Bureau of Reclamation Report of Actual Conference Costs
Name of Conference
Date(s) of Conferences
Location (i.e., name of facility) of Conference 
City, State

	Attendee Name
(1)
	Bureau/Agency
(2)
	Duty Station
(3)
	Email Address
(4)
	No. of Nights in Hotel
(5)
	Hotel Cost
(6)
	No. of Days of Car Rental
(7)
	Rental Car Cost
(8)
	No. miles POV
(9)
	Actual Airfare Cost
(10)
	GSA contract flight cost
(11)

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Instructions

The Department of the Interior requires the Bureau of Reclamation to submit the information requested on this form after each conference that is approved by the Deputy Secretary.  This form identifies the Department employees who attended the conference and the actual expenses incurred in attending the conference. 

[bookmark: _GoBack]You have been identified as an attendee for the above workshop.  Please fill out this form and e‑mail it back to your organizational conference coordinator.  Below are instructions for completing this form:
(1) Enter attendee’s name (last, first).
(2) Enter the attendee’s bureau (only Department of the Interior employees are required to complete this form).
(3) Enter the attendee’s duty station (city, state).
(4) Enter the attendee’s Department e-mail address.
(5) Enter the number of nights attendee incurred hotel expenses.
(6) Enter the cost lodging (do not include additional expenses incurred at hotel (e.g., phone, room service)).
(7) Enter the number of days attendee incurred rental car expenses.
(8) Enter the cost of rental car.
(9) Enter the total number of miles attendee drove privately-owned vehicle (POV) to and from the conference (this is for instances where a personal vehicle was used rather than a flight).  
(10) Enter the actual amount paid for flight.
(11) Enter the GSA-approved contract carrier amount (this is to compare what actual flight or personal vehicle costs to the GSA‑approved contract carrier amounts)
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