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United States Department of Agriculture


Research, Education, and Economics


Agricultural Research Service
{Date}
SUBJECT: 
Request for Actual Subsistence ICO {Name of Traveller}
           TO: 
Charles Christopherson, Chief Financial Officer


Office of the Chief Financial Officer
THROUGH:  Steve Helmrich, For the Administrator

Travel and Relocation Services Branch


Harry Danforth


Acting Director


(Anyone else the request should go through i.e. RL, ATA, etc)
       FROM:
(Requestor)
The approval of actual subsistence is requested for {Traveller}, for attendance at the {Name of Conference/Meeting/Training} to be held in {Location of TDY} {Date of TDY}.  
{Traveller’s name} will {Specific reason for TDY i.e. present speak, receive award, etc}.
Traveller has attempted to obtain the government rate for lodging at area but is unable to obtain lodging at or below the approved per diem rate.  {Names of lodging attempted, further justification such as, small town, or isolated location}.

OR
Lodging is available in the general area at or below the approved per diem rate, however, the alternate choices are not suitable because {detailed reason for not using alternate lodging choices, such as excessive distance from site, rental car would be required which would increase the total cost to the government, any other limitations that would justify increased lodging expense}.
Lodging has been obtained at {name of hotel} at the rate of {amount} per night which exceeds the published allowable rate of {allowable lodging rate}.  Traveller is requesting that actual subsistence expenses be approved in the amount of {nightly dollar amount} for lodging which is {percentage over---actual per diem rate x 100 (authorized per diem rate} % of the allowable per diem rate. 
Decision

        Approved​​​​​​​​​​​​​​​​​​​​_____________________________________________ Date ______________
        Disapproved​​​​​​​​​​​​​​​​​​​​_____________________________________________ Date ______________

OVER 150%





Revised 6/30/2008





- Just list the lodging per diem.  The meals never change.


- Give strong justification, and mention if the government rate is NOT in the temporary duty station (TDY) area.


- Check FedRooms first and mention in justification.


- Make fit to one page


- SEND TO MWA/ATA
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