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[FTR Amdt. No. 89, 65 FR 1327, Jan. 10, 2000, 
as amended by FTR Amdt. 108, 67 FR 57968, 
Sept. 13, 2002] 

§ 301–74.18 What policies and proce-
dures must we establish to govern 
the selection of conference 
attendees? 

You must establish policies that re-
duce the overall cost of conference at-
tendance. The policies and procedures 
must: 

(a) Limit your agency’s representa-
tion to the minimum number of 
attendees determined by a senior offi-
cial necessary to accomplish your 
agency’s mission; and 

(b) Provide for the consideration of 
travel expenses when selecting 
attendees. 

§ 301–74.19 What records must we 
maintain to document the selection 
of a conference site? 

For each conference you sponsor or 
fund, in whole or in part for 30 or more 
attendees, you must maintain a record 
of the cost of each alternative con-
ference site considered. You must con-
sider at least three sites. You must 
make these records available for in-
spection by your Office of the Inspector 
General or other interested parties. 

Subpart B—Conference Attendees 

NOTE TO SUBPART B: Use of pronouns ‘‘we’’, 
‘‘you’’, and their variants throughout this 
subpart refers to the agency. 

§ 301–74.21 What is the applicable 
M&IE rate when meals or light re-
freshments are furnished by the 
Government or are included in the 
registration fee? 

When meals or light refreshments are 
furnished by the Government or are in-
cluded in the registration fee the appli-
cable M&IE will be calculated as fol-
lows: 

(a) If meals are furnished, the appro-
priate deduction from the M&IE rate 
must be made (see § 301–11.18 of this 
chapter). 

(b) If light refreshments are fur-
nished, no deduction of the M&IE al-
lowance is required. 

[FTR Amdt. No. 89, 65 FR 1327, Jan. 10, 2000, 
as amended by FTR Amdt. 2005–06, 70 FR 
60222, Oct. 17, 2005] 

§ 301–74.22 When may an employee, at-
tending a conference, be authorized 
the conference lodging allowance? 

An employee, authorized to attend a 
conference, may be authorized the con-
ference lodging allowance as prescribed 
in §§ 301–74.8 and 301–74.9. 

§ 301–74.23 Is the conference lodging 
allowance an actual expense reim-
bursement? 

No. The conference lodging allowance 
is a separate method of reimbursement 
for lodgings expenses. 

§ 301–74.24 When should actual ex-
pense reimbursement be authorized 
for conference attendees? 

If the conference lodging allowance 
still is inadequate, you may authorize 
actual expense reimbursement under 
§ 301–11.300 of this chapter in lieu of the 
conference lodging allowance method. 

§ 301–74.25 May we reimburse trav-
elers for an advanced payment of a 
conference or training registration 
fee? 

Yes, you may reimburse travelers for 
an advanced discounted payment for a 
conference or training registration fee 
as soon as you have approved their 
travel to that event, and they submit a 
proper claim for the expenses incurred. 

[FTR Amdt. 2006–02, 71 FR 24598, Apr. 26, 2006] 

§ 301–74.26 What is the traveler re-
quired to do if he/she is unable to 
attend an event for which they 
were reimbursed for an advanced 
discounted payment of a conference 
or training registration fee? 

In all cases where a traveler is unable 
to attend an event for which a dis-
counted registration fee was paid and 
reimbursed in advance of the event, the 
traveler must seek a refund of the reg-
istration fee and repay the agency with 
any refund received. If no refund is 
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