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	DEPARTMENT OF HEALTH & HUMAN SERVICES
	Office of Human Resources

	
	Actual Expense Memorandum



	Date:
	Date

	From:
	Name, Title

	To:
	Supervisors name, Title

	Subject:
	Request for Authorization of Actual Expenses


	


This memorandum is requesting approval of actual expenses incurred for Your name,  FORMDROPDOWN 
who attended the Strategic Alliance training at Cal Tech in Pasadena, CA on January 29 – February 1, 2008. 

The current per diem for location is $154.00 for lodging. Traveler obtained lodging at the training site to keep from incurring excess transportation expenses to and from the training location. 
Lodging was secured at Hotel Name at the rate of $180.00 per night   Using the Federal Travel Regulation’s (FTR) guidelines (FTR 301-11.303) of 300% of the per diem allowance for this area, the maximum allowable per diem rate for Pasadena, California is: $154.00 (lodging) = $154.00 x 300% (FTR Guideline) = $462.00 available for actual lodging expenses per night.

This request is made for actual expense lodging not to exceed $180.00 per night. This amount does not exceed the FTR guidelines, as documented above.

	
	

	Officials check one each: 
	Traveler’s Signature

	 FORMCHECKBOX 
  APPROVED
	
	Date:
	     

	 FORMCHECKBOX 
 DISAPPROVED
	Employee Supervisor  FORMDROPDOWN 

	
	

	 FORMCHECKBOX 
 APPROVED
	
	Date:
	     

	 FORMCHECKBOX 
 DISAPPROVED
	Approving Budget Official     
	
	


[image: image1.png]February 2013
Actual Expense Memorandum


