Instructions for Completing

Laboratory-Hosted Meeting Request Forms

Recent changes to the Lab-Hosted Meeting policy required the implementation of new forms and procedures.  The forms have recently undergone additional revisions to make them easier to use. 

We are currently using 2 forms for all meeting requests.  One form has been designed to handle simple meeting requests where expenses are limited to food service.  Most of the meetings at the Laboratory fall into this category. A second form has been designed to obtain approval for meetings which will incur other costs in addition to food service such as meeting space rental, lodging, etc. You do not need to fill out both forms for the same event.  Use only the form that applies to your meeting. 

Both forms ask for a Meeting Title and a Description. The Description field must include an explanation of the business purpose for the meeting. If you are going off-site or the meeting will last a full day or longer, you should attach additional supporting documents (agenda, menus, additional explanation, etc.). 

The signature area provides space for the division authorized approver. For meals and off-site requests, policy requires the approver to be a division director, deputy director or business manager.  Meals and off-site requests must also be approved by Conference Services. An extra signature line has been included for optional use by the division.
The bottom half of each form provides an area where costs can be entered. This area of the form has been enhanced to provide the daily allowable rate for each meal type when you enter the CONUS rate for the location. (NOTE: The form has been pre-populated to default to the Berkeley CONUS rate. You must enter the correct CONUS rate if your function is being held outside the Berkeley area.) You will notice that the allowable amounts have also increased.  The CONUS rate is used to determine the allowable. The daily total allowance for meals will appear at approximately 200% of the CONUS rate.  Each meal allowable has been adjusted according to a formula built into the form.  Complete this area by filling in the number of attendees and the actual cost of the meal(s) each day of the meeting. The form will calculate daily totals for meals. Summary totals are not needed.
Refreshment costs have been separated from meals and lodging since Conference Services approval is not required when refreshment costs are the only food service expense. Your division approval is all that is needed to place an order for refreshments. 

Questions may be directed to:

ConferenceServices@lbl.gov 
Kathleen Brower x6386 
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