To:

(Supervisor)


(Title)
From:

(Your Name)


(Your Title)
RE:

Over-the Maximum Lodging Request

This request is for approval for an over-the-maximum rate for lodging.  I am attending the (Title) Training held in (City, State) from (Beginning Date to End Date).  The per diem rate for lodging for the (City) area is ($Amount)/night; the rate for the hotel where the conference is being held is ($Amount)/night.  I am requesting approval for ($Amount – the difference between the per diem rate and the conference rate)/night over the maximum. (Sentence explaining reasoning for over the max request)
Thank you.

Approved:  _______________________________________



(Supervisor Name)
Approved:  _______________________________________



(William E. Shaut, VPFM)

/klm
