APPROVAL FOR LODGING OVERAGE


Accounting is required to have a second signature to approve travel where the hotel bill goes over $115.00 per night/one person occupancy. (If the travel is being paid out of Federal Funds, a second signature is required when the bill goes over $115.00 per night/one person occupancy.
    

[bookmark: Text1]Date:	     

To:	 Area Superintendent

[bookmark: Text9]From:      

Re:	Request for approval – lodging overage

[bookmark: Text10]Person Traveling:       

[bookmark: Text4]Destination:	     

[bookmark: Text5]Conference:	     

[bookmark: Text6]Travel/Conference Dates:      

[bookmark: Text7]Lodging per day:	     

Explanation: (i.e. traveling alone to conference, late registration, etc.)
[bookmark: Text8]     



Approved: _____________________________________
Associate Superintendent

