ADM 04-01
Appendix E

Reclamation Manual
Directives and Standards

Bureau of Reclamation Attenclee Cost Worksheet {Name of Conference) (Dates of Conference) (City, State)

Attendee Estimated Cost Worksheet
Conference Role ;. P ]
Secretarial Priority (e.g.
{e.g., presenter,
conservation stewardship,
panallst; modzratar, Other Made of sustainable development, restore
officer, professional Total Lodging POV Mise. Source of Funding 4 ¥ z
o . h Total MI&E o Alrfare with | Transportation a. X ~ Identify Mise. gy trust, tribal sovereignty, increase
development for new Duty Station |  No. Nights {# nights * , Rental Car | mileage to " | Registration | fe.g., parking, . {appropriatians,
Attendee Name . Bureau/Agency 3 {# nights * traveland | to TDY lacation {e.g., parking, tolls, | TotalCost | revenues, protect people and the
manager, active role in| (City, State) | of Lodging lodging per and Fuel | and from Fee tolls, shuttle, i reimbursable, or
(51 5 i 2 3 i M&IE rate] e baggage fees | (e.g. POV, GOV, 5 shuttle, taxi, gas) {15) border, regulatory balance,
side policy discussions,| {4) (5) diem rate] 8) airport ($) 2 (12) taxi, gas) ($) other)
7 (10) bus, train) (1) modernize infrastructure,
active role in 1) 9 (11 3] el departmental izati
scheduled side el ot
meetings, exhibitor] achieve goals and lead team)
2 n
50.00 50.00 $0.00 $0.00 £0.00 $0.00 $0.00 $0.00 fate for ocation
50.00 0.00 50.00 $0.00 0.00 50,00 50.00 0.0 Nights Lharge
$0.00 0.00 $0.00 $0.00 0.00 $0.00 $0.00 $0.0 50.00 Fill the hotel rate in, and the rest of the days will aute-populate
50.00 0.00 £0.00 $0.00 0.00 $0.00 $0.00 $0.01 £0.00
50.00 0.00 $0.00 0.00 0.00 0.00 4$0.00 $0.01 50.00
50.00 0.00 £0.00 0.00 0.00 0.00 £0.00 $0.0] 50.00
50.00 0.00 $0.00 0.00 0.00 0.00 $0.00 $0.0 5 50.00
50.00 0.00 $0.00 0.00 0.00 $0.00 £0.00 $0.00 3 $0.00
$0.00 $0.00 £0.00 $0.00 £0.00 $0.00 $0.00 $0.00 7 50.00
50.00 50.00 $0.00 $0.00 £0.00 $0.00 $0.00 $0.00 ] 0.00
50.00 $0.00 50.00 50.00 50.00 50,00 50.00 $0,00
S0.00 0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 M&IE Expenses for TDY Location
50.00 0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.01 M&IE Rate 50.00 Fill the MEIE rate in, and the rest of the days will auto-populate
$0.00 0.00 £0.00 £0.00 £0.00 £0.00 £0.00 $0.01 Days Lodgin, Charge
$0.00 0.00 $0.00 0.00 0.00 0.00 $0.00 0.0 [0 £0.00
50.00 0.00 $0.00 0.00 0.00 0.00 £0.00 0.0 1 £0.00
50.00 0.00 $0.00 0.00 0.00 0.00 $0.00 0.00 2 0.00
50.00 0.00 $0.00 0.00 0.00 0.00 $0.00 $0.00 3 0.00
50.00 $0.00 £0.00 $0.00 €0.00 $0.00 £0.00 $0.00 ] 0.00
50.00 $0.00 50.00 50.00 5000 50,00 50.00 $0.00 5 0.00
50.00 50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 6 0.00
50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 7 50.00
$0.00 50.00 $0.00 $0.00 £0.00 $0.00 $0.00 $0.00 ] 0.00
$0.00 50.00 £0.00 $0.00 £0.00 $0.00 £0.00 $0.00
$0.00 $0.00 £0.00 $0.00 $0.00 $0.00 £0.00 $0.00
50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
50,00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
50,00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00 $0.00
50.00 50.00 50.00 $0.00 50.00 50.00 $0.00 $0.00
50.00 $0.00 £0.00 $0.00 £0.00 $0.00 40.00 $0.00
50.00 $0.00 $0.00 $0.00 $0.00 $0.00 4$0.00 $0.00
$0.00 $0.00 $0.00 $0.00 £0.00 $0.00 £0.00 $0.00
$0.00 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 $0.00
50.00 $0.00 $0.00 50,00 $0.00 50,00 S0.00 $0.00
50,00 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 $0.00
50.00 $0.00 50,00 $0.00 $0.00 $0.00 $0.00 $0.00
S0.00 $0.00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00
50.00 50.00 £0.00 $0.00 $0.00 $0.00 £0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00
50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
50.00 $0.00 50.00 50.00 $0.00 50,00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 £0.00 $0.00 $0.00 $0.00
$0.00 $0.00 £0.00 $0.00 £0.00 $0.00 $0.00 50.00
S0.00 50.00 50,00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 40.00 $0.00
50,00 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 $0,00
50,00 $0.00 50.00 $0.00 5000 $0.00 $0.00 $0.00
Totals 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Conterence Costs
HiPeipRRnome R dacy,ctinl [ Taet I e AT Light IETCTUT | HEwe iakin | INENS——— | It e [Total Event Cost)
for Cfficlal Business 119] (20) Other Refreshments Planning Fees 125) 126 Overhead
G;EI {21) (?I {23) %ﬂl
0 0 0 a 0 0 0 30 50
Instructions
The Bureau of Raclamation submits the information requested an this form for each conference requiring appraval. This form identifies all attendees and the estimated expenses they will incur.
Below are instructions for completing this form. After completing this farm, e-mail it back to your Conference Coardinator.
Sectlon Number Instructions For Filling Out The Section
[ Enter attendee’s name [last, first)
[} Enter the attendee’s role (e.g., technical training, continuing education, presenter, officer, panelist, member). "Attendee” is not an approved response.
i Enter the attendee's bureau/agency [all attendees whose travel expenses are going to be paid by the Department, its bureaus, o its affices)
- Enter attendee’s city and state far duty location.
I Enter the number of nights the attendee Incurred hotel expenses.
16: Enter the estimated total lodging expense, including lodging taxes [do nat include additional axpenses incurrad at hotel (2.8, phone, room service)]
7} Enter the estimated total per diem expense [excluding lodging reflectad in column (6)]
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Bureau of Reclamation Attendee Cost Warksheet (Name of Conference) (Dates of Conference) (City, State)

