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Procurement Guidance:

T3.2.2.5 - Simplified Purchase Method

Simplified Purchasing

Section 5 : FAA Sponsored Conferences, Seminars, Ceremonies, and
WOFkShOpS [Old Content][New Content] [RedLine Content]

SECTIONS EDITED:

Section 5 : FAA Sponsored Conferences, Seminars, Ceremonies, and Workshops
Old Content: Procurement Guidance:
T3.2.2.5 - Simplified Purchase Method
Simplified Purchasing
Section 5 : FAA Sponsored Conferences, Seminars, Ceremonies, and Workshops

a. FAA-sponsored conferences, seminars, ceremonies, and workshops are a routine element
of FAA operations. FAA personnel must consider certain special requirements when planning
and conducting such events.

b. Office of Financial Controls Oversight Coordination. For all dollar thresholds cited below,
all travel costs must be included as part of the estimate.

(1) Conferences sponsored by FAA with an estimated expenditure of $500,000 or
more are prohibited unless a waiver approving the conference is signed by the
Secretary of Transportation.

(2) Conferences sponsored by FAA with an estimated expenditure of $100,000 or
more, when the travel costs FAA will pay in support of the conference are included,
require Chief Financial Officer (CFO), Administrator, and Deputy Secretary review
and approval.

(3) Conferences sponsored by the FAA with an estimated expenditure of less than
$100,000, and 20 or more FAA employees meeting outside of their normal duty
stations, require FAA Administrator review and approval.

(4) Agency-sponsored events with more than 50 total attendees (including non-FAA
personnel) require FAA Administrator review and approval. Meetings held entirely at
FAA or DOT headquarters, regional, or center offices, as well as classroom training at
the Center for Management and Executive Leadership (CMEL), are exempt from this
requirement if the total cost is less than $100,000.

(5) A copy of the written justification and the approvals must be sent to the FAA CFO
at least 30 days prior to the conference for those with an estimated expenditure of
$100,000 or more.

(6) For current forms and guidance, please see the Financial Standard Operating
Procedure "Processing Event Packages over $100,000" at the Financial Services
website and the guidance provided at the CFO Acquisition Oversight website.
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c. Securing Conference Space. See AMS Real Property Guidance 2.4.6, Appendix F, for real
property considerations regarding short-term conference and meeting space. Warranted
Contracting Officers under the acquisition organization and the real property organization
have the authority to secure conference space. Generally, such space can be contracted for
utilizing a standard purchase order or on a purchase card. If the conference space provider
produces their own conference form, it must be reviewed for unacceptable terms/language
and when acceptable, signed by a warranted Contracting Officer.

d. Legal Review. Legal counsel must first review any agreement in excess of $100,000
(total Government expenditures including room charges for the attendees) between FAA
and a hotel. Except as provided below, agreements below $100,000 do not require review,
but review may be sought at the discretion of the CO or the CO’s delegee.

(1) Changes to the following AMS clauses require legal review regardless of
the dollar value:

(a) 3.9.1-1 Contract Disputes; and

(b) 3.10.6-1 Termination for Convenience of the Government
(Fixed Price).

(2) Incorporation of the following clauses requires legal review regardless of
the dollar value:

(@) Clauses making any law (including state law) other than
Federal law controlling;

(b) Clauses that establish liability beyond what is funded or
contingent liability beyond the limits imposed allowed the
Federal Tort Claims Act; and

(c) Clauses requiring binding arbitration.

e. Travel-related Costs. Employee’s travel, hotel, local transportation, and per diem must
be paid with the FAA travel card. An employee’s travel-related costs cannot be paid for
under a contract, purchase order, or FAA purchase card.

f. Items for Distribution to Conference Attendees. Generally, personal use items, such as
mugs, clothing, or bags, cannot be purchased and given to conference

attendees. Conference planners must consult with legal counsel before purchasing any
items to be distributed to conference or event attendees.

g. Food and Beverage.

