ADM 04-01
Appendix F

Reclamation Manual
Directives and Standards

Bureau of Reclamation Attendee Cost Worksheet (Name of Corfererce) (Dates of Conference) (City, State)

Attendee Actual Travel Costs
onference Role
T:n r::z:zf Secretarial Priority
. ne‘fi's""m L {e.g. conservation stewardship,
Hicers profesional Yokl Codiging - ) | othermode of _— o A sustainable development, restore
Total MI&E Airfare with | Transportation Identify Misc. Source of Funding trust, tribal sovereignty, increase
development for new Duty Statlon No. Nights {# nights * Rental Car | mileage to Registration | {e.g., parking,
Attendee Name " . Bureau/Agency {# nights * traveland | to TDY location {e.g., parking, tolls, | Total Cost | fappropriations, reimbursable, or | revenues, protect people and the
manager, active rele in {City, State] of Lodging lodging per and Fuel and from Fees tolls, shuttle, =
{1) {3) 4 MB&IE rate) i baggage fees | te.g. POV, GOV, e shuttle, taxi, gas) (15) ather) border, regulatory balance,
side policy discussions, 14) {5 diem rate) {8 airpart {$) % {12] taxi, gas] {$] i
n {10) bus, train) {14) {16) modernize infrastructure,
active role in scheduled {8l {9 (13) 4
S {11) departmental reorganization,
e achieve goalsand lead team)
(17)
50.00 50.00 0.00 0.00 0.00 S0.00 50.00 $0.00 Hotel Rate for TDY Location
$0.00 $0.00 0.00 0.00 0.00 S0.00 0.00 50.00 Nights Charge.
$0.00 $0.00 0.00 0.00 0.00 S0.00 0.00 50,00 1 $0.00 Fill the hotel 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 $0.00 2 $0.00
$0.00 50.00 $0.00 0.00 0.00 $0.00 $0.00 50.00 3 50.00
$0.00 $0.00 £0.00 0.00 0.00 50,00 $0.00 $0.00 ] 0.00
$0.00 50.00 $0.00 0.00 0.00 S0.00 50.00 $0.00 5 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 S0.00 <0.00 0.00 7 $0.00
50.00 50.00 0.00 0.00 0.00 S0.00 50.00 0,00 3 S_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 S0.00 £0.00 0.00 MA&IE Expenses for TDY Location
0.00 50.00 0.00 0.00 0.00 $0.00 0.00 0.00 M&IE Rate £0.00 Fill the M&IE 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 $0.00 Days Lodgin: Charge
$0.00 $0.00 0.00 0.00 0.00 $0.00 0.00 0.00 i) $0.00
50.00 $0.00 0.00 0.00 0.00 S0.00 0.00 0.00 1 $0.00
$0.00 $0.00 0.00 0.00 0.00 50.00 $0.00 0.00 2 $0.00
$0.00 $0.00 0.00 0.00 0.00 50.00 0.00 $0.00 3 $0.00
$0.00 §0.00 0.00 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 50.00 0.00 0.00 0.00 S0.00 0.00 $0.00 [ $0.00
$0.00 $0.00 0.00 0.00 0.00 0.00 $0.00 $0.00 i $0.00
$0.00 $0.00 £0.00 0.00 0.00 50.00 $0.00 $0.00 g $0.00
$0.00 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 $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 50.00 $0.00 50.00 $0.00 S0.00 50.00 $0.00
$0.00 $0.00 $0.00 50.00 $0.00 S0.00 50.00 $0.00
$0.00 50.00 $0.00 $0.00 $0.00 S0.00 $0.00 $0.00
$0.00 50.00 $0.00 50.00 $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 $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 40,00
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 $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 $0.00 $0.00 $0.00 $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 50,00 $0.00 $0,00
$0.00 50.00 $0.00 50.00 $0.00 S0.00 $0.00 $0.00
$0.00 50.00 $0.00 50.00 $0.00 $0.00 50.00 $0.00
$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 $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 40,00
$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 S0.00 50.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0,00
Totals 0.00
Lonference Losts
Hire of Rooms Set-Up/ Light Preparation/ |Registration Total Event
for Official Business Aumwls;a' Use M"ezr:’m"g Other Refreshments [ Planning Fees S“"S:;smps G Overhead = D;:“ s
(18 s) 120 21 22) 23] {24) @sl (28)
0 ES) 0 £ 0 0 0 30 $0
Instructions
The Bureau of Reclamatian submits the information requested on this form for each confarence 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 Coordinator,
Sectlon Number Instructions For Filling Out The Section
1] [Enter attendee's name (last, first)
2) Enter the attendee’s rale (e 4., technical training, continuing education, presenter, officer, panalist, member). "Attendee" is not an approved response.
3] Enter the attendee’s bureau/agency (all attandees whase travel expenses are going to be paid by the Department, its bureaus, or its offices)
A [Enter attendee’s city and state for duty location.
5 [Enter the number of nights the attendee incurred hotel expanses
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(6)

[Enter the total lodging expense, including lodging taxes [do not include additional expenses incurred at hatel (e.g ., phane, room servicey].

7) Enter the total per diem expense [excluding ladging reflected in calumn (6}

[E} Enter the total rental car expense, including rental car fuel.
18y [Enter the mileage expense to and from the airport i Fiying,
{10} Enter the flight expanse, indude Concur fees (2.8, 58.26 Transactian Fee, $14.75 Vaucher Feg, $34.30 Agant Assist Fae), and any baggage feas.

{11 [Enter the cost of a different mode of transportation instead of flying to a conference (e.g., privately owned wehicle, government vehidle, train bus, etc.)
12) Registration Fees for conference

(13) Enter the total cost of any miscellaneous expenses not listad in items 6 through 12 (e.g., taxi, tip, shuttle, airpart parking, etc.).
(1) Identify the expenses that are in item 13 (e ., taxi, tip, shuttle, airpart parking, etc.).

(15) Enter the total conference cost ( columins & through 13).

(16) [Enter the source of funding used to attend this conferenca (appropriations, reimbursable account, ar othar).

(17) [Enter the secretarial priority that attending this canference supparts.

(18) [Enter the cost of canference room(s) rental.

(19) Enter the cost of audiovisual equipment rental, including extensian cords.
20} Enter the cost of advertising the event.

(21} [Enter the other costs astimated not listed under Hira of Rooms for Official Business, 8.5, if the hotal or property affice chargas for set Up of tha room in a specific design.
{22) Enter the cost of light refreshments,

(23) [Enter the cost of repraduction costs, site visit, etc., far putting the conference together (do not include the employees' time Used in setting up the canference)

(22} Enter the cost of registration fees for all attendees.

(25) Enter the estimated amount if

(26) [Enter the expense of any other administrative conference expenses not listed in items 15 through 22
(27) [This call auto-calculates (sum of tams 15 thraugh 23)

128)

[This cell auto-calculates {sum of ktems 14 and 24).
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