@) Enter the estimated total rental car expense, indluding rental car fuel

(9) Enter the mileage expense to and from the airport if flving,

(10) Enter the flight expense, include Cancur fees {e.g. $8.26 Transaction Fee, $14.75 Voucher Fee, $34.30 Agent Assist Fee), and any baggage fees.

(11) Enter the cost of a different mode of transpartation nstead of flying to a conference (e.g., privately owned vehicle, government vehicle, train bus, etc.)
112) Registratian fee for canference

(13) Enter the estimated total cast of any miscellaneous expenses not listed in items & through 12 (e.g, taxi, tip, shuttle, airport parking, etc.).

(1) Identify the expenses that are in item 13 [e.2, taxi, tp, SHULte, airport parking, ete..

15 Enter the estimated total canference cost { columns & through 13).

(16) Enter the source of funding used to attend this conference (appropriations, reimbursable account, or ather)

(17) Enter the secretarial priority that attanding this conferance supparts.

(18) Enter the cost of conference room (s} rental.

(15) Enter the cost of audiovisual equipment rental, including extension cords.

(20) Enter the cost of advertising the event.

21) Enter the other costs estimated not listed under Hire of Rooms for Official Business, e.g., if the hotel or property office charges for set up of the room in a specific design.
(22) Enter the cost of Ight refreshments.

123) Enter the cost of reproduction costs, site Visit, etc., for putting the conference together (do not include the employees’ time used In setting up the conferencel.
124) Enter the cost of registration fees for all attendees.