(1) The FAA may purchase food and beverage for conference participants
under the following narrowly defined circumstances:

(@) Formal Conferences.
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(i) The term "formal conference" usually denotes
topical matters of interest to and participation of
multiple agencies and/or non-Governmental
participants. Other indicators are registration, published
substantive agenda, scheduled speakers and discussion
panels.

(i) The meals, beverages, and refreshments must be
incidental to the conference.

(iii) The employees are not free to take meals
elsewhere without being absent from the essential
business of the meeting.

(iv) The meals, beverages, and refreshments must be
part of a formal conference that includes both
substantial functions at the time the meals, beverages
and refreshments are served and substantial functions
separate from when food, beverages, or refreshments
are served.

(v) At formal conferences where the above criteria are
met, FAA may also pay for the food, beverages, and
refreshments of private citizens or Federal employees
from other agencies when an administrative
determination is made that their attendance is
necessary to achieve the program or conference
objectives.

(b) Internal FAA Training Conferences. The meals, beverages,
and refreshments must be:

(i) Incidental to the conference;

(ii) Attendance at the meals must be necessary for full
participation in the conference; and

(iii) The employees are not free to take meals
elsewhere without being absent from the essential
business of the meeting.

(c) Award Ceremonies. The FAA may purchase light
refreshments for award ceremonies. The FAA purchase

card m

ay be used to purchase light refreshments.

(d) Cultural Awareness Ceremonies. FAA may purchase food or
beverage if part of a formal program intended to both advance
Equal Employment Opportunity objectives and provide cultural
or ethnic awareness. Food and beverage must be part of a

culture

‘s food and beverage and offered as part of a larger

program that serves an educational function.
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(e) Official Receptions. For official receptions hosted by the
Administrator (or designated senior executive) for foreign or
non-Federal dignitaries, FAA may purchase light refreshments,
meals, snhacks, and beverage. The Administrator’s official
reception and representation funds must be used for these
events (see FAA Order 1200.3). The FAA purchase card may
be used to purchase food or beverage for these events.

(2) Except for FAA award ceremonies and the Administrator's official
receptions, FAA purchase card cannot be used as a procurement vehicle for
food and beverage; a purchase order or contract must be used

instead. However, the purchase card may be used to make payment against
a duly executed contract signed by a warranted CO.

(3) Food and beverage costs must be reasonable, must not include alcoholic
drinks, and cannot be purchased for amusement or social events, such as
networking sessions, team-building exercises, or hospitality suites (except
hospitality functions at the Administrator's official receptions).

(4) The FAA cannot purchase food and beverage for routine meetings to
discuss day-to-day issues. Examples of routine meetings include those to
discuss day-to-day operations, to develop business plans to accompany FAA
goals, or to develop performance targets.

(5) The FAA may pay a facility rental fee that includes the cost of food

or beverages provided to FAA employees where the fee is all-inclusive, not

negotiable and competitively priced to those that do not include food.
h. Justification for Food and Beverage. The FAA's policy is to not use, nor create the
appearance of, use of Government funds to entertain Federal employees. Before
contracting for a conference or event with food and beverage, the Director (or equivalent
management level) of the organization sponsoring the event and legal counsel must
approve a written justification explaining why food and beverage is necessary. The
justification must describe:

(1) Nature and purpose of the event;

(2) Applicability of the event to FAA’s programs or activities;

(3) Any statutory, regulatory, or other authority for the event;

(4) Participants;

(5) Dates;

(6) Facility and location;

(7) Estimated cost; and

(8) Reason why food and beverage is necessary.
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(9) Meal(s) that will need to be offset in attendees’ travel vouchers; and

(10) Keynote functions which include meals. The description of the function is
to include any keynote speakers, the type of presentation(s) being given and
how they are integral to the conference.

