NCI Supplemental Guidance for NIH Sponsored Conferences or Meetings 

Appropriated funds only
NIH Sponsored Event – Conference meetings, workshops and seminars (non-training related) 
Note:  a formal conference is defined as a symposium, seminar, or similar type of activity where people assemble to coordinate, exchange and disseminate information to explore or clarify a defined subject, problem or area of knowledge within the statutory mission of the sponsoring entity and it involves participation of multiple agencies and/or non governmental participants. All requests for use of entertainment funds for conference or meetings which are non-training related require a waiver and must satisfy the following conditions:  
1.  Condition 1 – (a) Light refreshments and meals (if applicable) are incidental to the conference; (b) the serving of light refreshments and the meals is to ensure attendees full participation in essential discussions, lectures, speeches; and (c) the meals and light refreshments are part of a conference that includes the food being served during essential discussions, speeches, lectures, etc., but also includes other substantial functions occurring separately from when the food is being served. (provide detail for each of these on the request) 
2.  Condition 2 - Each IC must include in its justification a “criticality requirement” for the provision of light refreshments and meals (if applicable).  This can be demonstrated by linking the need for the waiver request to e.g., a Departmental objective or initiative, an Executive Performance Plan, Departmental Strategic Plan, a Government Performance and Results Act goal, etc. (describe how the conference or meeting furthers the HHS/NIH mission and goals)
3.  Condition 3 – Each IC must reflect on the 2408-1form the estimated costs of the light refreshments and meals (if applicable) and include a brief statement in terms of how this expense will not have any adverse impact on performance goals, objectives or agenda items.  (You are having a working meal; breaks are too disruptive because a large number of attendees have to leave the meeting site to seek refreshments, etc.)
A. Requests for light refreshments may be considered under the following circumstances for formal conferences, meetings, workshops, or seminars:    

I. Duration of meeting – 4 hours or longer.
II. Location – NIH campus, local area, or outside local area (if campus space is not available, requests should include approval of NIH 827-1).  Additionally, if the meeting is outside the local area (51 miles), a cost comparison should be included in the request.
III. Attendees – 10 or more and the majority should be Non-Feds (SAIC and training fellows are considered Feds for this purpose) 
IV. Purpose of meeting – Exchange or dissemination of information to explore or clarify a defined subject, problem or area of knowledge within the statutory mission of the sponsoring entity.
V. Cost – The cost of the light refreshments should not exceed $10.00 per person per break. (only 1 break will be authorized for a 4 hour event)
VI. Deliverables – Requests should indicate the tangible deliverables resulting from the meeting or conference and how they will be utilized. The organization hosting the event should keep the deliverables for audit purposes (usually 3 years under the general administrative requirements). 
B. Requests for meals and/or light refreshments may be considered under the following circumstances for formal conferences, meetings, workshops or seminars:    
I. Duration of meeting – All day.
II. Location – NIH Campus, local area, or outside local area (if campus space is not available, requests should include approval of NIH 827-1).  If the meeting is outside the local area (51 miles), a cost comparison should be included in the request.

III. Attendees – 10 or more and the majority should be Non-Feds (SAIC and training fellows are considered Feds for this purpose). 
IV. Purpose of meeting – Exchange or dissemination of information to explore or clarify a defined subject, problem or area of knowledge within the statutory mission of the sponsoring entity.
V. Cost – Feds are not authorized meals in the local area; however, if they are attending an NIH sponsored meeting outside the local area, per diem should be deducted from their travel order. Meals requested for Non-Feds, whether inside or outside the local area, should be deducted from the travel order. The cost of light refreshments should not exceed $10.00 per person per break (only one morning and one afternoon break will be approved for an all day event).
VI. Deliverables - Requests should indicate the tangible deliverables resulting from the meeting or conference and how they will be utilized. The organization hosting the event should keep the deliverables for audit purposes (usually 3 years under the general administrative requirements).
C. Requests for light refreshments or meals may be considered under the following circumstances for evening Board meetings, site visits or receptions: 
I. Duration of meeting – 4 hours or longer.
II. Location - NIH Campus, local area, or outside local area (if campus space is not available, requests should include approval of NIH 827-1). If the meeting is outside the local area (51 miles), a cost comparison should be included in the request.
III. Attendees – Feds and Non-Feds (no ratio required).
IV. Cost – Feds are not authorized meals in the local area. If meals are requested for Non-Feds, the per diem should be deducted from the travel order.  If you are requesting light refreshments in lieu of meals for an evening break, the cost should not exceed $10.00 per person. 
Requests should be submitted at least 2 weeks in advance and must include the following:
1. NCI light refreshments route slip

2. NIH 2408-1 http://forms.nih.gov/adobe/misc/NH2408_1.PDF
3. NIH 827-1 (if applicable) http://forms.nih.gov/adobe/procurement/NH827_1.PDF
4. Menu

5. Roster of attendees

6. Description of meeting – must include an explanation of all three conditions and address each item under the categories listed above 

