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ACTUAL TRAVEL EXPENSE

AUTHORIZATION FOR OFFICIAL GOVERNMENT TRAVEL
Instructions:  When special or unusual circumstances are involved, up to 300% of the prescribed government rate limitation may be an allowable charge to the government for actual hotel/lodging.  However, expenses must be determined to be justifiable and necessary to conduct official business.  For proper auditing documentation, the completion of this form is necessary.  

When completing this form you must mark the appropriate box AND explain the reason for the approval request. Without a full explanation, your request will automatically be disapproved and the costs will be charged as unallowable expenses. 
After this form is completed attach it to your Travel Expense Receipt Report and submit it to the Travel Accounting Office at MSIN P3-03

Traveler   ________________________________
Payroll #______________________________________

Travel Dates  _____________________________        
Destination  ___________________________________ 

The prescribed government rate limitation for the above business location is $   ________   per day; however, actual expenses for lodging are expected to be $     ______ per day.  Therefore, I am providing justification to charge actual and necessary subsistence expenses due to circumstance(s) listed below:

( 
Attendance at the meeting/conference/training course (identify the name of the event you are attending) requires that lodging be procured at a prearranged place.  The lodging costs incurred, because of these prearranged accommodations, exceeds the applicable government rate limitations for the business locale. Note:  An additional explanation is required if a rental car is used because staff members are expected to substantially reduce ground transportation costs in the above circumstance.
	


Explain: ___________________________________________________________________________________

__________________________________________________________________________________________

· Travel is to an area where the applicable government rate limitation is generally adequate but subsistence costs have escalated for a short period of time due to world fairs, conventions, or other special events.  Consequently, affordable lodging is not available or cannot be obtained within a reasonable commuting distance of the business location and transportation costs to commute to and from the less expensive lodging would consume most or all of the savings achieved from occupying less expensive lodging. Note:  An email or other documentation with collaboration from TMP must be attached.  An additional explanation is required if a rental car is used because staff members are expected to substantially reduce ground transportation costs in the above circumstance.

Explain: ___________________________________________________________________________________

__________________________________________________________________________________________
(
Due to special duties of the business assignment, it will be necessary to incur unusually high expenses in the conduct of official business.  (Further explanation must be provided for justification to procure superior or extraordinary accommodations exceeding the applicable government per diem allowance.)

Explain: ___________________________________________________________________________________

__________________________________________________________________________________________

Staff Member’s Signature: _____________________________________________      Date________________

Staff Member Manager’s Signature: _____________________________________      Date________________

Travel Accounting Approval: __________________________________________       Date________________
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