i. Travel Vouchers and Per Diem. Conference attendees must offset in their travel vouchers
the cost of meals paid for and provided by the Government. Light refreshments do not
need to be offset in travel vouchers. Distinguishing meals from light refreshments is
important and sometimes difficult. Foods that constitute light refreshment are snacks, such
as cookies, and beverages. A meal is an occasion in which food is eaten (specifically:
breakfast, lunch or dinner). See FAA Travel Policy for rules when meals are furnished by
the Government.

j. Registration Fees. Registration fees are payments collected by FAA, or a support
contractor on behalf of FAA, from private and other public participants attending an FAA-
sponsored conference. If FAA wishes to charge a registration fee, it must have statutory
authority to do so. Under 31 U.S.C. 3302(b), FAA must deposit registration fees in the U.S.
Treasury, unless there is specific statutory authority for FAA to keep and use fees

collected. The FAA currently has statutory authority to credit back to its operations account
authorized collections; therefore conference planners should check with legal counsel before
depositing authorized registration fees into the general treasury. FAA may not authorize a
conference support contractor to charge a fee to offset costs. However, in cases when FAA
co-sponsors a conference and the co-sponsor incurs the cost of the conference without FAA
reimbursement, the co-sponsor is permitted to collect registration fees to cover its costs.

New Content: Procurement Guidance:

T3.2.2.5 - Simplified Purchase Method

Simplified Purchasing

Section 5 : FAA Sponsored Conferences, Seminars, Ceremonies, and Workshops

a. FAA-sponsored conferences, seminars, ceremonies, and workshops are a routine element
of FAA operations. FAA personnel must consider certain special requirements when planning
and conducting such events.

b. Office of Financial Controls Oversight Coordination. For all dollar thresholds cited below,
all travel costs must be included as part of the estimate.

(1) Conferences sponsored by FAA with an estimated expenditure of $500,000 or
more are prohibited unless a waiver approving the conference is signed by the
Secretary of Transportation.

(2) Conferences sponsored by FAA with an estimated expenditure of $100,000 or
more, when the travel costs FAA will pay in support of the conference are included,
require Chief Financial Officer (CFO), Administrator, and Deputy Secretary review
and approval.

(3) Conferences sponsored by FAA with an estimated expenditure of less than
$100,000, and 20 or more attendees (including non-FAA employees) meeting outside
of their normal duty stations, require FAA Administrator review and
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approval. Meetings held entirely at FAA or DOT Headquarters, Regional or Center
offices, as well as formal classroom training are exempt from this requirement if the
total cost is less than $100,000. Formal training events are defined as “events that
typically occur in structured classroom environments and are led by an instructor”.

(4) Agency-sponsored events with more than 50 total attendees (including non-FAA
personnel) require FAA Administrator review and approval. Meetings held entirely at
FAA or DOT Headquarters, Regional, or Center offices, as well as formal classroom
training are exempt from this requirement if the total cost is less than $100,000.

(5) A copy of the written justification and the approvals must be sent to the FAA CFO
at least 30 days prior to the conference for those with an estimated expenditure of
$100,000 or more.

(6) For current forms and guidance, please see the Financial Standard Operating
Procedure "Planning Meetings, Conferences, Workshops, Training Events and Award
Ceremonies in the FAA” at the Financial Services website and the guidance provided
at the CFO Acquisition Oversight website.

c. Securing Conference Space. See AMS Real Property Guidance 2.4.6, Appendix F, for real
property considerations regarding short-term conference and meeting space. Warranted
Contracting Officers under the acquisition organization and the real property organization
have the authority to secure conference space. Generally, such space can be contracted for
utilizing a standard purchase order or on a purchase card. If the conference space provider
produces their own conference form, it must be reviewed for unacceptable terms/language
and when acceptable, signed by a warranted Contracting Officer.

d. Legal Review. Legal counsel must first review any agreement in excess of $100,000
(total Government expenditures including room charges for the attendees) between FAA
and a hotel. Except as provided below, agreements below $100,000 do not require review,
but review may be sought at the discretion of the CO or the CO’s delegee.

