

Conference Pre‐Approval Checklist for Line/Staff Offices


[bookmark: _GoBack]For Conferences equal to or over $100k net in estimated costs:

Step 1.  Line Office DAA/SO Director Approval - http://www.corporateservices.noaa.gov/finance/GROUP.html

· Ensure that the proper approval has been provided using the Conference Approval Transmittal Form. 

Step 2.  NOAA Group Travel Request - http://www.corporateservices.noaa.gov/finance/GROUP.html

Review NOAA Group Travel Request for:

· Accurate Dates, Location, and Number of Attendees. 

· Ensure that cost amounts must match all other pre‐approval documents, and historic data is provided.

· List of attendees is provided and each attendee’s role at the conference is listed.

· Notes must include any information about potential optics issues related to the event, i.e. socials, special events, day trips, golfing events, etc.  Review the conference website to determine potential optics issues.  See Section 3.5 of the DOC Policy for Conferences for more information.

· Notes should clarify the details regarding any receptions, including how the alcohol is funded (i.e., that it is not funded by NOAA.)  Review the conference website to determine if there are receptions or alcohol being provided in the registration fee. 

· Notes must clarify if the conference is sponsored by NOAA.  If the website indicates that NOAA is a sponsor or co‐sponsor, an explanation is needed.  See Section 1.2 of the DOC Policy for Conferences for more information.

· Notes must include the applicable per diem rates for the conference location.  Justification should be outlined if actual lodging costs will be used in lieu of the per diem rate.  Visit http://www.gsa.gov/portal/category/100120 to obtain the latest per diem rates.

· Notes must include any meals provided as part of the registration fees.  Review the conference website to determine if meals are included in the registration fee. 

Step 3.  Conference Synopsis - http://www.corporateservices.noaa.gov/finance/GROUP.html 
Review Synopsis for:

· The Dates, Location, Numbers of Attendees, and Dollar amounts must match all other pre‐approval documents.

· The notes must include information about registration fees and any meals provided as part of the registration fees.  Review the conference website to determine if meals are included in the registration fee.

· Notes must include any information about potential optics issues related to the event, i.e. socials, special events, day trips, golfing events, etc.  Review the conference website to determine potential optics issues.  See Section 3.5 of the DOC Policy for Conferences for more information.

· Notes should clarify the details regarding any receptions, including how the alcohol is funded (i.e., that it is not funded by NOAA.)  Review the conference website to determine if there are receptions or alcohol being provided in the registration fee.

· Notes must clarify if the conference is sponsored by NOAA.  If the website indicates that NOAA is a sponsor or co‐sponsor, an explanation is needed.  See Section 1.2 of the DOC Policy for Conferences for more information.

· Notes must detail the number of NOAA speakers/presenters attending the event.

· Notes must include the applicable per diem rates for the conference location.  Justification should be outlined if actual lodging costs will be used in lieu of the per diem rate. Visit http://www.gsa.gov/portal/category/100120 to obtain the latest per diem rates.

· Determine if federal employees will incur lodging taxes and if they are exempt, notes should indicate that the LO/SO is aware that travelers much provide the necessary forms during their travel to avoid these expenses.

· Notes must include historic information about the costs and number of attendees at the conference in prior years, or a comment stating that the conference has not been attended by NOAA in the past.

· If there is a large increase in number of attendees or costs from the previous conference, the notes and additional documents should justify the need for the increase in cost estimate.

Step 5.  Conference Cost Workbook 

Review Spreadsheet for:

· All dollar amounts must match all other pre‐approval documents.

· Number of Attendees must match all other pre‐approval documents.

· Food/Meals provided should be blank unless NOAA is providing any meals (outside of registration fees).

Step 6.  NOAA Conference Costs Breakdown - http://www.corporateservices.noaa.gov/finance/GROUP.html 

Review Travel Cost Estimates for:

· Departure date/return date – the number of days away must correspond with the traveler’s M& IE and lodging.  Ensure the travel dates agree with the dates of the conference.  If they do not ask the L/S Office as to why they do not agree.

· M & IE must be calculated correctly – Ensure the M & IE rate agrees to the GSA website (http://www.gsa.gov/portal/category/100120).  If meals are provided at the conference, M & IE must be adjusted for the meals provided to the traveler. 

· Lodging must be calculated correctly, with the number of days lodging corresponding with the M & IE per diem and with lodging taxes included in the estimate.

· Transportation (Airfare & TIC Fees): Determine if transportation amounts are reasonable using City Pair fees and/or SATO estimates.  Visit http://www.gsa.gov/portal/category/27075 to determine the reasonableness of the airfare.

· Registration Fees, Ground Transportation, Telephone/Fax/Internet, and Miscellaneous columns: Determine if amounts are reasonable.

· Format of the spreadsheet must not be altered by the Line Offices.

· Review conference website/agenda details to verify if there are meals provided, dates of conference, and any registration costs.

Step 7.  Review Conference Agenda

· Locate the conference agenda either online or within the travel package.

· Review the agenda for the dates, any mention of meals provided or any potential optics issues.

· Potential optics issues must be explained by the Line Office on the Conference Synopsis.  Review the conference website to determine potential optics issues.  See Section 3.5 of the DOC Policy for Conferences for more information.
Step 8.  Submit to the NOAA Conference Email
· Required documents for conferences with costs estimates equal to or over $100k
· Conference Approval Transmittal Form
· Conference Costs Breakdown
· Conference Synopsis
· DOC Conference Costs Workbook
· Group Travel Request (this applies only if the conference is also a group travel, but it almost certainly will be)
· Bureau Approval Memo

· Additional required documents for Conferences with costs estimates equal to or over $500k
· Completed Auto Pen Questions (request from FPCD)
· Waiver of $500,000 Single Conference Limitation (request from FPCD)






