MEMORANDUM 

DATE:

TO:


your travel manager




your organization

FROM:  

you



your organization
SUBJECT:

Request for Actual Lodging Expense

Actual expense for lodging in the amount of $95/night plus 7% tax is requested from May 14-17, 2006.  The travelers named below are hosting sessions and speaking at The Coastal Society’s 20th Biennial Conference.  The Coastal Society is an organization of private sector, academic, and government professionals and students dedicated to actively addressing emerging coastal issues by fostering dialogue, forging partnerships, and promoting communication and education.  The theme of this year’s meeting is “Shaping Solutions for the Coast”; main topics include solutions for land use challenges, governing ocean use conflicts, effective integration of science, changing behaviors, and mitigating coastal natural hazards.
The location of the meeting is St. Petersburg/Tampa Bay, Florida.  The lodging per diem for this area is $84/night.  The conference has negotiated a rate of $95/night at the meeting hotel – the Tradewinds Resort Island Grand.  
Approved _____________

Disapproved  ____________

Date _____________

