provide invoices or receipts for any other expense incurred related to the conference that does not pertain to a specific traveler or that was not included on a travel voucher. This includes any printing fees, A/V or meeting space rentals, etc.