(1) Changes to the following AMS clauses require legal review regardless of
the dollar value:

(a) 3.9.1-1 Contract Disputes; and

(b) 3.10.6-1 Termination for Convenience of the Government
(Fixed Price).

(2) Incorporation of the following clauses requires legal review regardless of
the dollar value:

(a) Clauses making any law (including state law) other than
Federal law controlling;

(b) Clauses that establish liability beyond what is funded or
contingent liability beyond the limits imposed allowed the
Federal Tort Claims Act; and

(c) Clauses requiring binding arbitration.
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e. Travel-related Costs. Employee’s travel, hotel, local transportation, and per diem must
be paid with the FAA travel card. An employee’s travel-related costs cannot be paid for
under a contract, purchase order, or FAA purchase card.

f. Items for Distribution to Conference Attendees. Generally, personal use items, such as
mugs, clothing, or bags, cannot be purchased and given to conference

attendees. Conference planners must consult with legal counsel before purchasing any
items to be distributed to conference or event attendees.

g. Food and Beverage.

(1) The FAA may purchase food and beverage for conference participants
under the following narrowly defined circumstances:

(a) Formal Conferences.

(i) The term "formal conference" usually denotes
topical matters of interest to and participation of
multiple agencies and/or non-Governmental
participants. Other indicators are registration, published
substantive agenda, scheduled speakers and discussion
panels.

(ii) The meals, beverages, and refreshments must be
incidental to the conference.

(iii) The employees are not free to take meals
elsewhere without being absent from the essential
business of the meeting.

(iv) The meals, beverages, and refreshments must be
part of a formal conference that includes both
substantial functions at the time the meals, beverages
and refreshments are served and substantial functions
separate from when food, beverages, or refreshments
are served.

(v) At formal conferences where the above criteria are
met, FAA may also pay for the food, beverages, and
refreshments of private citizens or Federal employees
from other agencies when an administrative
determination is made that their attendance is
necessary to achieve the program or conference
objectives.

(b) Internal FAA Training Conferences. The meals, beverages,
and refreshments must be:

(i) Incidental to the conference;
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(ii) Attendance at the meals must be necessary for full
participation in the conference; and

(iii) The employees are not free to take meals
elsewhere without being absent from the essential
business of the meeting.

(c) Award Ceremonies. The FAA may purchase light
refreshments for award ceremonies. If not awarded through a
contract or purchase order, the FAA purchase card must

be used to purchase light refreshments.

(d) Cultural Awareness Ceremonies. The FAA may purchase
food or beverage if part of a formal program intended to both
advance Equal Employment Opportunity objectives and provide
cultural or ethnic awareness. Food and beverage must be part
of a culture’s food and beverage and offered as part of a larger
program that serves an educational function.

(e) Official Receptions. For official receptions hosted by the
Administrator (or designated senior executive) for foreign or
non-Federal dignitaries, FAA may purchase light refreshments,
meals, snacks, and beverage. The Administrator’s official
reception and representation funds must be used for these
events (see FAA Order 1200.3). The FAA purchase card may
be used to purchase food or beverage for these events.

(2) Except for FAA award ceremonies and the Administrator's official
receptions, FAA purchase card cannot be used as a procurement vehicle for
food and beverage; a purchase order or contract must be used

instead. However, the purchase card may be used to make payment against
a duly executed contract signed by a warranted CO.

(3) Food and beverage costs must be reasonable, must not include alcoholic
drinks, and cannot be purchased for amusement or social events, such as
networking sessions, team-building exercises, or hospitality suites (except
hospitality functions at the Administrator's official receptions).

(4) The FAA cannot purchase food and beverage for routine meetings to
discuss day-to-day issues. Examples of routine meetings include those to
discuss day-to-day operations, to develop business plans to accompany FAA
goals, or to develop performance targets.

(5) The FAA may pay a facility rental fee that includes the cost of food
or beverages provided to FAA employees where the fee is all-inclusive, not
negotiable and competitively priced to those that do not include food.

