Exceeding Maximum Per Diem Instructions

1. Employee Name – Enter the name of the traveler.
2. Date – Enter the month and day of the request.
3. Conference/Training/Class – Enter the name of the conference, training, or class.
4. Conference/Training/Class Date – Enter the date(s) of the conference, training, or class.
5. Payment Of Lodging Exceeding Per Diem Amounts But Less Than 150% – Check this box if the traveler seeks approval to exceed the maximum lodging rate, but is less than 150% of the maximum rate.  If the lodging exceeds 150% of the maximum per diem rate, skip to box 13.
6. X – Check the box of the exception that applies to the situation to exceed per diem.
7. Per Diem – Enter the maximum per diem amount for the location of the conference, training, or class.
8. Actual Cost – Enter the actual dollar amount for the location of the conference, training, or class.
9. Employee Signature – The traveler must sign his/her name.
10. Date – Enter the date the traveler signed the form.
11. Agency Director/Designee Signature – The signature of the person authorized to approve the exception.
12. Date – Enter the date the authorizing person approved the exception.
13. Payment Of Lodging Exceeding 150% Of The Maximum Per Diem Amount – Check this box if the traveler is seeking approval to exceed the maximum lodging rate in excess of the 150% maximum rate.
14. X – Check the box of the exception that applies to the situation to exceed per diem.   Note:  All conditions must apply.
15. Per Diem – Enter the maximum per diem amount for the location of the conference, training, or class.
16. Actual Cost – Enter the actual dollar amount for the location of the conference, training, or class.
17. Employee Signature – The traveler must sign his/her name.
18. Date – Enter the date the traveler signed the form.
19. Agency Director/Designee Signature – The signature of the person authorized to approve.
20. Date – Enter the date the authorizing person approved the exception.
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