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Career and Diversity Awareness
Conference Guidelines
This instruction provides guidelines for conducting Career and Diversity
Awareness Conferences. They apply to any facility interested in spon-
soring such a conference. 

Conference Goal 
Career and Diversity Awareness Conferences are group sessions de-
signed to provide information on matters both postal and nonpostal
about career and personal growth, planning, developmental resources,
and diversity. The major goals of the conferences are to recognize the
inherent value of diversity in the Postal Service, to provide practical
information, and to create an awareness of the opportunities available
to all employees in the Postal Service.

Approval
Generally, the installation head or designee should give advance written
approval for all Career and Diversity Awareness Conference locations,
dates, topics, speakers, activities, budgets, agendas, and use of residu-
al funds. EL-620-96-1

Conference Personnel

Coordinator
The diversity development specialist serves as the conference coordi-
nator. If a Diversity and Affirmative Action Advisory Committee exists in
a given facility, this group can assist the coordinator with the conference.
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Participants
Participants are those persons who have been approved by the installa-
tion head or designee to serve on the conference planning committee,
give a speech, present a workshop, and/or perform other duties on the
dates that are directly related to the conference. They may include the
following:

1. Exempt employees.

2. Nonexempt employees during regularly scheduled work hours.

3. Nonexempt employees for whom overtime is authorized by the
installation head or designee.

Participants should not report or record any conference time as training
or instruction.

Planning Committee
Service on the conference planning committee is usually voluntary.
Planning committee members can be compensated for meeting time as
long as it falls within authorized work hours.

Planning committee members are encouraged to conduct random sam-
ple surveys of employees’ needs and interests prior to planning work-
shops.

Location
Conferences generally are held at sites away from postal premises.
They may be held for audiences at Headquarters, Headquarters field
units, areas, districts, plants, post offices, bulk mail centers, or combina-
tions of any of these facilities, depending on logistical conditions.

Conference Attendance

Attendees
Attendees are those employees who attend the conference but do not
perform duties related to it. These individuals are to attend on a voluntary
basis. It is customary for attendees to pay for their own travel and lodging
expenses, in addition to any required conference fees.

Time Reporting
The time spent by attendees at Career and Diversity Awareness Confer-
ences is not compensable.
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Financial Funds and Responsibility
Generally, budgets established for the conferences are planned so that
the conferences operate on a break-even basis. Planning committee
members are encouraged to keep fees and costs at a minimum; all
monies received are to be used only for the purpose of covering confer-
ence expenses.

Sources of Support
Funds to support Career and Diversity Awareness Conferences come
from the following sources:

1. Funds are obtained by collecting registration fees from attendees.

2. Retail items may be sold during the conference only to defray the
costs.

3. The Postal Service may lend logistical and personnel support to
the success of the conference (e.g., printing costs, speakers,
promotional items).

4. The sponsoring installation pays the costs associated with the
participation of key personnel at that installation.

Establishing an Account
Establishing a separate account facilitates the handling of conference
registration fees and revenue obtained from the sale of retail items. The
account can have in its title the name Career and Diversity Awareness
Conference. The tax identification number to use when establishing this
account is 94-1308560. Interest-bearing accounts should be used for
this purpose.

The procedures for handling the conference account are similar to those
used for the employee social and recreational programs. Refer to Em-
ployee and Labor Relations Manual (ELM) 615 for specific processing
procedures.

Note:  Accounts must be carried in banks insured by the FDIC, unless
no such insured bank account is available locally.

Authorization of Expenditures

Travel Expenses and Honoraria

Travel expenses for conference participants can be handled according
to the Postal Service travel policies specified in Handbook F-10, Travel
Policy. Honoraria and travel expenses for nonpostal speaker partici-
pants are to be paid with conference funds. If sufficient conference funds
are not available, postal funds may be used to pay these expenses when
approved in advance by the installation head or designee.



REFERENCES

For guidance related to the proper planning
of a conference, refer to Planning a
Career/Diversity Awareness Conference:
A Step-by-Step Guide. This planning guide
is available through your local diversity
development specialist or Human Resources
manager.
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Purchases

The installation head or designee usually approves and authorizes pur-
chases charged to the conference fund account. Two signatures are
normally required on all checks written for conference purchases.

Note:  A record of all monies received by or disbursed from the confer-
ence account should be maintained in a bound ledger. As a minimum,
this ledger should have the following headings above columns on each
page:

1. Date.

2. Explanation.

3. Receipts.

4. Disbursements.

5. Balance.

Audits
The district and area Finance managers are responsible for auditing
conference accounts within 10 weeks after the end of the conference.
Financial records must be submitted in a timely manner to allow the
Finance manager to perform the audit within the specified time frame.
If there are no conference activities within a given quarter, the Finance
manager is still responsible for reviewing the account on a quarterly
basis to monitor any expenditures.

Conference Accountability
Conferences are to be planned within budget to avoid overdrawn ac-
counts. If the conference appears not to be within budget, immediately
contact the Finance manager for assistance.

Residual Funds
After all the conference expenses have been settled, any remaining
funds must be disbursed for the benefit of all employees and should not
accumulate over the years. In addition, residual funds may only be used
to purchase items in relation to diversity, affirmative action, and/or career
development.
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