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 Policy Guidance for Processing Registration Fees (1/1/13)


1) Payment of registration fees associated with “training” should be managed in the Corporate Human Resources Information System, CHRIS.  Conferences that improve an employee or organization’s performance and assist in achieving the Department’s mission and performance goals are training related expenses and should be processed in CHRIS.

The training functionality in CHRIS automates the manual procedure performed by DOE Federal employees who request training through the Standard Form-182, Authorization, Agreement and Certification of Training.  Please note, registration fees for training that are processed through CHRIS may be paid for via the Government Purchase Card.  There is a credit card transaction checkbox in the payment information screen within CHRIS.  Additionally, program offices that do not use CHRIS may continue to use the SF-182 to procure training.     

If you have questions regarding the procedures for processing registration fee in the CHRIS system, please direct them to your organization’s training point(s) of contact.    


2) Payment of registration fees associated with “other than training” is a business expense not specifically related to travel costs and may be paid with a Government purchase card or purchase order.  For example, an employee who attends a conference to participate as an exhibitor or as a speaker may use his or her program office’s purchase charge card (provided the cost is within the cardholder’s single purchase limit) or a purchase order to process the fees.  

Only a few designated individuals within each program office have authority to obtain and use a Government purchase card.  Please contact your office’s Administrative Assistant to determine the purchase card holder within your program office.  For additional information on purchase cards, please visit the Government’s Purchase Card Program.    

Please refer to your organization’s policy guidance for procurements involving simplified acquisitions that exceed the micro-purchase threshold, including the purchase card acquisitions.  For technical support such as processing documents, please contact the STRIPES Help Desk at extension 3-2500 (select options 4 and 3) or email STRIPES-Helpdesk@hq.doe.gov. 
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