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Hotel   Overage   Justification


Please authorize full reimbursement for (traveler name here) whose lodging cost exceeds the maximum allowable rate for trip to (meeting/conference) at (town, state), which was over the maximum allowable limit of ($).  (traveler name) paid ($), an overage of (%).  Whenever a hotel can be found in the same area for the government rate we book that room as long as the extra cost of a rental car can still be avoided.  


Allowed   $ (rate)	    Cost Paid $ (nightly rate-taxes)	     Overage = (#)%



Traveler										Date



Division Approval									Date



Directorate Approval								Date






[Travelers initials: your initials]
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