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To:
(Office Head)

From:


Date:


Re: 
Request For Actual Expenses While on TDY Travel

Actual expenses may not be authorized solely on the basis of inflated lodging or traveler preference.  The special or unusual circumstance(s) creating the need for actual expense has been selected below:

 FORMCHECKBOX 

Escalated costs of lodging due to special events (e.g., sporting events, world's fair, conventions, natural disasters) in the area where lodging is sought;

 FORMCHECKBOX 

Costs to commute to/from an alternate location consume most or all of the savings achieved from occupying less expensive lodging;

 FORMCHECKBOX 

Lodging and/or meals are procured at a prearranged place such as a hotel where a meeting, conference or training session is held; or

Specific information:

Approved: ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_________________________________

Disapproved: _______________________________

Cc: Office Travel Records










Street Address


City, State Zip










