
DATE
MEMORANDUM FOR
59 MDW/GE
FROM: 

SUBJECT:  Request for Actual Expense Allowance (AEA) in High Cost TDY Area

1. The following data is provided as requested in the Joint Federal Travel Regulation, U4200.

a. Specific reason for travel:  
b. Whether meeting is with technical, professional, or scientific organizations:  
c. Whether meeting or conference is international:  
d. Name, rank, and SSAN of traveler:  

e. Proposed itinerary showing complete identification of places to be visited, the length of duty at each place, and the inclusive dates of travel.

f. Information as to any special arrangements which have been made, such as, provisions for use of special Government quarters, messes, open messes, lodgings, restaurants, etc.

g. Any other information available indicating amount of expenses which may be incurred, amount of allowances necessary, or reasons why normal per diem shall not suffice.

Example:  Boston is a high cost area.  When I made my reservation I was not able to find a hotel within reasonable commuting distance to the conference site that was at the government lodging rate of (enter the lodging rate for the area).  However, I was able to secure a special conference lodging rate of $222 per night, which is less than the rack room rate.  
h. Reason normal accommodations within the prescribed per diem allowance do not suffice.  Include names and specific rates of several hotels in the TDY area to show a cost comparison.  

Example:  A search of nearby surrounding hotels such as (Name hotels and rates of hotels in the area).  
2.  I understand that lodging cannot exceed 150% of the authorized entitlement for the area of travel.  

3. If you have any questions, please do not hesitate to call me at 292-…..
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