{25) Enter the estimated sponsarship amaunt if applicable.

126] Enter the expense of any ather administrative canference expenses not listed in items 15 through 22,

127) [This cell auto-calculates [sum of items 15 thraugh 23).

[¥id)] [This cell auto-calculates [sum of items 18 and 24).
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ADM 04-01
Appendix E

Bureau of Reclamation Attendee Cost Worksheet

(Name of Conference) {Dates of Conference) (City, State)

Attendee Estimated Cost Worksheet
[ T
o DE‘.E!' Secretarial Priority
presenter, panelist, - r
. {e.g. conservation stewardship,
modarator, officer,
ieislanal Totai Lodsin POV Other Mode of s Source of sustainable development, restore|
H " " CO%EE | Total MiBE . Alrfare with | Transportation R 2y Identify Misc. Funding trust, tribal sovereignty, increase
development for new Duty Station | No. Nights {# nights * % Rental Car | mileage to .| Registration | {e.g., parking, 3 R
Attendee Name i e Bureau/Agency 5 & - {# nights * traveland | to TDY location (e.g., parking, tolls, | Total Cost | {appropriations, | revenues, protect people and the
manager, active role in {City, State) | of Lodging | lodging per and Fuel | andfrom Costs tolls, shuttle, = A
{1) e coler dbcustions {3) @ ) diem rate] ME&IE rate) ® airpart {§) baggage fees | {e.g. POV, GOV, 12 taxi, gas) ($) shuttle, taxi, gas) (15) or border, balance,
e x i (] ’ {10) bus, train) s {14) other) modernize Infrastructure,
active rele in (6] 2 (13) irat
< (1) (16) departmental reorganization,
scheduled side
achieve goals and lead team)
meetings, exhibitor]
i2] u7
$0.00 0.00 $0.00 0.00 0.00 $0.00 0.00 $0.00 Hotel Rate for TDY Lacation
0.00 0.00 0.00 0.00 0.00 0.00 0.00 $0.00 Nights Charge |
0.00 0.00 0.00 0.00 0.00 0.00 0.00 $0.00 1 $0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 $0.00 2 $0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 $0.00 5 £0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 $0.00 4 $0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 $0.00 5 S0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 $0.00 3 50.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 0.00 7 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 0.00 g $0.00
$0.00 0.00 $0.00 0.00 0,00 $0.00 50.00 0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 0.01 MBIE Expenses for TDY Location
$0.00 $0.00 $0.00 0.00 $0.00 $0.00 0.00 0.01 MEIE Rate 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0 Days Lodgin. Charge
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.01 0 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1 $0.00
50.00 000 | 5000 0.00 0.00 50.00 0.00 0.00 2 $0.00
$0.00 0.00 $0.00 0.00 0.00 $0.00 0.00 0.00 3 $0.00
50.00 0.00 50.00 0.00 0.00 50.00 0.00 0.00 4 $0.00
$0.00 0.00 $0.00 0.00 0.00 $0.00 0.00 0.00 5 $0.00
$0.00 0.00 $0.00 0.00 0.00 $0.00 0.00 0.00 3 $0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 7 $0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 5 000
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 £0.00 $0.00
$0.00 50,00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 50,00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 50.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 50.00 $0.00 50.00 50.00 $0.00 $0.00
$0.00 $0.00 50.00 $0.00 50.00 50.00 $0.00 $0.00
$0.00 $0.00 50.00 $0.00 50.00 50.00 $0.00 $0.00
$0.00 $0.00 50.00 $0.00 50.00 50.00 $0.00 $0.00
$0.00 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 50.00 $0.00 50.00 50.00 $0.00 $0.00
$0.00 $0.00 50.00 $0.00 $0.00 50.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Totals 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Conrerence Costs
Hire of Reams o " = Set-Up/ Light Preparation/ |Registration 5 i ot Total Event
for Official Business (19) sk 20 Other Refreshments Planning Fees Wn:;:: Lix! (z;r Overhead
(18 {21) %3] (?] {24 27,
0 50 <0 0 0 a 50 a 50
Instructions
[The Bureau of Reclamation submits the information requested on this form for each conference requiring approval. This form identifies all attendees and the estimated expenses they will incur.
Below are instructions for completing this form. After completing this fOHIl, e-mail it back to your Conference Coordinator.
Section Number Instructions For Filling Out The Section
(1) [Enter attendee’s name (last, first).
i technical training, continuing education, presenter, officer, panelist, member]. "Attendee” is not an approved response.
Enter the attendee’s bureau/agency (all attendees whose travel expenses are #oing to be paid by the Department, its bureaus, or its offices)
1) ity and state for duty locatiol
(5) JEnter the number of nights the attendee incurred hotel expenses.

