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NASA Form 1785 (January 2013)

NF 1785, Conference Expense Report
-- Instructions--

A. General Information

Purpose

NASA Form (NF) 1785, “Conference Expense Report,” documents actual costs and attendance of NASA-sponsored conferences costing over $20,000 (including all travel) and any NASA-attended conference costing over $100,000; updating estimates previously provided on the NF 1784, “Conference Approval Form.” It constitutes part of the report NASA prepares on conference costs for internal management reviews and is made available as appropriate for external reviews.

Events That Require an NF 1785

The NF 1785 is required for any conference that was approved on an NF 1784 or in which total actual costs met or exceeded the reportable thresholds for it to be considered a Tier 1, 2, or 3 event.

When and How to Submit the NF 1785

The sponsoring organization’s assigned Point of Contact (POC) for the conference must email a PDF of the signed final NF 1785 and supporting documents to the NASA Conference Tracking System (NCTS) Moderator at the NASA Shared Services Center (NSSC) at  NSSC@NASA.gov with the email subject line “NF 1785 – “ followed by its NCTS Identifier (number/name) within 45 days of the end of the conference.

NF 1785 Approval and Records Management

The NF 1785 is signed by the event POC and the responsible Center Director or Official-in-Charge (OIC) that signed the event’s NF 1784 or, if that official is unavailable, another cognizant senior executive (Senior Executive Service or SL/ST) within the sponsoring organization.

The POC must maintain a copy of the final approved NF 1785 plus all supporting documents and the source data used to develop them, and make these available to the Office of the Chief Financial Officer (OCFO), the NASA Office of the Inspector General (OIG), and other review and oversight organizations upon request.

Source of Requirement, Additional Guidance, and Resources

Congress required NASA to formally report to the NASA OIG the costs, attendance, and other characteristics of all NASA-sponsored conferences costing over $20,000 (including travel costs) held during Fiscal Years (FY) 2008 and 2009. Congress did not reiterate this requirement for FY 2010, but NASA has committed to Congress to continue preparing these reports for internal management use.   In addition, Office of Management and Budget (OMB) Memorandum M-12-12 requires NASA to report annually on all conferences, either sponsored or attended, with total agency costs of at least $100,000 from FY 2012 forward.  The NF 1785 is a key document in these reports. Other portions of the report are described in “Instructions for Preparing Reports on NASA-Sponsored Conferences” posted at the Conference Resource Website, (www1.nasa.gov/conferences). For further information, also see NASA Interim Directive (NID) 9770.1, NASA Conference Approval and Reporting. The NID and other guidance related to conferences are also available at the Conference Resource Website.



B. Detailed Instructions

Block 1.[image: ]  NCTS Conference Code: Enter the Conference Code assigned in the NASA Conference Tracking System (NCTS) for this conference.  

Section A. Contact and Event Information

Blocks 2-4.	Point of Contact Name, Phone Number, and Email Address: Provide the name and contact information of the primary POC the sponsoring organization has assigned to the event.
Block 5.	Official Conference Name: Use the full, formal name the sponsor has selected for the event.  Be precise and consistent regarding spelling (e.g., use “Second” or “2nd” in the same manner as it is used in official conference materials and NCTS). 
Blocks 6-7.	Start Date and End Date: First and last official days of the event as determined by the organizer/host.
Blocks 8-10.	Conference City, Event State, and Event Country: Event location.
Block 11.	NASA Sponsoring Organization: Use the organization’s official name (not an organization code).  This will be the NASA Center or Office of the Approving Official in Block 25. 
Block 12.	Conference Website URL: Provide URL if the event has a website.
Block 13.	Were NASA’s costs limited to attendance and exhibits at another entity’s event?  If “Yes,” only the listed sections must be completed.  If “No,” go to Block 14.
Block 14.	Per Criteria in NID 9770.1, was NASA a Primary Sponsor?  Complete the listed sections based on the choice of “Yes” or “No.”
Section B.	Actual Number of Attendees 
Experience has shown that event sign-in sheets and registration lists are usually inaccurate. Therefore, to accurately state the number of attendees (particularly those with NASA-funded travel), prepare a Final Attendee List (FAL) using e-Travel system data to validate attendance as explained in the “Instructions for Preparing Reports on NASA-Sponsored Conferences” posted at the Conference Resource Website (www1.nasa.gov/conferences). Wait at least 15 calendar days after the end of the conference before downloading e-Travel data. Because this early data will typically not include disbursements or costs, it is acceptable to use obligations.
Block 15.a.	Actual Total Attendees: The total number of event attendees.  Columns in this block may not apply to all reportable events.  Refer to the column instructions below:
Column A:	NASA Employees: Actual number of NASA employees who attended the event.  Complete this column for all events.  
Column B:	Conference Support Contractors: NASA contractors directly supporting the event (e.g., event planning, logistics, administrative, etc.).  Complete this column only if Block 14 is “Yes.”
Column C:	Other U.S. Government: Civil Servants employed by other U.S. Federal Government Agencies, States, and municipalities.  Complete this column only if Block 14 is “Yes.”
Column D:	Other Non-Government: All others, including contractors (except NASA event support contractors supporting this event); other attendees from business, industry, academia, nonprofits, etc.; private citizens; and representatives of foreign government agencies.  Complete this column only if Block 14 is “Yes.”
Column E:	Total: Sum of Columns A-D.  Complete this column for all events.
Block 15.b.	Actual Total Attendees with NASA-Paid Attendance or Travel Expenses: For each column, show the subset of attendees whose travel and attendance costs were paid by NASA, including through e-travel, local travel, interagency reimbursement, invitational travel, etc. Do not include NASA contractors whose attendance was funded via their contract G&A. Do include those contractors who specifically supported the event (e.g. event support contractors) and those contractors who attended because their contract specifically required them to do so. 

