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MEMORANDUM

To:  Division of Air Quality, Budget Section

From:  ________________________________________________________________________

Through: Director, Division of Air Quality, 1641 Mail Service Center, Raleigh, NC 27699-1641
Re:  Request for Authorization to Host Conference, Seminars, Workshop or Meetings
I request authorization to host a Conference, Seminar or Workshop. I acknowledge the requirement for hosting this request on attachment A.

Purpose: ______________________________________________________________________

Date of Event: ______________________

Type of Request: ____ Internal    ____ External   

Type of Event: ____ Conference    ____ Seminar   ____Workshop   ____ Informal Meetings


Total Number of State Employee: ______ Total Number Non-State Employee: _______

Registration Fee (53-2930): 

____ No   ____ Yes, Cost: ________________

Facility Fee (53-2513900): 

____ No   ____ Yes, Cost: ________________

Food Provided (53-2732900): 
____ No   ____ Yes, Cost: ________________

Request Advance Check: ____ No   ____ Yes, Amount: __________ 

Check Payable to: ________________________________________ 

Supervisor Approval: ____________________________________ Date: __________

Director’s Approval/Disapproval___________________________________ Date: ___________

Budget Officer: __________________________________Date: _________ Funding Source: ______________

Attachment A

Division of Air Quality - Conference, Seminar, Workshop and Informal Meetings Information Sheet

http://www.enr.state.nc.us/ooc/pdf/trav.pdf

External Conference Definition:

External conferences are those that involve the attendance of persons other than the

employees of a single state department, institution or agency. Payment for meals is allowable

if included in the registration fee, but such fee must not consist exclusively of meal or it will

not be allowable unless meeting overnight travel criteria. The registration fee is typically

made for defraying the cost of speakers, building (room) use, handout materials, breaks and

lunches at conferences and conventions. These fees are charged to other services

“Registration Fees.” The agency may require itemization and/or documentation of expenses.

Conferences sponsored or co-sponsored by a state department are authorized when they meet

the limitations and requirements listed below.

Requirements and Limitations for External Conferences:

The conference is planned in detail in advance, with a formal agenda or curriculum.

There is a written invitation to participants, setting forth the calendar of events, the

social activities, if any, and the detailed schedule of costs. Assemblies should be held in state facilities, however, non-state facilities can be rented and the cost charged to a state agency without allocation to participants' daily subsistence allowances.

******************************************************************************

DENR divisions must obtain the written approval of the Director of Budget Planning & Analysis before entering into any agreement with a non-state facility.

******************************************************************************

The sponsoring department may charge registration fees to participants for costs of external conferences.

Any registration fees collected in excess of the actual cost of a conference are required to

revert the General Fund. Therefore, a budget of estimated expenses must be prepared

for all conferences planned by DENR divisions, and a registration fee to cover these

estimated costs may be charged. Registration fees may not include costs of entertainment, alcoholic beverages, setups, or flowers.

Registration fees collected and not used to defray expenses of the particular conference may

not be used for other programs and must revert to the general or highway fund as applicable

(G.S. 138-6(a)(4). Sponsoring departments may provide refreshments for "coffee breaks" provided there are twenty or more participants and costs do not exceed four dollars ($4.00) per participant per day. 

When assemblies are to be held under the sponsorship of a state department in which the

funding for all participants is budgeted, lump-sum payments to a conference center or an

organization may be made upon written authorization from the department head or his or her

designee. 

The authorization must provide the following:

The purpose and duration of the conference.
The number of persons expected to attend.

The specific meals to be served at the conference (law prohibits lunches being provided to state employees unless registration fees are charged to all attendees).

The approximate daily subsistence cost per person.

The name of the conference center, hotel, caterer, or other organization providing the service.

It is the responsibility of the departments to ensure that reimbursement for meals included in the 

lump-sum payment is not also included in reimbursement payments made to state employees who are conference participants.

