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RHODE ISLAND BULLETIN No.:  250-6-7
DATE:  May 16, 2006
SUBJECT:  FNM – General Services Administration’s Guidance on “Early Bird” Conference Registration Fees
Purpose:  To instruct employees on the proper procedure for paying registration fees for training and conferences.
Expiration Date:  September 30, 2006
On April 26, 2006, the General Services Administration (GSA) published guidance clarifying the rules governing how employees are reimbursed for “early bird” conference registration fees.  As a result of this clarification, an amendment has been issued to the Federal Travel Regulation permitting advance payments of discounted conference fees to be treated as an allowable travel advance.  
U.S. Department of Agriculture (USDA) Departmental Regulation (DR) 2300-001, Section 7b (7) (c) – Use of the Travel Card, prohibits USDA employees from using their travel card to procure training and conference fees.  USDA employees must follow the rules outlined in DR 2300-001; therefore, all training and conference fees must be paid using the government purchase card, not the government travel card. 

Rhode Island NRCS employees must complete an AD-700 when requesting payment for registration fees for an approved training or conference.  All AD-700s will be processed through the budget analyst and forwarded to the management analyst for payment. 
Please contact Jan Lathum, budget analyst, if you have any questions.
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