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								Date xxx


Memorandum

To:		Jess D. Weaver, Regional Director, Southeast
	
From:		Traveler (name, office and title)

Through: 	Eric W. Strom, Center Director, South Carolina Water Science Center

Through: 	Immediate supervisor (name, office and title)

Subject:	Approval for Increased Lodging


In the body you will need to provide the trip dates, the location, the amount over per day you are requesting, the total of the overage for the entire trip, and a justification for not staying in lodging within the allowable rate, and an explanation of steps taken to locate lodging at the allowable rate.  You will also need a cost benefit analysis to go along with your justification. For example, to stay in a hotel within per diem would require an additional transportation expense that is more than the additional lodging expense. 