Fill the hotel rate in, and the rest of the days will auto-populate

Fill the M&IE rate in, and the rest of the days will auto-populate
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ADM 04-01
Appendix E

Bureau of Reclamation Attendee Cost Worksheet

(Name of Conference) {Dates of Conference) (City, State)

TEnter the total lodging expense, ncluding lodging taxes [do notinclude additional expenses incurred at hotel (.6, phone, room service]]

|Enter the total per diem expense [excluding lodging raflectad in column (6)]

3 Enter the total rental car expense, including rental car fuel.
(9] Enter the mileape expense to and from the airport if fying.

(11) Enter the cost of a different mode of transportation instead of Tlying to a canference (.8, privately owned vehicle, government vehicle, train bus, etc.}
(12) Regjstration costs for conference

(13) Enter the tatal cast of any miscellaneous expenses not listed in items & through 12 {e.z., taxi, tip, shuttle, airport parking, etc.).

(11 Identify the expenses that are in ftem 13 (e.g, tax, g, shuttle, arport parking, etc.)

(15) Enter the total canference cost  columns 6 through 131,

(16) JEnter the source of funding used to attend this conferance (appropriations, reimbursable account, or other).

(17) Enter the secretarial priority that attending this conference supports.

(18] Enter the cost of conference room(s) rental.

(19) Enter the cost of audiovisual equipment rental, including extension cords.

(20) Enter the cost of advertising the event.

(21) Enter the other costs estimated not listed under Hire of Rooms for OFficial Business, .., if the hotel of property office charges for set Up of the room in a spaciic design.
(22) Enter the cost of light refreshments.

(23) Enter the cost of repraduction costs, site visit, etc_, for putting the conference tagether (do not include the employees time usad in setfing up the canference)

(21) Enter the cost of registration fees far all attendees.

(25) Enter the estimated ip amount if appli

(26) Enter the expense of any other administrative conference expenses not listed in items 15 through 22,

27) This cell auto-calculates (sum of items 15 thraugh 23

128] [This cell auto-calculates (sum of items 14 and 24).
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ADM 04-01
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Directives and Standards

Bureau of Reclamation Attendee Cost Worksheet

(MNarne of Conference) (Dates of Conference) (City, State)

