Policy for Allowable Food and Beverage Costs at PPPL Sponsored Conferences

The DOE has issued guidance with respect to allowable food and beverage costs at PPPL sponsored conferences. The DOE Princeton Site Office has approved the implementation of this guidance. As a result, PPPL has modified applicable policies to allow certain qualifying costs of food and beverages served as an integral part of a sponsored conference to be a DOE contract charge. Below is the policy modification that has been made to PPPL’s Conference Management policy and Unallowable Costs Guidelines:

The requirements necessary to allow the cost of any meals or refreshments provided at a DOE or PPPL sponsored conference to be charged against contract funds are as follows:

1. When the principle purpose of the conference is to disseminate business, professional, or technical information, or to stimulate research opportunities per PPPL’s contract requirements.
2. When the provided refreshments or meals are an integral part of the conference and conference participants must be in attendance when the refreshment or meals are served in order to receive full benefit from the conference or participate fully in the conference. 

3. The conference organizer must submit the following information for all meals that are proposed to be provided and refreshments proposed to be served as part of the conference sponsorship form:  

· A detailed list of the attendees by name and the organization they represent The type (e.g., lunch or dinner) and number of meals provided and the costs.

· The type and frequency of refreshments served (e.g., coffee breaks, etc.) and the total costs.
· A detailed explanation that provides the business to be conducted during the meals/refreshments and why the meals/refreshments are an integral part of the conference agenda.     Requirements for allowability are summarized below:
· Reasonable refreshments served during the conference are generally allowable (note: refreshments are defined as including but not limited to, coffee, tea, milk, juice, soft drinks, donuts, bagels, fruit, pretzels, cookies, chips, and muffins).

· A continental breakfast served prior to the start of the meeting would generally be considered unallowable.

· Working lunches or dinners served as part of the meeting must be supported by an agenda that outlines the meeting activities that will be conducted during the meal.

· Dinners or lunches provided offsite (e.g., a restaurant) would be unallowable unless: 1) there is a planned business agenda to be conducted during the meal; 2) the meal is served in a separate room, outside of the main restaurant room; and 3) the restaurant must be in close proximity to the conference location 

· A documented agenda for working lunches and dinners must be provided as part of the conference sponsorship approval submission.

4. The cost of the meals and refreshments must be reasonable. Determination of reasonableness of food and beverage costs charged to DOE contracts in support of contractor sponsored conferences will be determined by the following:

· The cost per person of any meal provided must be less than 150% of the locality’s meals and incidental expenses (M&IE) rate for that meal. For example, if dinner will be provided at a locality with a $56.00 per day M&IE rate with a $29.00 per dinner M&IE rate (see www.gsa.gov/mie), the cost of the dinner provided at a conference cannot exceed $43.50 ($29.00 x 150%) per person. The amount by which the cost of any meal exceeds 150% of the locality’s M&IE rate for that specific meal will be unallowable.  Examples are listed below.

· The number of meals provided as part of the conference must be reasonable based on of the conference’s professional activities and goals. Reasonableness will be determined by the Head of Accounting or Head, Business Operations based on the information provided with the sponsored conference approval form.

· The cost per person for refreshments provided in one day must equal to or less than 25% of the localities per day M&IE rate. For example, if the locality’s per day M&IE rate is $56.00; the cost per person of refreshments provided at a conference cannot exceed $14.00 ($56.00 x 25%) per day.  Cost for refreshments in excess of this amount will be unallowable.  Examples are listed below.

· If the cost of the meals was fixed by contract and the number of attendees was too low driving the meal cost per person over 150%, the excess cost is unallowable.  Reasons may be given for consideration.

