MEMORANDUM FOR GME

FROM:

SUBJECT:  Rental Car Justification

1. (NAME of TRAVELER), will attend the (Name of Conference) Conference, 12-18 February 2007 in San Diego, California.  He will fly from San Antonio, Texas to San Diego, California to his TDY destination. 

2. Since there are no more hotel rooms available in the Gas Lamp district where the conference is being held, a taxi would be needed to go to and from lodging, which is 20 miles away from the conference location.  
3. The cost of taxi’s (Yellow Cab) in San Diego is $15.00 one way.  It would cost at least $30.00 a day for a round trip fare.  
Taxi for 5 days (roundtrip):  $150.00

Shuttle from airport to hotel (roundtrip):  $100.00

Rental Car for one week:  169.00

4. Request authorization and approval to rent one economy size car.  Dr.           will be attending conferences and seminars daily plus traveling back and forth for meals.  

5. If you have any questions, please do not hesitate to call me at 2-


PD Sig Block