Attendee Estimated Cost Worksheet
Conference Role (e.g, Secretarial Priority
presenter, panelist, {e.g. conservation stewardship,
maderator, officer, <5l Latigiie o . | Other Made of — o Source of Funding | SUstainable development, restare
professional Total MI&E Airfare with | Transportation Identify Misc. trust, tribal sovereignty, increase
ryiceih o Duty Statlon No. Nights (# nights * « | RentalCar | mileage to Registration | {e.g., parking, {appropriations,
Attendee Name: for new /Agency {# nights traveland | to TDY location te.g., parking, tolls, | Total Cast revenues, pratect people and the
& N {City, State) | of Lodging | lodging per andFuel | andfrom Costs tolls, shuttle, : reimbursable, or
{1) manager, active role in ) _ MBIE rate) 2 baggage fees | {a.g. POV, GOV, 2 shuttle, taxi, gas) {15) border, regulatory balance,
5 s 1 {5) diem rate] 18) airpart (3] 5 {12) taxi, gas] ($] ather) s
side policy discussions, ® 7 () {10} bus, train) (12 (14) (16) modernize infrastructure,
active role in (11) departmental reorganization,
scheduled side achieve goals and lead team)
meetings, exhibitor) (2] —
0.00 S0.00 50.00 50.00 $0.00 50,00 50.00 $0.00 Fotel Rate for TDY Location
0.00 30,00 £0.00 $0.00 50.00 £0.00 $0.00 $0.00 Nights Charge
0.00 50,00 $0.00 0.00 $0.00 $0.00 $0.00 $0.00 1 $0.00 Fill the hatel rate in, and the rest of the days will auto-populate
0.00 $0.00 $0.00 0.00 $0.00 $0.00 30,00 $0.00 2 $0.00
0.00 50,00 0.00 0.00 50.00 £0.00 $0.00 0.00 3 0.00
0.00 $0.00 0.00 $0.00 $0.00 $0.00 $0.00 0.00 4 0.00
0.00 S0.00 0.00 0.00 $0.00 $0.00 $0.00 0.00 S 0.00
0.00 50,00 0.00 0.00 50.00 $0.00 50.00 0.00 3 0.00
0.00 50.00 0.00 0.00 $0.00 $0.00 $0.00 $0.00 7 $0.00
0.00 $0.00 $0.00 $0.00 $0.00 0.00 0.00 $0.00 8 $0.00
0.00 $0.00 0.00 0.00 $0.00 0.00 0.00 $0.00 _
0.00 0.00 0.00 0.00 $0.00 0.00 0.00 $0.00 M&IE Expenses for TDY Location
0.00 50,00 0.00 0.00 $0.00 £0.00 0.00 $0.00 MEIE Rate 50.00 Fill the M&IE rate in, and the rest of the days will auto-populate
0.00 50,00 0.00 0.00 50.00 $0.00 0.00 $0.00 Doys Lodgin Chorge |
0.00 $0.00 0.00 0.00 $0.00 £0.00 0.00 0.00 0 $0.00
0.00 50.00 0.00 50.00 $0.00 0.00 0.00 0.00 1 0.00
0.00 50,00 $0.00 $0.00 $0.00 $0.00 0.00 0.00 2 0.00
0.00 40,00 £0.00 £0.00 0.00 0.00 3 0.00
0.00 50,00 £0.00 £0.00 0.00 0.00 4 0.00
0.00 $0.00 $0.00 $0.00 0.00 0.00 5 0.00
0.00 $0.00 £0.00 £0.00 $0.00 $0.00 6 0.00
0.00 50,00 0.00 £0.00 50.00 $0.00 7 0.00
0.00 $0.00 $0.00 $0.00 50,00 $0.00 8 0.00
0.00 S0.00 50,00 50.00 0.00 $0.00
0.00 50.00 £0.00 £0.00 0.00 $0.00
0.00 50,00 50.00 $0.00 0.00 $0.00
50.00 40.00 £0.00 $0.00 50.00 £0.00 0.00 $0.00
50.00 50.00 £0.00 $0.00 $0.00 50.00 $0.00 $0.00
50.00 50.00 £0.00 $0.00 $0.00 50.00 50.00 £0.00
50.00 50.00 £0.00 £0.00 $0.00 50.00 50.00 $0.00
50.00 50.00 £0.00 £0.00 $0.00 50.00 50.00 $0.00
50.00 30.00 £0.00 $0.00 50.00 £0.00 $0.00 $0.00
50.00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00 $0.00
50.00 40,00 $0.00 $0.00 $0.00 £0.00 $0.00 $0.00
50.00 40,00 S0.00 $0.00 $0.00 £0.00 $0.00 $0.00
50.00 $0.00 S0.00 $0.00 $0.00 £0.00 $0.00 $0.00
50.00 40,00 S0.00 $0.00 $0.00 £0.00 $0.00 $0.00
50.00 40,00 S0.00 $0.00 $0.00 £0.00 $0.00 $0.00
50.00 40,00 50.00 $0.00 50.00 £0.00 $0.00 $0.00
50.00 40,00 50.00 $0.00 50.00 £0.00 $0.00 $0.00
50.00 $0.00 50.00 $0.00 50.00 £0.00 $0.00 $0.00
50.00 $0.00 50.00 $0.00 50.00 $0.00 $0.00 $0.00
50.00 50,00 50.00 50.00 $0.00 50,00 50.00 $0.00
50.00 50,00 50.00 50.00 $0.00 50,00 50.00 $0.00
50.00 50,00 50.00 50.00 $0.00 50,00 50.00 $0.00
50.00 50,00 $0.00 5000 $0.00 50,00 50.00 $0.00
50.00 50.00 $0.00 5000 $0.00 50,00 50.00 $0.00
$0.00 50,00 $0.00 $0.00 $0.00 50,00 50.00 $0.00
50.00 50,00 $0.00 50.00 $0.00 50,00 50.00 $0.00
$0.00 50,00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 50,00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 50,00 $0.00 $0.00 $0.00 $0.00 $0,00
Totals .00 0.00 0.00 0.00 0.00 .00 0.00
Conterence Costs
Hire of Rooms T NERNLE Set-Up/ Light Preparation/ | Registration other | TOtal Event [ —
for Official Business 1) (20) Other Refreshments Planning Fees (25) (26) Overhead
g i = w =
0 0 0 %0 0 0 0 0 T S0
Instructions
[The Bureau of Reclamation submits the infarmation requested on this form for each conference requining approval. This form (dentifies all attendees and the estimatad axpenses thay will incur.
Below are instructions for completing this form. After completing this form, e-mail it back to your Conference Coordinator.
Section Number Instructions For Filling Out The Section
(1) Enter attendee’s name (last, first).
(2) Enter the attendee’s role (e.g., technical training, continuing education, presenter, officer, panelist, member). "Attendee" is not an approved respense.
(3 Enter the attendee’s bureau/agency (all attendees whose travel expenses are going to be paid by the Department, its bureaus, or its offices}
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ADM 04-01
Appendix E

