Conference Pre-approval Package Guidance

[bookmark: _GoBack]General Notes:
· If contractors are attending and their expenses are being reimbursed as part of their contract, they should not be included in the conference request documents.
· The number of attendees listed in the package should include only NOAA funded travelers, both federal employees and invitational travelers.
· Travel expenses should be reported regardless of any gifts and reimbursements expected to finance the travel.
· LO DAA/ SO approval must be provided by the person giving approval. A statement from another employee that the “DAA approves” is not sufficient approval.
· NEW – Complete the “Conference Approval Transmittal Form” with DAA approval. (The signature must be handwritten). Submit this form with conference package.
· Conference requests must be submitted thirty days in advance of the travel to conferences_grouptravel@noaa.gov
Group Travel Request Word Document:
· Verify that the number of attendees is correct.
· Ensure that dollar amounts for M & IE, Lodging, Transportation, Other and Total match the amounts provided on the attachments for the conference package.
· Include historic information about the costs and number of attendees at the conference held in prior years if applicable. If this conference requires DOC approval and the conference was not held or attended by NOAA in prior years, please state so.
· List all travelers and provide any notes on their role at the conference or any special situations that may apply.
Attachment 1 Conference Planning Checklist: 
· All should be answered with a Yes, No or N/A.
· “1. Included its internal Bureau approval memorandum” should always be yes as it indicates that they have approval from LO DAA / SO Director.
Attachment 2 Conference Synopsis:
· The notes should include information about registration fees, any meals provided as part of the registration fees.
· Notes should include any information about potential optics issues related to the event, i.e. socials, special events, day trips, golfing events, etc.
· Notes should detail the number of NOAA speakers/presenters attending the event, 
· Notes should include the applicable per diem rates for the conference location.
· Notes should include historic information about the costs and number of attendees at the conference in prior years if applicable. If this conference requires DOC approval and the conference was not held or attended by NOAA in prior years, please state so.
· “Transportation Costs” on the attachment 2 should include airfare, lodging and per diem costs.
· Ensure that “Total Cost per Attendee” is computed correctly.
· Ensure that the dollar amounts match the amount on Attachment 3 and 4.
Attachment 3 Conference Detail Calculation Spreadsheet:
· The number of travelers listed in each category under “Attendees” should include all NOAA funded attendees and should add up to the “Total Attendees”
· Premium Class Costs can be left blank if no travelers will be receiving premium class fare.  If a traveler is receiving premium class fare, an explanation should be provided as to the necessity. This can be included on the Attachment 2 notes.
· Per traveler amounts for Transportation, Lodging and M & IE should be computed as the total cost for each category divided by the number of travelers.  If there are local travelers, the “per traveler” amount can be divided by just the nonlocal travelers, but this should be noted in the “Comments” section.
· Ensure that per diem rates are correct for the Lodging and M & IE.
· Ensure that Total Costs for Transportation, Lodging and M & IE match the amount on the Attachment 4.
· The “Food/Meals Provided” section is left blank unless NOAA is sponsoring meals at the event. It should not be completed for meals provided at the conference as part of the registration fees.
· The “Other Costs” section should be completed. The amounts entered in this section should total the amount reported as Other Costs on the attachment 4. The other costs should be broken down into the subcategories as provided. If the costs do not fall into a specific category the costs can go in the line that says “Other” and an explanation of these costs must be provided in the “Comments” section at the bottom.

Attachment 4 NOAA Conference Travelers and Travel Cost Estimates:
· The columns for “Traveling from”, “Departure Date”, and “Return Date” must be completed. 
· If the traveler has Departure or Return dates which are extended due to travel for other events or for any days off, this must be explained in Attachment 2 and only the expense for the conference should be included on Attachment 4.
· Provide an explanation for any situation in which a traveler may need to depart for the conference early or stay at the conference location beyond the conference end date and this expense is related to the conference. For example, if a traveler is located in a unique location and flights to the conference location are only available on specific dates, they may need to depart for the conference 3-4 days before the conference begins.
· Ensure that the M & IE is computed correctly. Ensure that the per diem rate used is correct and that the travel days are accounted for correctly. Travelers receive ¾ of the per diem rate on the travel days.
· Ensure that the Lodging amount is computed correctly. Include lodging taxes in the lodging amount. If the amount used on the estimate is higher than the per diem rate, please explain why this amount is being used on Attachment 2. 
· The “Transportation Costs” for each traveler should match the amount computed in the “Breakdown of Transportation Costs” section. Be prepared to provide an explanation of how transportation costs were derived.
· Any registration fees should be included in the “other costs” column. If a traveler does not incur a registration fee, an explanation should be provided.
· Ensure that the estimate accounts for transportation expenses such as travel to/from airport, taxis, shuttles or any transportation expenses the traveler is likely to incur.
· Ensure that the estimate accounts for other expenses such as hotel internet, baggage, or any other expenses the traveler is likely to incur.
· 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.
· The amounts on Attachment 4 should tie to the amounts on the other attachments in the conference package.
Conference Details Spreadsheet:
· Provide details for the conference in one row below the applicable estimated costs amount. 
· Verify that the number of attendees is correct and only included NOAA funded travelers
· Ensure that the formulas are not changed and that the formulas produce the correct result.
· Ensure that the M & IE, Lodging, Transportation and Other amount add up to the amount in the Total column.
· The amounts on the Conference Details Spreadsheet should tie to the amounts on the other attachments in the conference package.
· Complete each column.  Respond with N/A if the column does not apply to the event.

