
[image: image1.jpg]



At-A-Glance
Conferences, Seminars, Workshops, & Training Sessions 

for HWTF Grant Recipients
All events must be pre-approved in writing by the Commission. Please complete the “Request to Host a Conference, Workshop, Seminar or Training Event” form for approval if your event has not been pre-approved in the budget process.
Requirements & Limitations:
1. Event is planned in detail in advance with formal agenda/curriculum
2. There is a written invitation to participants
3. Events should be held in State facilities if possible.  Non-state facilities can be rented (must have a contract) at a reasonable rate without affecting participants’ daily subsistence allowances
4. Equipment provided by the facility may be rented at a reasonable rate

5. Lump sum payments to a conference center/organization needs prior approval and must follow state rates for meals and refreshments and must also have a contract

6. Refreshments may be provided for “coffee breaks” if: there are 20 or more participants and costs do not exceed $4.50 per participant per day ($2.25 for 4 hours or less)

7. A justification for all meals must be provided and requires 20 or more participants.  All meals must follow State rates.
8. A routine staff meeting is not a conference, workshop, seminar or training event
9. Costs of entertainment, alcoholic beverages, flowers, rewards or gift items are not allowed

10. All speakers must have a contract

11. Detailed schedule of cost is required
12. State funds may not be used to support or underwrite a rally, celebration, reception, employee appreciation activity or similar function
13. A sign-in sheet for each event must be completed with each participant’s signature
* Reimbursement rates may be subject to revision at any time by the State
Complete Conferences, Seminars, Workshops, Training Sessions and Retreat Policies may be found in the Office of State Budget Management Manual via their website: www.osbm.state.nc.us/files/pdf_files/BudgetManual.pdf
    (Please Note:  Certain policies have been modified and made applicable to HWTF grant receipts)
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