
	Fermi National Accelerator Laboratory
	P. O. Box 500 MS #112
	Batavia, Illinois 60510
	(630) 840-3045 Fax (630) 840-2528

                                                                        Travel Audit 


Date:                             


Dear Traveler,                              ID#:     ____       Name:  


Upon review of your travel voucher, we noticed that your flight was not booked through the Fermilab travel office. Our contract with D.O.E states that airfare costs in excess of lowest available airfare are unallowable costs. Reservations made through the Fermilab Travel Office are assumed to meet this requirement. Since you are charging your travel to a project /task code which is funded by D.O.E, you are subject to this requirement. Therefore, we are requesting that you provide us a brief justification or explanation for not receiving the lowest available airfare cost through the Travel Office.  Please return this justification to:

Lori Funk
MS 112
Fermilab
P.O. Box 500
Batavia, Il.  60510

Please keep in mind when tickets are not booked through the Fermilab Travel Office, a justification will be required with all future travel vouchers that have airfare reimbursement requests. We have included additional blank copies of this letter for you to complete and attach to future vouchers.                                                      

If you have any questions, please contact me at (630) 840-3045 or via e-mail at hfunk@fnal.gov.

Sincerely yours,


Trip Date:

Explanation:





Signature:
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