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APPLICABILITY

This procedure outlines the Laboratory’s program for the utilization of Princeton University Funds where advance funding has not been received. 

INTRODUCTION

When prudent to do so, Laboratory policy allows the utilization of Princeton University funds (Non DOE) to allow costs to be incurred for the benefit of the conference, where advanced funding has not yet been received.  The circumstances where ‘risk funding’ may be appropriate include, but are not limited to:

· Incurring costs for the conference prior to receiving approval from DOE.

· Deposits required securing a conference facility prior to receiving registration fees or other funding.


· Other required conference expenditures prior to receiving registration fees or other funding.

The ‘risk’ of financial loss associated with this action is absorbed by the Laboratory; no losses resulting from these actions are to be charged to DOE.

REFERENCE DOCUMENTS

ACT-017
Opening a Conference Account Using Request for Baseline Adjustment (RFBA)
PROCEDURE
	RESPONSIBILITY
	ACTION



	Conference Organizer (Administrative Assistant or other Designated Individual)
	1.
Complete and sign Conference Risk Authorization Form (Attachment 1).

2. 
Submit the completed Conference Approval Risk Authorization Form and Conference Sponsorship/Attendance Approval Request Form to the cognizant P&C Officer for review and approval.

	Planning and Control (P&C) Officer
	3.
Review the forms to ensure they are complete and that a compelling business case has been made for requesting risk authorization.

4.
Approve and submit the completed Conference Approval Risk Authorization Form and a copy of the Conference Sponsorship Approval Request Form to the organizer’s Department Head, Head of Business Operations and the Director’s Office for review and approval. 



	Department Head/ 

Head of Business Operations/ Director

	5.
Review and approve Conference Risk Authorization Form and Conference Sponsorship Approval Request Form. 


	
	6.
Submit approved forms to Travel Office.



	Travel Office


	7.
Notify Administrative Assistant of approval.  


	Conference Organizer (Administrative Assistant or other Designated Individual)


	8
Coordinate with the P&C Officer and Prepare Request for Baseline Adjustment (RFBA) to open new work package per procedure ACT-017, Opening a Conference Account Using Request for Baseline Adjustment (RFBA).



ATTACHMENTS
1.
Conference Risk Authorization Form - Sample
Conference Risk Authorization Form

Date:
mm/dd/yy
Cost Center:
9930
Conference Title:
Insert conference title
Risk Authority Requested: 
Insert the dollar amount requested to spend
Risk Period: 
Insert  the period of time beginning when the funds will first be needed to the date the risk will be retired (i.e., expect to receive conference funds to cover the costs incurred)
Justification: Describe the rationale for requesting risk authorization.
______________________________

Conference Organizer 

(Administrative Assistant or designated individual – sign form as conference organizer)
______________________________
P&C Officer

______________________________

Department Head

______________________________

Head of Business Operations

______________________________

Director’s Office

***
PLEASE ATTACH A COPY OF THE CONFERENCE SPONSORSHIP/ ATTENDANCE APPROVAL REQUEST FORM
***

