NEBRASKA GAME & PARKS COMMISSION
CONFERENCE/MEETING/EVENT HOSTING PROCEDURAL GUIDANCE
Revised July 2013
The purpose for setting up a conference or meeting is to enable agency staff to provide for an efficient method of information exchange and/or decision making capabilities through a centralized location. 
The Commission may serve as a host or cohost and may be the financial sponsor (handle all fiscal aspects) or a contributor to a third party sponsor.  If the agency serves as the Financial Sponsor (i.e. no third party “banker”) all registration fees have to be deposited as “Sale of Service”(account number 471100) and they do not increase expenditure authority.  Expenditures are coded as appropriate from existing authority (i.e. room rental, food, etc).  Adequate budget authority is required when planning to host a conference and serve as the financial sponsor.
· If the Commission is the financial sponsor, we can pay conference expenses of Non-state employees, if sufficient money is collected from such person, or other non-State sources, to cover personal maintenance expenses, including meals and non-alcoholic beverages.  This means that registration fees or third party donations must be sufficient enough to cover the cost incurred.

· State employee expenses may be paid following normal Travel Expense Policies or as approved under an Official Function Designation approved by the Director.
TIPS for planning a conference/meeting:

Factors to consider include outcome desired, program requirements, budget, scope of benefit, future changes, and time needed.  An “agency” sponsored conference/meeting needs the written authorization of the host Division Administrator and depending upon size, approval of the Director or Deputy Director.  If staff attend in a non-travel status capacity and refreshments are served, an Official Function letter (refer to #2 below) must be approved by the Director in advance.  When planning a Commission sponsored or co-sponsored activity, consider the following:

(1) To ensure proper documentation and allowable expenses are identified and addressed, an up-front meeting with a Budget & Fiscal representative (Randy/Patty or Judy) is HIGHLY RECOMMENDED.  
(2) Official function letter (must be completed by the hosting division) - when an employee is not in travel status and attends a conference, an official function letter is required and shall be signed and approved by the Director in advance, if meals, snacks or beverages are provided.  The letter shall:

· Identify the purpose of the conference/meeting/event

· List the estimated amount of total expenses
A list of State employees attending the conference or official function must be included with the invoice at the time of payment processing.  The list must identify the headquarter city of each employee.

A sample letter is included at the end of the Conference/Meeting/Event Hosting Procedural Guidance.
(3) Target audience

· Estimated number of attendees

· Internal employees (including Commissioners)

· External State employees (reference Conference Registration fee)
· Non-State employees (reference Conference Registration fee)
(4) Specifics of conference/meeting

· Estimated budget

· On-site event contact person(s)

· Duration of conference/meeting (dates and times)

· Location/lodging requirements 

· Refreshments (beverage/breaks/meals)

1. Remember any “working”-lunch or “same day travel”-lunch must be approved in advance by the Director as an Official Function.

· Equipment Requirements/Room setup

· ADA consideration

(5) Contractual Services
· If internal talent can not be used for some aspect of the conference, an external service contract may be initiated.  Regardless of the dollar amount, any and all contracts with facilitators, presenters, and/or consultants must be developed prior to the event. Depending upon the extent of the services being provided, a simple one page contract will usually suffice. PLEASE confer with Budget and Fiscal Procurement staff (Judy Alderman/Jolene Kumpula) prior to the event to determine the acceptable contractual arrangement/process.  All completed and signed contracts must be submitted with the request of payment to Budget and Fiscal.  Contracts shall define:

· Who is providing the service

· What service/product will be received

· When will the service occur

· Where will the service be performed

· Why is the service needed

· How much will we pay for the service (cost to us, out right fee and expenses, etc itemized.

· The contract shall be signed by the vendor/service provider and the Commission designee prior to the conference/meeting
· IF obtaining speakers through the Nebraska Humanities Council, please review the following hyperlink for the NHC to review their policies
http://www.nebraskahumanities.org/speakers/hrcpolicya.html.

The next hyperlink is the required General Public Program Speakers Bureau Request form:

http://www.nebraskahumanities.org/speakers/HRCGenPubApp407.pdf.

Please note:  each area is only allowed two Speakers Bureau programs or events per calendar year.  Once the limit of two has been met, contracts will need to be initiated between the Commission’s representative and the individual speaker.
Contact Judy Alderman or Patty Richard to ensure authority is not affected when utilizing the Nebraska Humanities Council.

(6) Volunteers 

· The Commission may pay for reasonable and necessary expenses for the recognition of volunteers providing services to the Commission under a State recognized program.   Volunteers shall mean individuals providing service to the Commission who are not compensated for their time.  (Please refer to the Volunteer Program Procedural Guidance documentation). Examples of allowable expenses – if approved in Program, are:

· Travel expenses incurred when performing services for the State.  Such travel shall have the prior approval of the Commission and be reimbursed under the same policies as established for State employees.

· Food and non-alcoholic beverages provided at training and recognition events.

· Providing tokens of appreciation such as certificates, plaques, pins, flowers or similar items of nominal value (generally not to exceed $20).
PAYING FOR CONFERENCE EXPENSES:

In order to avoid delays in processing payments the following shall be attached to each invoice log/expense voucher:
· Name of conference (include description of purpose if not identifiable from name)

· Dates of conference

· List of attendees and sign in sheets.  Throughout the duration of the conference/meeting, a list of all attendees must be available for each person to sign or initial indicating they were present.  The sign in sheet will support the conference attendance, registration fees (if any), and the meals provided.

· A conference or meeting agenda detailing the day’s activities, speakers, break out sessions, and breaks and meals provided by the Commission.

· Documentation detailing the type of registration fee collected.

· Original signed contract between the Commission and any vendor/service provider along with invoices as follows:

· Food Vendors – Official invoice including number and brief description of items served with an itemized and total price.  The invoice should be on letter head from the vendor or the vendor must sign a generic invoice.  If the bill is based on guaranteed amount – the bill must be supported with a copy of the contract itemizing the guaranteed count and/or amount.
· Other Service Providers – Official invoice detailing type of service being provided (presentations with topics, entertainment (storytelling, folksongs), etc).

· NOTE FOR ALL VENDORS/SERVICE PROVIDERS:  Please provide the address of the vendor, including FTIN or SSN in order to process payment.  If utilizing a new vendor, please contact Budget and Fiscal to determine if a W-9 is required.  Payment of services will be more efficient if a W-9 is received in advance to the service being provided.
· If the vendor lives out of state and the fee is in excess of $600, 4% will be withheld from the payment for Nebraska State Tax.  If the payment is $28,000 or more, 6% will be withheld.
SAMPLE MEMO TO DIRECTOR

Can also be used as the template

        (Insert Date)


TO:

James N. Douglas, Director
Game and Parks Commission

FROM:
       (Insert name)



       (Insert division)

RE:

Official Function approval
The       (insert division), would like to request approval for meal/snack/beverage expenses on ​​​​​​​​​​​​​​​​​​​​​​​​​      (insert date) for the        (insert conference/meeting/event).   
       (describe the purpose and benefit of having the employees attend/assist; approximately 3-5 sentences).
The estimated expense is       (insert total projected cost).  This program would be paid for with       (list type of funds be used) fund from       (insert the project name).

Sincerely,

      (insert name)
      (insert division name)
CC: Randy Zoucha, Budget & Fiscal Division

