REQUEST FOR INCREASED LODGING


[bookmark: Text19][bookmark: _GoBack]Name of Traveler:		     	
Dates of Increased Lodging:		     	
Travel Location:		     	
Authorized Per Diem Rates:		     	
Hotel’s Nightly Rate:		     	


Please check one box and provide additional information.

|_|  Employee safety:  	 - all other available hotels within per diem are in an unsafe location
 - all other available hotels are in poor and/or unsafe condition 
Enter Justification:		     	

|_|  Inadequate facilities:   - all other hotels do not have specific support service required for this travel, (please specify, such as internet connection, etc.) 
Enter specific needs:		     	

|_|  No available rooms:  - no available rooms at hotels within per diem due to (please specify, such as other conferences in the city at the same time, football game or other special event taking all available rooms)
 - all other hotels do not have enough rooms available to handle all members of the travel group 
Enter Justification:		     	

|_|  Conference Hotel:	 - traveler needs to stay at the conference hotel or a nearby hotel because
 - Traveler has evening or early morning presentation or meetings
 - Traveler needs to attend meetings or gatherings after the conference
 - Staying at conference or nearby hotel will eliminate need for rental car or taxi use and will provide a cost savings to the government
Conference/meeting Name:		     	

|_|  Combined lodging and M&IE packet:   - traveler is staying at a remote facility for a specific meeting or conference, which combines lodging and meals for one price which exceeds total per diem.  Daily commuting to the facility will cause traveler to miss evening meetings and will require additional costs for rental car or taxi.

Approved  	Disapproved

_____________________________________	______________________
Branch Chief						Date
