November 9, 2011

MEMORANDUM TO: Those on the Attached List

FROM: R. W. Borchardt /RA/
Executive Director for Operations

SUBJECT: AGENCY-SPONSORED MEETING AND CONFERENCE
SPENDING

On September 21, 2011, the Office of Management and Budget (OMB) issued to agency heads
a memorandum entitled “Eliminating Excess Conference Spending and Promoting Government
Efficiency.” This memorandum supports the President’s Campaign to Cut Waste and identified
a Department of Justice Office of Inspector General report that noted excessive funds were
spent on a variety of purchases at 10 different law enforcement conferences. As a result, OMB
has instructed agencies to conduct a thorough review of the policies and controls associated
with conference-related activities and expenses and to report the results of their review to OMB
by November 1, 2011.

The memorandum also states that until the Deputy Secretary or equivalent can certify that the
appropriate policies and controls are in place to mitigate the risk of inappropriate spending on
conferences, approval of conference-related activities and expenses shall be cleared through
the Deputy Secretary or equivalent. The Deputy Secretary or equivalent at the U. S. Nuclear
Regulatory Commission (NRC), for the purposes described in this memorandum, is the
Executive Director for Operations.

Based on a near-term review of conference/meeting policies, procedures, and controls, and a
sample of related expenses over the past 15 months, | have certified to OMB that sufficient
controls are in place. Although not required by OMB, | am implementing additional controls to
strengthen the NRC’s oversight of its policies and expenditures related to conferences and
meetings. Therefore, | am now requiring Office Directors (ODs) and Regional Administrators
(RAs) to review requests to conduct off-site conferences or meetings that would involve
appropriated funds and to review any meeting that will include the procurement of food or
refreshments, as well as any meeting involving overnight lodging. ODs and RAs may not
re-delegate this authority. Your approval to use appropriated funds for NRC-sponsored offsite
conferences and meetings that provide food or refreshments, or that provide for overnight
lodging, must be obtained prior to obligating the NRC for these expenses.

CONTACT: Wanda Jones, ADM/DAS
(301) 415-0635

Stephen Pool, ADM/DC
(301) 492-3618
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However, ODs or RAs may re-delegate the approval of leasing offsite meeting and conference
space that does not involve expenses for food, refreshments, or overnight lodging. Such re-
delegation must be in writing and a copy must be sent to the Division of Administrative Services
(DAS).

To facilitate your review, a Checklist for Conference Spending, containing a series of questions
about the conference or meeting, is enclosed. Upon completion, the checklist shall be
submitted to the DAS for further review. Checklists should be submitted to DAS at least 60
days prior to the event to ensure adequate lead time for identifying non-NRC space if
appropriate.

In reviewing and approving requests for leasing offsite conference and meeting space, as well
as other associated expenses, ODs and RAs shall be guided by the following existing policies
and procedures:

e Prior to initiating an acquisition, whether via purchase card or commercial contract,
ensure that suitable conference/meeting room space is not available within the agency
by contacting Wanda Jones at (301) 415-6035 or by e-mail at wanda.jones@nrc.gov.
RAs should establish a central point of contact for their regional office.

o |f suitable NRC space is not available, you may use an office’s Government purchase
card to acquire offsite conference/meeting space that does not exceed $3,000.

e For purchase card transactions, you must submit all commercial space agreements,
including specifications, justification, and appropriate approval authority, as documented
on the enclosed template, to the Office of Administration (ADM) for concurrence, at Mail
Stop O2-A13 or by e-mail at wanda.jones@nrc.gov.

e If the total cost exceeds $3,000, you must submit an NRC Form 400, “Request for
Procurement Action (RFPA),” which includes all requirements and the names of potential
vendors, to ADM, Division of Contracts, at Mail Stop TWB1-B26M.

e In accordance with appropriations law, you should generally not use appropriated funds
for food or refreshments during meetings or conferences sponsored by the NRC, even
when built into the price of the room. General guidance to assist with this matter is
enclosed. You may obtain additional advice on the proper use of appropriated funds
from the Office of the General Counsel, Mike Norris, at (301) 415-5441.

The newly established Portfolio Council will conduct a more thorough review of agency
expenditures related to meetings and conferences for this area. The Portfolio Council should
complete this review in the second quarter of fiscal year 2012. | will keep you informed of any
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policy changes and the implementation of additional controls that result from this review, as well
as any new OMB guidance. Thank you in advance for your cooperation in ensuring that the

NRC makes prudent use of its appropriated funds while ensuring that no improper uses take
place.

Enclosures:

1. Checklist for Conference Spending

2. Payment of Meals and Refreshments by
the Government for NRC Employees
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MEMORANDUM TO THOSE ON THE ATTACHED LIST DATED: 11/09/11

SUBJECT: AGENCY-SPONSORED MEETING AND CONFERENCE SPENDING

Edwin M. Hackett, Executive Director, Advisory Committee
on Reactor Safeguards

E. Roy Hawkens, Chief Administrative Judge, Atomic Safety
and Licensing Board Panel

Stephen G. Burns, General Counsel

Brooke D. Poole, Director, Office of Commission Appellate

Adjudication

James E. Dyer, Chief Financial Officer

Hubert T. Bell, Inspector General

Margaret M. Doane, Director, Office of International Programs

Rebecca L. Schmidt, Director, Office of Congressional Affairs

Eliot B. Brenner, Director, Office of Public Affairs

Annette Vietti-Cook, Secretary of the Commission

Michael F. Weber, Deputy Executive Director for Materials, Waste,
Research, State, Tribal, and Compliance Programs, OEDO
Darren B. Ash, Deputy Executive Director
for Corporate Management, OEDO
Martin J. Virgilio, Deputy Executive Director for Reactor
and Preparedness Programs, OEDO
Nader L. Mamish, Assistant for Operations, OEDO
Kathryn O. Greene, Director, Office of Administration
Patrick D. Howard, Director, Computer Security Office
Roy P. Zimmerman, Director, Office of Enforcement
Mark A. Sartorius, Director Office of Federal and
State Materials and Environmental Management Programs
Cheryl L. McCrary, Director, Office of Investigations
Thomas M. Boyce, Director, Office of Information Services
Miriam Cohen, Director, Office of Human Resources
Michael R. Johnson, Director, Office of New Reactors
Catherine Haney, Director, Office of Nuclear Material Safety
and Safeguards
Eric J. Leeds, Director, Office of Nuclear Reactor Regulation
Brian W. Sheron, Director, Office of Nuclear Regulatory Research
Corenthis B. Kelley, Director, Office of Small Business and Civil
Rights
James T. Wiggins, Director, Office of Nuclear Security
and Incident Response
William M. Dean, Regional Administrator, Region |
Victor M. McCree, Regional Administrator, Region Il
Cynthia Pederson, Acting Regional Administrator, Region |l
Elmo E. Collins, Jr., Regional Administrator, Region IV
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