Conference Check List:
Conference Name:



Site Selection if applicable


Sponsorship form



Hotel Contract




Registration Page



Justifications for meals provided

List of attendees



Final Bill(s)




M&IE






Food and Beverage Allowable


Refreshments 17.75 (.25% of 71.00)

Dinner 
54.00 (1.50% of 35.00)


Unallowable:

Banquet

Alcohol/service fees

Overage on allowable break amounts

