Enclosure 9 Non-DoD Conference Expense Worksheet.docx
[Name of Conference & Date] Conference Cost Estimation Worksheet

	Expense
	Estimated Cost
	Remarks

	Government Funded Meals and Food and Beverages (F&B):
	NA
	If multiple meals, List separately.
(Cost per Meal)x (# of Attendees authorized Gov. Funded meal)=$
F&B are Not normally authorized (justification must be provided in the conference request)

	Travel Cost of P&R Attendees*:






Travel Cost of all DoD Attendees including P&R:
	 $0.00
	(Average cost of plane ticket) x (# of attendees)=$
(Per Diem)x(# of days)x (attendees)=$
Lodging Cost (cost)x(days)x(attendees)=$
Rental vehicles or shuttle service costs=$
Plane: $230 x 1 = $230

Per Diem: $248.50 x 1 = $248.50 (2 Travel day ($53.25) and 2 full days ($71.00) of Per Diem)

Lodging: $390 x 1 = $390 (3 nights at Pre Diem rate of $130)

Shuttle: $60 x 1 = $60 ($30 each direction)

$928.50 x 11 = $10,213.50 –potential based on invitations.  Actual Service attendee volumes are unknown as requests for approval are in process.   

	Conference Registration Fee 
	$0.00
	Multiply registration fee times number of attendess.

	Fees for guest speakers, lecturers, honorarium, etc.
	NA
	Include cost for each speaker, travel costs, or any other costs associated with speakers.  (Include approval for honorarium if $2000 is exceeded.)

	Additional Costs:
	NA
	List any cost not provided above. 

	Total:
	$0.00
	List total dollar amount


[bookmark: _GoBack]* Attendees from TMA, USU, and JTFCAP Med are considered P&R Attendees.  If they are from the services (Army, Navy Air force), they are considered as other DoD attendees  unless they are assigned to TMA.
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