Bureau of Reclamation Attendee Cost Worksheet

(MNarne of Conference) (Dates of Conference) (City, State)

[n

Enter attendee’s city and state for duty location.

(5

Enter the number of nights the attendee incurred hotel expenses.

(6)

Enter the total lodging expense, including lodging taxes [do not include additional expenses incurred at hotel (e.g, phone, reom servica)].

(7)

Enter the total per diem expense [excluding ladging reflected in calumn (6]

(8)

Enter the total rental car expense, including rental car fuel.

1]

Enter the mileage expense ta and fram the airport if flying.

(10)

Enter the flight expense, include Concur fees (e.g. 58.26 Transaction Fee, 61475 Voucher Fee, 538.30 Agent Assist Fee), and any baggage fees.

(13)

Enter the cost of a different mode of transportation instead of flving to a conference (e.g. privately owned vehicle, government vehicle, train bus, etc.)

(12)

Registration costs for conference

(13)

Enter tha total cast of any miscallaneous expanses not listed In itams 6 through 12 (a g, tax, tip, shuttle, airpart parking, atc.)

(1)

Identify the expenses that are in item 13 (e.g., taxi, tip, shuttle, airport parking, etc.).

(15)

Enter the total conference cost { columns 6 through 13).

(g

Enter the source of funding used to attend this conference (apprapriations, reimbursable accaunt, or ather).

(17)

Enter the secretarial priarity that attending this conference su|

18)

Enter the cost of conference room(s} rental

(19)

Enter tha cost of audiovisua | aquipmant rental, including extension cords.

(20)

Enter the cost of advertising the event.

(21)

Enter the other costs estimated nat listed under Hire of Roams for Official Business, .., i the hotel or praperty office charges far set up af the raom in a specific design.

(2]

Enter the cast of light refreshments.

(23)

Enter the cost of reproduCtion costs, site visit, ete,, for PULNG the conference tagether (da not include the employees time Used in setting Up the conference).

(21)

Enter the cost of registration fees for all attendees.

(25)

Enter the estimated sponsership amount if applicable

(26

Enter the expense of any other administrative conference expenses not listed in items 15 through 22.

(27)

This cell auto-calculates [sum of items 15 through 23).

28]

This cell auto-calculates (sum of items 14 and 24).
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