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SAMPLE RENTAL CAR JUSTIFICATION:
DATE:

TO: (DIVISION MANAGER/SUPERVISOR)

FROM: (TRAVELER)

THROUGH: (DIVISION ADMINISTRATIVE OFFICER)

SUBJECT: REQUEST FOR APPROVAL FOR A RENTAL CAR 

I am requesting approval for a  SEQ CHAPTER \h \r 1Rental car during my official government travel to___________ on ____________. The purpose of this conference/meeting/site visit is to____________________________________________________________________________________A rental car is needed to travel to lodging and meeting/conference/site visit area(s).  The Cost of a taxi from (Name of Airport) to hotel is ($00.00 - $00.00) each way, and hotel shuttle service is ($00.00 round trip/not provided).  As the Traveler, I will require transportation from hotel to meeting/conference/site visit site at ($00.00) round trip.  Total cost for taxi services between airport, hotel, and meeting(s) is ($00.00).  Total cost of rental car including taxes ($00.00), gas ($00.00), and hotel parking ($00.00/free) would be ($00.00); therefore a rental car is more advantageous and cost effective to the Government.

Approved: (Manager/Supervisor sign & Date)

Disapproved :( Manager/Supervisor sign & Date)

(Manager/Supervisor who is approving, title and Organization)