(6) Foods that constitute “light refreshments” are snacks, such as cookies,
and beverages. Light refreshments for morning, afternoon or evening breaks
are defined to include: coffee, tea, milk, juice, soft drinks, water, donuts,
bagels, fruit, pretzels, cookies, chips, or muffins or related items of similar
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value. This is distinguished from a meal such as breakfast, lunch or dinner, or
mulitple heavy hors d'oeuvres. Meals are not “light refreshments.”

h. Justification for Food and Beverage. The FAA's policy is to not use, nor create the
appearance of use of, Government funds to entertain Federal employees. Before
contracting for a conference or event with food and beverage, the Director (or equivalent
management level) of the organization sponsoring the event and legal counsel must
approve a written justification explaining why food and beverage is necessary. The
justification must describe:

(1) Nature and purpose of the event;

(2) Applicability of the event to FAA’s programs or activities;

(3) Any statutory, regulatory, or other authority for the event;

(4) Participants;

(5) Dates;

(6) Facility and location;

(7) Estimated cost; and

(8) Reason why food and beverage is necessary.

(9) Meal(s) that will need to be offset in attendees’ travel vouchers; and

(10) Keynote functions which include meals. The description of the function is
to include any keynote speakers, the type of presentation(s) being given and
how they are integral to the conference.

i. Travel Vouchers and Per Diem. Conference attendees must offset in their travel vouchers
the cost of meals paid for and provided by the Government. Light refreshments do not
need to be offset in travel vouchers. See FAA Travel Policy for rules when meals are
furnished by the Government.

j. Registration Fees. Registration fees are payments collected by FAA, or a support
contractor on behalf of FAA, from private and other public participants attending an FAA-
sponsored conference. If FAA wishes to charge a registration fee, it must have statutory
authority to do so. Under 31 U.S.C. 3302(b), FAA must deposit registration fees in the U.S.
Treasury, unless there is specific statutory authority for FAA to keep and use fees

collected. The FAA currently has statutory authority to credit back to its operations account
authorized collections; therefore conference planners should check with legal counsel before
depositing authorized registration fees into the general treasury. FAA may not authorize a
conference support contractor to charge a fee to offset costs. However, in cases when FAA
co-sponsors a conference and the co-sponsor incurs the cost of the conference without FAA
reimbursement, the co-sponsor is permitted to collect registration fees to cover its costs.
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Red Line Content: Procurement Guidance:

T3.2.2.5 - Simplified Purchase Method

Simplified Purchasing

Section 5 : FAA Sponsored Conferences, Seminars, Ceremonies, and Workshops

a. FAA-sponsored conferences, seminars, ceremonies, and workshops are a routine element
of FAA operations. FAA personnel must consider certain special requirements when planning
and conducting such events.

b. Office of Financial Controls Oversight Coordination. For all dollar thresholds cited below,
all travel costs must be included as part of the estimate.

(1) Conferences sponsored by FAA with an estimated expenditure of $500,000 or
more are prohibited unless a waiver approving the conference is signed by the
Secretary of Transportation.

(2) Conferences sponsored by FAA with an estimated expenditure of $100,000 or
more, when the travel costs FAA will pay in support of the conference are included,
require Chief Financial Officer (CFO), Administrator, and Deputy Secretary review
and approval.

(3) Conferences sponsored by the-FAA with an estimated expenditure of less than
$100,000, and 20 or more attendees (including non-FAA employees) meeting
outside of their normal duty stations, require FAA Administrator review and
approval._Meetings held entirely at FAA or DOT Headquarters, Regional or
Center offices, as well as formal classroom training are exempt from this
requirement if the total cost is less than $100,000. Formal training events
are defined as "events that typically occur in structured classroom
environments and are led by an instructor”.

(4) Agency-sponsored events with more than 50 total attendees (including non-FAA
personnel) require FAA Administrator review and approval. Meetings held entirely at
FAA or DOT headguartersHeadquarters, regionalRegional, or eenterCenter offices,
as well as formal classroom training-at-the-CenterferManagementand-Exeeutive
teadership{(EMEL);—_are exempt from this requirement if the total cost is less than
$100,000.

