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50.18   Procedures for Reporting Conference-Related Activities

Conference
TIGTA has defined “conference” to include conferences, meetings, Continuing Professional Education (CPEs), retreats, seminars, symposiums, training activities, workshops, or events hosted by TIGTA that incur expenses for non-local travel, outside vendors, or use of non-Federal Government facilities.  Mandatory training is not included in TIGTA’s definition of “conference” unless it includes travel costs.  Questions as to whether a particular activity meets the definition of “conference” should be referred to the Director, Finance and Procurement, for resolution.  

How to Report Conference-Related Activities
To continue to promote effective cost management and to help ensure that expenses for conference-related activities are tracked and reported, the functional points of contact are required to provide a quarterly reporting of attendance at conferences and meetings.  This conference information must include the name of attendees, date, purpose, travel and conference costs pertaining to conferences held during the reporting period.  The conference information must be reported using the attached Excel template.  The completed Excel template must be submitted, on a quarterly basis, to the Director, Finance and Procurement.
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The reporting period and due dates (30 days after the end of each quarter) are as follows:
	Conference Reporting Period
	Conference Report Due Date

	October through December
	January 31

	January through March
	April 30

	April through June
	July 31

	July through September
	October 31


Sources of Authority

· GSA Federal Travel Regulations (FTR) Part 301-74

· Treasury Directive (TD) 12-70, Hosted or Sponsored Conference Planning and Approval, issued May 6, 2013
· Code of Federal Regulations (CFR) Title 5
Key Definitions

The following definitions are considered conferences as defined in TD 12-70:
  

Conference - A conference is a prearranged gathering involving Treasury expenses (other than the salaries of attendees), such as expenses for refreshments, meals, mementos, or travel (including transportation, lodging, or other expenses authorized under the FTR).  Conferences may be, but are not limited to, meetings, retreats, conventions, seminars, symposiums, training, or workshops. 

Hosted Conference - A hosted conference is arranged by a bureau, held in either a government or commercial facility, which may include both employees and non-employees as attendees.  The bureau provides or arranges for all resources required to hold the conference.  

Government Facility - a TIGTA or readily available Federal, state, or municipal building, room or space.
Meeting - A gathering addressing matters of operations, process, or policy and the means by which they will be accomplished.  An internal meeting involves items of interest to TIGTA employees only and, as a general rule, is held at a TIGTA or other Federal Government facility at no cost to TIGTA.  

Retreat - A meeting held off-site or away from the normal duty station or office.  The attendees are managers or staff members who meet to discuss various aspects of Federal Government or Departmental activities, or to review progress and challenges of the implementation of Federal Government or Departmental policies.  Retreats usually offer participants the opportunity to interact in an informal manner to a great extent than they otherwise would in the normal course of work.  This interaction is for the purpose of developing stronger and more effective working relationships. 

Seminar - A lecture or presentation delivered to an audience on a particular topic or set of topics that may be educational in nature.
Sponsored Conference - A sponsored conference is a conference in which the bureau pays another entity to host the conference, such as through a contract or grant.  Paying an established per-attendee fee does not constitute sponsorship.

Training - A planned, prepared, and coordinated program, course, curriculum, subject, or routine of instruction or education which is developmental in nature.  It involves the organized exchange of ideas, improves individual and organizational performance, and assists in achieving the agency’s mission and performance goals.  An internal training event involves an education program of interest to TIGTA employees only.  For a training event to be considered routine or regular, it must be a scheduled component of an employee’s development and be required for all employees with the same or similar assignments and responsibilities.  

Workshop - A gathering for educational and/or work purposes to concentrate on defined areas of concern.  Workshops emphasize the exchange of ideas and the demonstration and application of techniques and skills.  
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		Quarterly Reporting of Attendance at Conferences and Meetings

		Reporting Period:  Example: October 1, 2013 through December 31, 2013

		TIGTA Function:   ________________________________



										Total Conference

		Name		Date(s)		Purpose and Details and Location		Travel Costs		Costs

						Examples:

						Speaker at IRS Tax Forum - TIGTA Presentation, Dallas, TX		$   - 0		$   - 0

						Presentation at AGA Conference - Washington, DC		$   - 0		$   - 0

						Integrity Awareness Presentation to IRS Employees - Chicago, IL		$   - 0		$   - 0

								 

								 



								 

								 

								 

								 

								 

								 

								 

								  



								 

















		TOTAL						$   - 0		$   - 0
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