SECTION C: ACTUAL COST OF CONFERENCE
Show NASA’s actual costs of conducting the conference. Include only costs incurred by NASA.  In the “Total Cost to NASA” column, show total costs based on travel system data, invoices, receipts, task orders, etc.; as explained in the detailed “Instructions for Preparing Reports on NASA-Sponsored Conferences” posted at the Conference Resource Website (www1.nasa.gov/conferences). Retain all supporting documentation, including the displays created per these instructions, to substantiate the numbers shown on the NF 1785.

In the “Comments” column, add any necessary clarifying information; especially to explain any unique or unusual costs.
Block 16.a.	NASA Employee Attendance Cost: Enter the actual total cost of travel, lodging, M&IE, registration fees, and presentation fees for NASA employees. Do not include labor costs.
Block 16.b.	Other NASA Funded Attendance Cost:  Enter the actual total cost of travel, lodging, registration, and presentation fees funded by NASA for persons who are not NASA employees.  
Block 16.	Subtotal, Attendance Costs:  Enter the sum of Blocks 16.a. and 16.b. 
Exhibit Costs: Complete this section only if “Yes” was selected in Block 13 or “No” was selected in Block 14.
Block 17.	Exhibit costs:  Enter the total cost for exhibits, exhibit space, and other costs necessary for NASA exhibits at conferences hosted by organizations other than NASA.  If exhibit space was included as an ancillary part of a sponsorship package, include the cost in Block 18.a.  Do not list it in Block 17.
Sponsorship Costs:  Provide actual costs based on receipts, invoices received, or event support contract documents (if used).  Retain all documentation to substantiate reported costs.
Block 18.a.	Sponsorship Fee:  All sponsorship funding paid by NASA to another organization that is organizing/hosting the conference.  In cases where the sponsorship fee included exhibit and/or registration fees as part of the overall sponsorship package, enter the total sponsorship cost in Block 18.a.  Do not duplicate the included registration fees in Block 16 or the exhibit fees in Block 17.
Block 18.b.	Facility Rental:  All NASA costs for facilities used for the event.
Block 18.c.	Support Contractor and Other:  All remaining NASA costs not included in the above categories.  Included here are: (a) costs (including labor and burden) of NASA conference support contractors directly supporting the NASA sponsored conference (including supporting the event approval/NF 1784 process) and (B) NASA costs for event audio-visual support, and other costs (e.g., displays, presentations, sound, recording, copiers, copy service, etc., unless part of a fixed price facility rental package).
Block 18.	Subtotal, Sponsorship Costs:  Enter the sum of Blocks 18.a through 18.c.  
Block 19.	Total Costs:  Enter the sum of Blocks 16, 17, and 18. 

SECTION D:  Required Approval and Supplemental Materials
Block 20.	Is the answer in Block 13 “Yes” and the total amount in Block 19 less than $100,000?:  Follow the instructions provided.
Block 21.	Is the answer in Block 14 “No” and the total amount in Block 19 less than $100,000?:  Follow the instructions provided.
Block 22.	Is the answer in Block 14 “Yes” and the total amount in Block 19 less than $20,000?: Follow the instructions provided.
Block 23.	If Blocks 20, 21, and 22 are “No”, a complete Conference Expense Report package, including the checklist and appendices is required.  Follow the instructions provided.  Use the latest edition available at the site, since these requirements are subject to change. These supporting documents, by validating the amounts on the NF 1785, constitute an important part of the conference cost report.
SECTION E:  SIGNATURES
Block 24.	Event Point of Contact:  Enter the name and signature of the event POC along with the date signed.
Block 25.	Approving Official:  Enter the name and signature of the approving official who approved the NF 1785, along with the date signed.  A Center Director or HQ Office OIC Approving Official is only required to sign the NF 1785 if Blocks 20, 21, and 22 are “No.”

NOTE: Centers may require that completed NF 1785s be submitted by the Center travel coordinator or Conference Reporting POC.  Conference sponsoring organization POCs should follow their Center’s requirements in this regard.  If you have questions, contact your Center travel coordinator or Center Conference Reporting POC (listed on the Conference Resource Website (www1.nasa.gov/conferences)).
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