ADMINISTRATIVE MEMORANDUM #202
Department–Sponsored conferences/Trainings
Nebraska Department of Education

 
December, 2009

                      Page 3 of 3

NEBRASKA DEPARTMENT OF EDUCATION

ADMINISTRATIVE MEMORANDUM #202

ISSUED:   DECEMBER, 2009
TO:



NDE Staff

FROM:


Dr. Roger Breed, Commissioner of Education

SUBJECT:

DEPARTMENT-SPONSORED CONFERENCES/TRAININGS
FOR ASSISTANCE:  Contact Central Accounting at 471-3563
PURPOSE

Identify how expenses related to Department-sponsored conferences/trainings may be paid.  
DEFINITIONS

· Conference is defined as a structured meeting with individuals not employed by the Nebraska Department of Education (NDE), where a formal agenda has been pre-determined (e.g. Reading First Meeting).

· Training is defined as non-NDE employees receiving instruction in a group setting from either an NDE employee or a non-NDE trainer.
REGISTRATION FEE

If the Department is charging a registration fee to attend a conference/training, please contact Central Accounting to make arrangements for cross-referencing receipt numbers, deposit dates, and list of participating non-state employees, as per DAS Policy to insure that sufficient money is collected from such persons or other non-State sources, to cover personal maintenance expenses.

ATTENDEES


Non-State Employees
If the Department sponsors a conference/training, money must be collected from non-state employee’s to cover any personal maintenance expenses, such as meals and non-alcoholic beverages, to be provided during the conference/training.  Money does not have to be collected when a contract exists between NDE and the non-state employee that provides for such expenses.
If the funding to cover any expenses for non-State Employees is from Federal sources, expenses can be paid as long as the Federal funding award and federal cost guidelines allow for such expenditures.

Contracts with or grants to other persons or entities may not be used to circumvent these requirements.  For example, if NDE cannot pay or will not be paying for meals for non-state employees under the above two paragraphs, it cannot issue a grant or contract to a third party for the purpose of providing the contractor or grantee funds to use to pay for the meals of conference/training attendees.

State Employees
See Administrative Memorandum #201 for information regarding reimbursement of expenses incurred by a state employee while attending a conference/meeting/training.

Presenter/Facilitator/Trainer Expenses
If the Department intends to pay for any expenses of a facilitator, trainer, and/or presenter for a 
conference/training (e.g. lodging, travel, fees, etc.) a contract is required. (For information regarding contracts, see Administrative Memorandum #110 (contracts) or #111 (letter contracts)).

Volunteer/Service Provider Expenses
See Administrative Memo #204 for information regarding reimbursing allowable expenses of volunteers and service providers.

CONTRACTS FOR ADDITIONAL EXPENSES
In situations where additional expenses (e.g. lodging, mileage, commercial transportation, etc.) will be paid and/or provided for a non-State Employee, a contract is required with the non-state employee for NDE to pay those expenses. (For information regarding contracts, see Administrative Memorandum #110 (contracts) or #111 (letter contracts)). 

DIRECT BILLED EXPENSES OF NON-STATE EMPLOYEES

If any additional expenses of non-state employees are to be direct billed to the Department as identified in the contract with the non-state employee, a contract is also required with the vendor (hotel/motel, etc.) that will direct bill NDE.  If the vendor has an Agreement/Contract form, please consult with the Department’s Legal Staff prior to signing the Agreement/Contract form.

Meals not provided by the conference/training for participants shall not be direct billed to the Department.

EXPENSES


Expense


Required documentation:
Informational Material
Receipt
Meals/Non-alcoholic
 beverages
Original invoice showing what was served, a list of people provided meals, an itemization of receipts received, and a copy of the conference/training agenda. (If state employees were provided a meal, see Administrative Memorandum #205 for meal documentation requirements)
Room/Equipment Rental
Original invoice

Other Expenses
If you have questions about the payment of an expense that is not listed, contact Central Accounting at the number above.

CODING
Expenses should be coded with their assigned account code listed in the Chart of Accounts. For example, a room rental fee should be coded to Rent Expense (524700), and postage should be coded to Postage Expense (521100). A complete list of the Chart of Accounts is available on Inside NDE http://insidende.nde.state.ne.us/centralaccounting/chart_of_accounts.doc.

Revenue and expenditures should be recorded in the same fund and program.

PAYMENT DOCUMENTATION REQUIREMENTS
· All invoices/receipts relating to a conference/training should identify the conference/training name, purpose, and date.   See Administrative Memorandum #110 or #111 for entering contract payments in NIS.
