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Per Diem Overage Justification

Traveler’s Name: _____________________________________________________________

Travel Date (s): _______________________________________________________________
Destination (City/State): ________________________________________________________

Name of Hotel: ________________________________________________________________
Per Diem Rate: ___________________ /night
Actual Rate: ___________________ /night


Please authorize my hotel expense which was higher than the allowed per diem rate because (check one):

[   ] The hotel is where the conference was held, saving additional transportation expenses.

[   ] The hotel was the least expensive hotel in the conference area (attach three quotes for documentation).

[   ] It was the only hotel available in the conference area.

[   ] The hotel had a discounted rate, because it was suggested by the conference.

[   ] The hotel was within walking distance to the conference site.

[   ] Other, please explain:

______________________________________________________________________________________
______________________________________________________________________________________

______________________________________________________________________________________
________________________________________


_____________________

Employee Signature 





Date
________________________________________


______________________

Department Head/Supervisor




Date
__________________________________________


 _____________________

Business Manager





 Date

