[image: image1.wmf]

DATE:

_________________________________

FROM:

_________________________________

                 (Traveler's Name) 

SUBJECT:
Request and authorization for exception to Lodging Within 50 Miles while on college business to:
                          _________________________   ______________________________   __________________
                                          (City, State)

                         (Event)                                        (Date)
The purpose of this memo is to obtain approval of Lodging Within 50 Miles, as outlined on the attached Overnight Travel Authorization or Travel Expense Voucher form. This expense, is due to the following condition(s) as indicated by selection below:
______1.
The employee makes an overnight stay in a commercial lodging facility to avoid having to drive back and forth for back-to-back late night/early morning meetings.

______2.
The employee makes an overnight stay in a commercial lodging facility when the health or safety of the employee is of concern.

______3.
The employee can demonstrate that staying overnight in a commercial lodging facility is more economical to the state.
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APPROVED:    ______________________________________

DATE:  _______________________
                                               (Executive Staff)                               
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