(5) A copy of the written justification and the approvals must be sent to the FAA CFO
at least 30 days prior to the conference for those with an estimated expenditure of
$100,000 or more.

(6) For current forms and guidance, please see the Financial Standard Operating
Procedure "PrecessingEventPlanning PackagesMeetings, everConferences,
$1008Workshops, 066" Training Events and Award Ceremonies in the FAA” at
the Financial Services website and the guidance provided at the CFO Acquisition
Oversight website.

c. Securing Conference Space. See AMS Real Property Guidance 2.4.6, Appendix F, for real
property considerations regarding short-term conference and meeting space. Warranted
Contracting Officers under the acquisition organization and the real property organization
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have the authority to secure conference space. Generally, such space can be contracted for
utilizing a standard purchase order or on a purchase card. If the conference space provider
produces their own conference form, it must be reviewed for unacceptable terms/language
and when acceptable, signed by a warranted Contracting Officer.

d. Legal Review. Legal counsel must first review any agreement in excess of $100,000
(total Government expenditures including room charges for the attendees) between FAA
and a hotel. Except as provided below, agreements below $100,000 do not require review,
but review may be sought at the discretion of the CO or the CO’s delegee.

(1) Changes to the following AMS clauses require legal review regardless of
the dollar value:

(a) 3.9.1-1 Contract Disputes; and

(b) 3.10.6-1 Termination for Convenience of the Government
(Fixed Price).

(2) Incorporation of the following clauses requires legal review regardless of
the dollar value:

(@) Clauses making any law (including state law) other than
Federal law controlling;

(b) Clauses that establish liability beyond what is funded or
contingent liability beyond the limits imposed allowed the
Federal Tort Claims Act; and

(c) Clauses requiring binding arbitration.

e. Travel-related Costs. Employee’s travel, hotel, local transportation, and per diem must
be paid with the FAA travel card. An employee’s travel-related costs cannot be paid for
under a contract, purchase order, or FAA purchase card.

f. Items for Distribution to Conference Attendees. Generally, personal use items, such as
mugs, clothing, or bags, cannot be purchased and given to conference

attendees. Conference planners must consult with legal counsel before purchasing any
items to be distributed to conference or event attendees.

g. Food and Beverage.

(1) The FAA may purchase food and beverage for conference participants
under the following narrowly defined circumstances:

(@) Formal Conferences.

(i) The term "formal conference" usually denotes
topical matters of interest to and participation of
multiple agencies and/or non-Governmental
participants. Other indicators are registration, published
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substantive agenda, scheduled speakers and discussion
panels.

(ii) The meals, beverages, and refreshments must be
incidental to the conference.

(iii) The employees are not free to take meals
elsewhere without being absent from the essential
business of the meeting.

(iv) The meals, beverages, and refreshments must be
part of a formal conference that includes both
substantial functions at the time the meals, beverages
and refreshments are served and substantial functions
separate from when food, beverages, or refreshments
are served.

(v) At formal conferences where the above criteria are
met, FAA may also pay for the food, beverages, and
refreshments of private citizens or Federal employees
from other agencies when an administrative
determination is made that their attendance is
necessary to achieve the program or conference
objectives.

(b) Internal FAA Training Conferences. The meals, beverages,
and refreshments must be:

(i) Incidental to the conference;

(ii) Attendance at the meals must be necessary for full
participation in the conference; and

(iii) The employees are not free to take meals
elsewhere without being absent from the essential
business of the meeting.

(c) Award Ceremonies. The FAA may purchase light
refreshments for award ceremonies. FhelIf not awarded

through a contract or purchase order, the FAA purchase
card maymust be used to purchase light refreshments.

(d) Cultural Awareness Ceremonies. The FAA may purchase
food or beverage if part of a formal program intended to both
advance Equal Employment Opportunity objectives and provide
cultural or ethnic awareness. Food and beverage must be part
of a culture’s food and beverage and offered as part of a larger
program that serves an educational function.

