Attachment (2)






MEMORANDUM FOR	Lisa Casias
Deputy Chief Financial Officer 
   and Director for Financial Management
[bookmark: _GoBack]
FROM: 			[NAME] 
				[Bureau, Title]
			
SUBJECT:	[Bureau] Attestation for Quarterly Conference Validation


Attached to this memorandum is [Bureau’s] quarterly validation of conference costs for Q[ x], FY13.  As requested by the Department, [Bureau] staff utilized the testing plan provided by the Department and validated a minimum of 10% of the total number of conferences or events that occurred in the quarter.  We have focused on including our most costly events as well as our travel costs for the events included in our validation.  

Our validation revealed [summary].




I attest to the completeness and accuracy of [Bureau’s] conference costs as they are presented.  Further, we have created and hold files of all supporting documentation in a central location.  These files will be made available to the Department upon request.

If you have any questions, I am available to discuss at your convenience.

Thank you.
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