



	UNITED STATES DEPARTMENT OF AGRICULTURE
	DE-NRCS-FNM-1

	NATURAL RESOURCES  CONSERVATION SERVICE
	9-09


MEETING/CONFERENCE/WORKSHOP ATTENDANCE REQUEST

1. Name of Employee(s):
_____________________ _______________

2. Duty Station:


_____________________________________
3. Name of Meeting:

___________________________ __________

4. Date of Meeting:

______________________________________
5. Location of Meeting:

______________________________________
6. Per Diem Rate:

______________________________________

www.gsa.gov


Is the lodging for this meeting above per diem?  If yes, 

you must find alternate lodging within per diem or 


pay the difference out of pocket with no reimbursement.
7. Registration:


$_______________________________

There are 3 options for payment of registration:
a. Contact a purchase cardholder to charge your registration.

b. If $100 or less, you can pay and obtain a receipt for 

reimbursement (SF-1164).

c. Request to be billed.  An AD-1199 must accompany the invoice 

for direct deposit payment to the vendor.

8. Purpose and justification of employee’s attendance:  Enhance my professional development
9. Direct Charge Accounting Code (Benefiting Program):  ________________

(List of accounting codes attached)    

10. Request:  {  }  Government Time/Personal Expense
{  }  Govt. Time/Govt. Expense


Reminders:  
Employees are not eligible for per diem or lodging when on local travel.   
Local travel is defined as:
a. any travel lasting less than 12 hours

b. any travel within 35 miles of your duty station or your residence
Work with your timekeeper before you travel to determine whether extra hours will be 
charged to regular comptime earned or comptime for travel.

DO NOT PROCESS YOUR TRAVEL AUTHORIZATION IN GOVTRIP UNTIL 
YOU HAVE RECEIVED THIS FORM SIGNED WITH STC APPROVAL!

_______________________________

_______________________________
 Requesting Employee
 Date


Approving Official

 Date
________________________________________________

State Conservationist



  Date
ACCOUNTING CODES
CTA-GENERAL

01T

CTA –GLC


01T

CTA-NRI


01T
SOIL



02T

Watershed Planning

06T

RC&D


11T

CRP



67R

FRPP



69T

WHIP



75T
EQIP



76T
WRP



77T

EQIP-GSWC


78T

CSP



85T

GRP



86T

AMA



87T

Benefits all programs
64T
























