§301-74.16
sponsored or funded, in whole or in
part, by your agency.

§301-74.16 What must be included in
any advertisement or application
form relating to conference attend-
ance?

(a) Any advertisement or application
for attendance at a conference de-
scribed in §301-74.14 must include:

(1) Notice of the prohibition against
using a non-FEMA approved place of
public accommodation for conferences;
and

(2) Notice that the conference lodging
allowance applies to Federal attendees,
if applicable.

(b) In addition, any executive agency,
as defined in 5 U.S.C. 105, shall notify
all non-Federal entities to which it
provides Federal funds of this prohibi-
tion.

§301-74.17 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:

(@ 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. 34); and

NOTE TO §301-74.17 (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-
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 http://
www.gsa.gov/attachments/
GSA__PUBLICATIONS/pub/
CustomerGuidebookmarkedversion.pdf.
[FTR Amdt. No. 89, 65 FR 1327, Jan. 10, 2000,

as amended by FTR Amdt. 108, 67 FR 57968,
Sept. 13, 2002]
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§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 Aitendees

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 at nomi-
nal or no cost by the Government
or are included in the registration
fee?

When meals or light refreshments are
furnished at nominal or no cost by the
Government or are included in the reg-
istration fee the applicable M&IE will
be calculated as follows:

(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.
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