Center Domestic Conference NCTS Registration Information



Conference:
Name: 
Dates: 
Location: 
Conference Website:  
NCTS identifier:

Participant:
Name: (as it appears in Global)
Designation: (civil servant, contractor, cooperative agreement partner, IPA, invitational)
Role: 
Role Detail: (name of paper, presentation, session, panel, working group, award)
Org Code: (example: RS)
Direct Report Approval: (name and date)
Director approval: (name and date)

Estimated Costs: (note if waived, reimbursable or in-kind agreement, and how much)
Registration: $
[bookmark: _GoBack]Total travel: $  -- including registration
Sponsorship: $ (describe)
Other: $ (describe)
Non-recoverable if disapproved: $ (describe)

In detail, please describe how the following criteria are met:

1) The conference is scientific or technical  


2) The conference contributes to the agency’s core mission.


3) There are no alternative methods of participating (e.g., phone, video conference, or pre-recorded video message).

   
Other Comment/Details:



Supervisor Responsibilities:

1) Review the conference to determine it meets the three criteria above
2) If the three criteria are met ensure that estimated costs are on the form and are reasonably accurate and reflect all costs
3) Upon completion of the review return this form to RS20/Louise Catalfamo (louise.e.catalfamo-1@nasa.gov) with the following statement in the body of the message. (Note: This must be sent by the direct supervisor or someone higher in the supervisory chain.  A forwarded approval email from someone outside the supervisory chain will not be accepted.)

“I approve this request having reviewed the attached conference attendance request and certify that it meets the required criteria for approval as well as being in compliance with all other policies, rules, and regulations.”