Internal Conference Definition:

Internal conferences are those that involve the attendance of employees within that particular 

department, institution or agency only. No payment for meals is allowable unless overnight travel criteria are met. A routine staff meeting is not an internal conference.

Requirements and Limitations for Internal Conferences:

The conference is planned in detail in advance, with a formal agenda or curriculum.

There is a written invitation to participants, setting forth the calendar of events and the

detailed schedule of costs. 

No excess travel subsistence may be granted for internal departmental meetings,

conferences, seminars, etc., and such meetings must be held in state facilities when

available. No registration fee may be charged.

Sponsoring departments may provide refreshments for "coffee breaks" provided there are

twenty or more participants and costs do not exceed four dollars ($4.00) per participant

per day.

A department can not use state funds to support or underwrite a meeting, assembly,

conference, seminar, rally, celebration, or similar function by whatever name called that

promotes any cause or purpose other that the mission and objective of the department.

Training Session Definition:

Employee training involves courses that develop an employee’s knowledge, skill, and ability

to perform the duties of his/her present job, such as, courses on computer usage or

management skills development. These courses generally have a set fee, are of relatively

short duration, and are not part of a curriculum the employee is participating in leading to an

educational degree.

Requirements and Limitations for Training Sessions:

Fees for training courses that provide training in specific areas are charged in the

Accounting system to “Employee Training” under “Other Services.”

Departments sponsoring training sessions may provide refreshments for “coffee breaks”

provided there are twenty or more participants and costs do not exceed four dollars ($4)

per participant per day.

Management Retreat Definition:

A management retreat is a meeting or series of meetings consisting of a department or

division head and his or her top assistants and coworkers. Retreats are sometimes held at a

site other that the usual workplace and are held no greater that once a year.

Requirements and Limitations for Management Retreats:
State employees who are elected by a vote of the people or appointed by the governor, the

president of The University of North Carolina, the chancellors of the constituent institutions

of the university, the executive director of University of North Carolina

Hospitals at Chapel Hill, chairman of the State Board of Education, and the president of the

Community College System may authorize an annual management retreat.

Expenditures are permissible in a manner as if it were an internal conference.

Predetermined Meals for Internal & External Conferences/Workshops/Training/Retreats

Expenditures for meals related to the above are allowable only if they are necessary to assure the

efficiency of the meeting (such as a working lunch that reduces a two-day meeting to a one-day

meeting, or a working lunch that allows more work to be done than if everyone left the meeting site for lunch). Division Directors are delegated authority to approve predetermined meals with the following restrictions:

Lunches are only allowable for non-routine, special purpose meetings.

Payments should be made via a direct invoice from the restaurant/caterer.

A minimum of 12 attendees is required.

No excess for meals is allowed. Note that the allowable meal rates include all costs related to the meal (tax, tip, delivery charge, etc.)

Informal Meetings with Guests of Department Heads

Informal Meeting Definition:

An informal meeting is a meeting consisting of a department head and his or her

designee and non-state employees during which official state business is the

discussed for the majority of the meeting. Informal meetings are one-time

occurrences and are not held on a recurring or routine basis.

Requirements and Limitations for informal meetings:

State employees who are elected by a vote of the people or appointed by the

governor, the president of The University of North Carolina, the chancellors of the

constituent institutions of the university, the executive director of University of North

Carolina Hospitals at Chapel Hill, chairman of the State Board of Education, and the

president of the Community College System, or their designee when given prior

written approval by the department head for a specific event, may be reimbursed from

state funds for actual costs of meals for themselves and individuals who are not state

employees who are their guests, when accompanying them in the course of

conducting official state business.

· Cost of meals and other expenses for family members of the above referenced

state officials are not reimbursable.
I acknowledge the prerequisites for hosting a conference, seminar, workshop or Meeting and will comply in accordance to the DENR Travel Policies and Regulations at which I have referenced at the following website: www.enr.state.nc.us/ooc/pdf/trav.pdf
Requester Acknowledgement: _____________________________ Date: ___________
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