ADM TRMR-56

Appendix E
Reclamation Manual
Directives and Standards
TEMPORARY RELEASE
(Expires 05/28/2014)
Department of the Interior
Multiple City Cost Analvsis Worksheet
ATTENDANCE ATTENDEES
Department of the Intenior employees (specify number and bureau here, 1.e., lops, 2blm)
Mon-Department of the Intenior government employees (specify number and agency)
Invitational Travelers (non-government)
TOTAL ATTENDEES
(city, state) | (city, state) | (city, state)
ESTIMATED TRAVEL COSTS (paid by DOD) | (per diem | (perdiem | (per diem
rate) rate) rate)
Total mumber of travelers at each location
Anfare (averape airfare x travelers)
POV (rate x mileage x travelers)
| Lodzmz (local rate x fravelers x mghts)
ME&EIE (local rate x travelers x days)
Rental car / Shuttle _
TOTAL TRAVEL COSTS:
(city, state) | (city, state) | (city, state)
ADMINISTRATIVE COSTS (per diem (per diem (per diem
raie} raie} rate)
Registration fees
Sponsorships
Hire of rooms for official business
Andiovisual use
Advertiring
Conference set-up
Light refrechments
Preparation and planning expenses
Crther
TOTAL ADMINISTRATIVE COSTS:
| TOTAL COST (TRAVEL + ADMINISTRATIVE) |
NOTES:
(1) If least costly city is not selected prowvide a written justification for selecting a more costly option.
() I conference is not being hosted or co-hosted then provide costs for conference location
(3) For trawel section, replace the words in parenthesis with the mumbers nsed in your conputation.
(4} If “Onher” costs are identified, specify what exactly is inchided in these costs.
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Instructions for Completing the Multiple City Cost Analysis Worksheet

Attendance
* Complete this section as indicated on the form.

Estimated Travel Costs

* Total Number of Travelers at Each Location: This is the number of Reclamation
employees which will be traveling. The number of travelers could vary at each location
depending on the distance of the conference from the employee’s duty station. For
example, a conference 1s hosted by a regional office, and the conference/w
location is less than 30 miles from the regional office. The attendees from that regional
office would not be on travel status and would not be counted as travelers.

= Airfare, POV, Lodging, M&IE, and Rental Car/Shuttle: For each location, replace
the words in parenthesis with the mmmbers used to compute estimated travel costs.

Administrative Costs
» Insert the estimated administrative costs that are expected for each location. This is an
informal estimate used for the conference approval process and will not determine the
exact facility that the conference will be held; rather, it is an estimate made based on
information gathered by the hosting office. After approwval is received, the servicing
acquisitions office will solicit bids for conference facilities as needed.

Total Cost (Travel + Adminisirative)
* Insert the estimated travel and adounistrative costs for the location (Le., city/state)
selected.
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