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Conference Attendance - 0203 - Procedure

Responsible Office:		MEDCCI Yale Center for Clinical Investigation (YCCI) (Writer’s department as reflected in PT)
Responsible Official: 		Not Assigned (Approver’s job title as reflected in PT)
Procedure Sponsor:		Rebecca Lilian (Writer’s name and title as reflected in PT)
Document Administrator:	Audrey King (Doc Owner’s name and title as reflected in PT)
Date of Origin: 		No Original Creation Date Set
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[bookmark: _Hlk104194874]This Standard Operating Procedure (SOP) applies to all employees who wish to attend conferences, seminars, workshops, or similar events on behalf of Yale Center for Clinical Investigation (YCCI). 
2.0 Purpose
This SOP outlines the procedures for requesting, approving, and managing attendance at conferences or similar events sponsored by external organizations. This SOP ensures that employees represent YCCI professionally, maximize their learning opportunities, network with other research institutions, and contribute effectively to their respective fields. 
3.0 Definitions and Abbreviations
Standard Operating Procedures (SOPs) - detailed, documented instructions to achieve uniformity of the performance of a specific activity.
4.0 Procedure
4.1 Conference Selection and Proposal
4.1.1 Employees interested in attending conferences, seminars, workshops, or similar events must identify events relevant to their role, departmental objectives, or professional development goals. 
4.2 Application Process
4.2.1 Employees must submit the completed Conference Attendance Proposal Form to their manager for review and approval. This proposal must articulate how the conference will benefit themselves as well as the organization, providing details such as conference name, dates, location, purpose and expected outcomes. This proposal must also include a budget request with estimated costs. 
4.2.2 Managers will evaluate the proposal based on its alignment with organizational objectives, relevance to the employee's role, budget availability, and scheduling conflicts. They will decide when approving, that the scheduling and planning of conference attendance does not impede with business needs.
a. Highest priority will be given to those who have been selected by the Conference Host as a presenter, speaker or lecturer. 
b. If approved, the manager forwards the proposal to the appropriate department head or designated authority for final approval.
c. If denied, the manager provides feedback to the employee regarding the decision and suggests alternatives if applicable.
4.3 Registration and Logistics
4.3.1 Once approval is obtained, employees proceed with conference registration, accommodation booking, travel arrangements, and any other logistical requirements.
4.3.2 Employees should ensure compliance with organizational travel policies, including preferred vendors, per diem rates, and expense reimbursement procedures.
4.3.3 Employees will utilize regular work time for conferences approved by their manager.
a. Travel time to and from the conference will be considered regular work time. 
b. Paid time off (PTO) will be charged to employees for any additional time, either before or after the official conference days, should the employee wish to extend the trip for personal purposes.
c. Any additional costs associated with early arrival to the conference or extended stays afterwards for personal reasons will be the responsibility of the employee.
4.4 Conference Attendance
4.4.1 Employees are expected to represent the organization professionally, adhere to the conference schedule, and actively participate in sessions, workshops, and networking activities.
4.4.2 Employees should take notes, collect relevant materials, and engage with speakers, presenters, and fellow attendees.
4.5 Post-Conference Reporting
4.5.1 Upon return, employees should share knowledge acquired at the conference with relevant colleagues and departments, summarizing key takeaways, insights gained, and potential action items for implementation. This can be shared through presentations, meetings, or written summaries, based on manager discretion.
4.6 Expense Reimbursement
4.6.1 Employees should retain all receipts for conference-related expenses, including registration fees, travel, accommodation, meals, and incidental costs. 
4.6.2 Employees must submit an expense report through Workday related to all expenses incurred as part of the Conference. 
4.6.3 Expenses may include but are not limited to:
· Conference Registration Fees
· Lodging/Hotel
· Travel (bus, train, air or car) – from home to airport, airport to hotel, hotel to airport, airport to home -as well as any travel during the conference from one location to another.
· If driving, the following may apply:
a. A standard mileage rate, as determined by Yale University
b. Parking
c. Tolls (highways, bridges, etc.)
· Meals - Breakfast, lunch and dinner, that the conference does not provide.
a. A standard rate to be confirmed by the Business Office 
b. Alcoholic beverages are not reimbursable expenses.
4.6.4 Expenses are submitted according to Yale’s expense reimbursement policy, accompanied by a completed expense report and relevant documentation.
4.7 Training
All responsible personnel listed within this SOP will receive the appropriate level of training appropriate to their role and level of responsibility.
5.0 Roles and Responsibilities
This SOP applies to all YCCI staff.
6.0 Contact Information 
Any exceptions or questions pertaining to this procedure must be presented to ycci.sop@yale.edu.
7.0 Related Information
This section identifies applicable regulations, guidances, and policies related to this procedure.
7.1 Additional Regulations, Guidances and Policies
· Yale’s Expense Reimbursement Policy
8.0 Reference Materials
Reference materials are located in each functional area’s working directory.
· [bookmark: _Toc432302941]Conference Attendance Proposal Form
· Creating Expense Reports Training through Workday Learning
9.0 Version History
· 08/21/2024: New document (no prior history)
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