The reasonableness guidelines provided above will also be used to determine the allowability of the meals included in the conference registration fee when a PPPL employee is attending a conference where the cost of meals and/ or refreshments are included in the conference registration fee.  If a working meal is provided, a PPPL employee on travel status is normally required to deduct the meal from their M&IE rate for the day.  If the Lab has preapproved that an Unallowable meal will be paid for with Lab funds, that meal must be deducted as well.
 Note: “Business meetings” are distinguished from “conferences” as defined pursuant to DOE Order 110.3A and PPPL’s Conference Sponsorship Procedure.  As a result, the cost of the meals and refreshments at PPPL “business meetings” are unallowable.
Meals example:  

A working lunch at a PPPL conference hosted here with 100 attendees of which 25 PPPL employees and students are attending.  The local M&IE Lunch value is $15.00.  If lunch was $2,000.00 what breakout occurs?  The M&IE at PPPL is $61.00.
On site

$2,000.00/100 Attendees = $20.00/person.  Max value is $15.00*150% = $22.50.

The $2,000.00 is all Allowable.
Same example at a PPPL conference in Sacramento, CA (Same M&IE) (PPPL employees deduct lunch from their Travel Voucher)

100*($20.00) = $2,000.00

All Allowable

Same example Off Site at the Wyndham

The $2,000.00 is all Allowable

A working lunch at a PPPL conference hosted here with 100 attendees of which 25 PPPL employees and students are attending.  The local M&IE Lunch value is $15.00.  If lunch was $2,500.00 what breakout occurs?
On Site
Max value is $15.00*150% = $22.50
$2,500.00/100 Attendees = $25.00/person, exceeds policy by $2.50 per person.  .
100*$22.50 = $2,250.00 is Allowable at Max       $250.00 is Unallowable over Max

Same example at a PPPL conference in Sacramento, CA (Same M&IE)
100*$22.50 = $2,250.00 is Allowable at Max       $250.00 is Unallowable over Max
Same example Off Site at the Wyndham

100*$22.50 = $2,250.00 is Allowable at Max       $250.00 is Unallowable over Max

Refreshments example:

A PPPL conference hosted here with 100 attendees of which 25 PPPL employees and students are attending.  The local M&IE rate is $61.00.  What breakout needs to happen for refreshments that cost $1,400.00 per day?

On Site

$61.00*25% = $15.25/person

$1,400.00/100 attendees = $14.00 per person          $1,400.00 is Allowable
Same example at a PPPL conference in Sacramento, CA (M&IE)
$1,400.00/100 attendees = $14.00 per person          $1,400.00 is Allowable

Same example Off Site at the Wyndham

$1,400.00/100 attendees = $14.00 per person          $1,400.00 is Allowable
A PPPL conference hosted here with 100 attendees of which 25 PPPL employees and students are attending.  The local M&IE rate is $61.00.  What breakout needs to happen for refreshments that cost $2,000.00 per day?

On Site

$61.00*25% = $15.25/person

$2,000.00/100 attendees = $20.00 per person, exceeds policy by $4.75 per person

100*$15.25 = $1,525.00 as Allowable        $100*$4.75 = $475.00 as Unallowable over policy.
Same example at a PPPL conference in Sacramento, CA (Same M&IE)
$2,000.00/100 attendees = $20.00 per person, exceeds policy by $4.75 per person

100*$15.25 = $1,525.00 as Allowable        $100*$4.75 = $475.00 as Unallowable over policy.
Same example Off Site at the Wyndham

$2,000.00/100 attendees = $20.00 per person, exceeds policy by $4.75 per person

100*$15.25 = $1,525.00 as Allowable        $100*$4.75 = $475.00 as Unallowable over policy.
	
	        Food Policy 
Daily Maximum Values

	

	M&IE
	Breakfast
	Lunch
	Dinner
	Refreshments

	 $  46.00 
	 $  10.50 
	 $  16.50 
	 $  34.50 
	 $  11.50 

	 $  51.00 
	 $  12.00 
	 $  18.00 
	 $  39.00 
	 $  12.75 

	 $  56.00 
	 $  13.50 
	 $  19.50 
	 $  43.50 
	 $  14.00 

	 $  61.00 
	 $  15.00 
	 $  22.50 
	 $  46.50 
	 $  15.25 

	 $  66.00 
	 $  16.50 
	 $  24.00 
	 $  51.00 
	 $  16.50 

	 $  71.00 
	 $  18.00 
	 $  27.00 
	 $  54.00 
	 $  17.75 
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