(e) Official Receptions. For official receptions hosted by the
Administrator (or designated senior executive) for foreign or
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non-Federal dignitaries, FAA may purchase light refreshments,
meals, snacks, and beverage. The Administrator’s official
reception and representation funds must be used for these
events (see FAA Order 1200.3). The FAA purchase card may
be used to purchase food or beverage for these events.

(2) Except for FAA award ceremonies and the Administrator's official
receptions, FAA purchase card cannot be used as a procurement vehicle for
food and beverage; a purchase order or contract must be used

instead. However, the purchase card may be used to make payment against
a duly executed contract signed by a warranted CO.

(3) Food and beverage costs must be reasonable, must not include alcoholic
drinks, and cannot be purchased for amusement or social events, such as
networking sessions, team-building exercises, or hospitality suites (except
hospitality functions at the Administrator's official receptions).

(4) The FAA cannot purchase food and beverage for routine meetings to
discuss day-to-day issues. Examples of routine meetings include those to
discuss day-to-day operations, to develop business plans to accompany FAA
goals, or to develop performance targets.

(5) The FAA may pay a facility rental fee that includes the cost of food
or beverages provided to FAA employees where the fee is all-inclusive, not
negotiable and competitively priced to those that do not include food.

(6) Foods that constitute “light refreshments’” are snacks, such as

cookies, and beverages. Light refreshments for morning, afternoon
or evening breaks are defined to include: coffee, tea, milk, juice, soft

drinks, water, donuts, bagels, fruit, pretzels, cookies, chips, or
muffins or related items of similar value. This is distinquished from a

meal such as breakfast, lunch or dinner, or mulitple heavy hors
d'oeuvres. Meals are not “light refreshments.”

h. Justification for Food and Beverage. The FAA's policy is to not use, nor create the
appearance of; use of, Government funds to entertain Federal employees. Before
contracting for a conference or event with food and beverage, the Director (or equivalent
management level) of the organization sponsoring the event and legal counsel must
approve a written justification explaining why food and beverage is necessary. The
justification must describe:

(1) Nature and purpose of the event;

(2) Applicability of the event to FAA’s programs or activities;
(3) Any statutory, regulatory, or other authority for the event;
(4) Participants;

(5) Dates;
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(6) Facility and location;

(7) Estimated cost; and

(8) Reason why food and beverage is necessary.

(9) Meal(s) that will need to be offset in attendees’ travel vouchers; and

(10) Keynote functions which include meals. The description of the function is
to include any keynote speakers, the type of presentation(s) being given and
how they are integral to the conference.

i. Travel Vouchers and Per Diem. Conference attendees must offset in their travel vouchers
the cost of meals paid for and provided by the Government. Light refreshments do not

need to be offset in traveI vouchers —Dﬁ&ﬁg&rsmﬁg—meas—ﬁrem—tht—Fe#eshn%H%s—is

- A Mmoo

breakf—ast—tuﬂeh—er—wﬁﬂer%—See FAA Travel Pollcy for rules when meals are furnlshed by

the Government.

j. Registration Fees. Registration fees are payments collected by FAA, or a support
contractor on behalf of FAA, from private and other public participants attending an FAA-
sponsored conference. If FAA wishes to charge a registration fee, it must have statutory
authority to do so. Under 31 U.S.C. 3302(b), FAA must deposit registration fees in the U.S.
Treasury, unless there is specific statutory authority for FAA to keep and use fees

collected. The FAA currently has statutory authority to credit back to its operations account
authorized collections; therefore conference planners should check with legal counsel before
depositing authorized registration fees into the general treasury. FAA may not authorize a
conference support contractor to charge a fee to offset costs. However, in cases when FAA
co-sponsors a conference and the co-sponsor incurs the cost of the conference without FAA
reimbursement, the co-sponsor is permitted to collect registration fees to cover its costs.
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