TREASURY INSPECTOR GENERAL 

FOR TAX ADMINISTRATION
DATE:  January 1, 2009

50.6   Procedures for Approval of Off-Site Meetings
TIGTA has defined “meetings” to include meetings, conferences, Continuing Professional Education (CPEs), task forces or other special work groups, and developmental and training activities.  FLETC training, however, is not included in our definition of “meetings.”  Questions as to whether a particular activity meets the definition of “meetings” should be referred to the Director, Finance and Accountability, for resolution.  The criteria to determine if a meeting requires prior approval are as follow:

· If a meeting is scheduled in the headquarters city in government space and the majority of the attendees are from the host location, prior approval is not required.

· If a meeting is scheduled outside the headquarters city because suitable government space is not available in the headquarters city and a cost comparison indicates it is less costly to hold the meeting outside the headquarters city (either in government or non-government space), prior approval is not required.  All documentation, including cost comparisons, must be kept on file by the sponsoring office.

· However, if a meeting is scheduled outside the headquarters city but suitable government space is available in the headquarters city, prior approval is required, even if cost calculations show that the off-site location is less costly.

· If a meeting is scheduled outside the headquarters city, either in government or non-government space, and cost calculations show that holding the meeting outside the headquarters city is more costly, prior approval is required.

All meeting requests requiring prior approval must be submitted to the Principal Deputy Inspector General through the Director, Finance and Accountability, under the signature of a Deputy Inspector General, Associate Inspector General, or the Chief Counsel.  The request should include all required cost comparisons, detailed information on how the costing was arrived at, what assumptions were used and the name and phone number of the person to contact for additional information.  When conducting cost analysis for off-site meetings, you must include the cost of transportation, per diem, contract fees, room and equipment rental, and all other costs incident to the meeting.  

The request, with the exception of task forces, should be received at least six weeks in advance of the date of the meeting to allow both for adequate review time and for a change of location or facility, if the initial request is not approved.  Arrangements with the proposed facility where the meeting is requested to be held and hotel reservations should not be finalized until approval has been received.  Task force requests should be submitted as soon as the task force has set meeting dates.  Before deciding on any off-site location, all of the following steps should be taken:

· Determine the availability of government facilities before considering non-government facilities (military bases often a good option).

· Minimize overnight travel by selecting a site that requires a minimum number of employees to travel/stay overnight.

· Include the headquarters city in all cost comparisons. 

· Select the headquarters city when cost differences are negligible.

· Avoid the use of resort or resort-type facilities. 

· Select a site where the primary objectives of the meeting can be attained.
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