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§301-74.4

(e) Maintain written documentation
of the alternatives considered and the
selection rationale used.

§301-74.4 What should cost compari-
sons include?

Cost comparisons should include, but
not be limited to, a determination of
adequacy of lodging rooms at the es-
tablished per diem rates, overall con-
venience of the conference location,
fees, availability of meeting space,
equipment, and supplies, and com-
muting or travel distance of attendees.

[FTR Amdt. No. 89, 66 FR 1327, Jan. 10, 2000,
as amended at 86 FR 54631, Oct. 4, 2021]

§301-74.5 How should we select a loca-
tion and a facility?

Site selection is a final decision as to
where to hold your conference. The
term ‘‘site” refers to both the geo-
graphical location and the specific fa-
cility(ies) selected. In determining the
best site in the interest of the Govern-
ment, you should exercise strict fiscal
responsibility to minimize costs. The
actions in §301-74.3 must be followed.
Cost comparisons must cover factors
such as those listed in §301-74.4. As
part of the cost comparison, you must
use the established per diem rate for
the locations for which you are com-
paring costs.

§301-74.6 What can we do if we cannot
find an appropriate conference fa-
cility at the chosen locality per
diem rate?

While it is always desirable to obtain
lodging facilities within the estab-
lished lodging portion of the per diem
rate for the chosen locality, it may not
always be possible. In those instances
when lodging is not available at the ap-
plicable per diem rate, travelers should
construct a cost comparison of all asso-
ciated costs, including round-trip
ground transportation, between finding
lodging at the applicable per diem rate
away from the conference locality and
using the actual expense method at the
conference locality as prescribed in
subpart D of part 301-11 of this chapter.

[FTR Amdt. 2013-01, 78 FR 65211, Oct. 31, 2013]

41 CFR Ch. 301 (7-1-23 Edition)

§301-74.7 May we provide light re-
freshments at an official con-
ference?

Yes. Agencies sponsoring a con-
ference may provide light refreshments
to agency employees attending an offi-
cial conference. Light refreshments for
morning, afternoon or evening breaks
are defined to include, but not be lim-
ited to, coffee, tea, milk, juice, soft
drinks, donuts, bagels, fruit, pretzels,
cookies, chips, or muffins.

[FTR Amdt. 89, 656 FR 1327, Jan. 10, 2000. Re-
designated by FTR Amdt. 2013-01, 78 FR
65212, Oct. 31, 2013]

§301-74.8 May we include conference
administrative costs in an employ-
ee’s per diem allowance payment
for attendance at a conference?

No. Per diem is intended only to re-
imburse the attendee’s subsistence ex-
penses. You must pay conference reg-
istration fees separately, either di-
rectly or by reimbursing employees
who pay such expenses and submit
travel claims.

[FTR Amdt. 89, 656 FR 1327, Jan. 10, 2000. Re-
designated by FTR Amdt. 2013-01, 78 FR
65212, Oct. 31, 2013]

§301-74.9 Are there any special re-
quirements for sponsoring or fund-
ing a conference at a hotel, motel or
other place of public accommoda-
tion?

Yes. When you sponsor or fund (see 15
U.S.C. 2225ba), in whole or in part, a
conference at a place of public accom-
modation in the United States, you
must use an approved accommodation
(see §300-3.1 of this title), except as
provided in §301-74.10. This provision
also applies to the government of the
District of Columbia when it expends
Federal funds for a conference and any
non-Federal entity which uses Govern-
ment funds to sponsor or fund a con-
ference.

[FTR Amdt. 89, 656 FR 1327, Jan. 10, 2000. Re-
designated and amended by FTR Amadt. 2013—
01, 78 FR 65212, Oct. 31, 2013]

§301-74.10 May we waive the require-
ment in § 301-74.9?

Yes, if the head of your agency
makes a written determination on an
individual case basis that waiver of the
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requirement to use approved accom-
modations is necessary in the public
interest for a particular event. Your
agency head may delegate this waiver
authority to a senior agency official or
employee who is given waiver author-
ity with respect to all conferences
sponsored or funded, in whole or in
part, by your agency.

[FTR Amdt. 89, 656 FR 1327, Jan. 10, 2000. Re-
designated and amended by FTR Amdt. 2013—
01, 78 FR 65212, Oct. 31, 2013]

§301-74.11 What must be included in
any advertisement or application
form relating to conference attend-
ance?

Any advertisement or application for
attendance at a conference described in
§301-74.9 must include notice of the
prohibition against using a non-FEMA
approved place of public accommoda-
tion for conferences. In addition, any
executive agency, as defined in 5 U.S.C.
105, shall notify all non-Federal enti-
ties to which it provides Federal funds
of this prohibition.

[FTR Amdt. 2013-01, 78 FR 65212, Oct. 31, 2013]

§301-74.12 What special rules apply
when a conference is held in the
District of Columbia?

In addition to the general rules pro-
vided in this part, the following special
rules apply:

(a) You may not directly procure
lodging facilities in the District of Co-
lumbia without specific authorization
and appropriation from Congress (see
40 U.S.C. 8141); and

NOTE TO §301-74.12(a): This provision does
not prohibit payment of per diem to an em-
ployee authorized to obtain lodging in the
District of Columbia while performing offi-
cial business travel.

(b) It is no longer mandatory that
you contact GSA for meeting or con-
ference facilities in the District of Co-
lumbia. However, you are encouraged
to contact the GSA Public Buildings
Service (PBS) of the National Capital
Region to inquire about the avail-
ability of short-term conference and
meeting facilities in the District of Co-

§301-74.14

lumbia. For additional information see
the Customer Desk Guide for Real
Property Management, Chapter 1. The
Customer Desk Guide can be found on
the worldwide web at https://
www.gsa.gov/cdnstatic/

Guide _to_Real Property 508.pdf.

[FTR Amdt. 89, 656 FR 1327, Jan. 10, 2000, as
amended by FTR Amdt. 108, 67 FR 57968,
Sept. 13, 2002. Redesignated and amended by
FTR Amdt. 2013-01, 78 FR 65212, Oct. 31, 2013;
85 FR 39850, July 2, 2020]

§301-74.13 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.

[FTR Amdt. 89, 656 FR 1327, Jan. 10, 2000. Re-
designated by FTR Amdt. 2013-01, 78 FR
65212, Oct. 31, 2013]

§301-74.14 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.

[FTR Amdt. 89, 66 FR 1327, Jan. 10, 2000. Re-
designated by FTR Amdt. 20183-01, 78 FR
65212, Oct. 31, 2013]

Subpart B—Conference Attendees

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