



DATE: 	December 21, 2006 
TO: 	Associate Director
THRU: 	Branch Chief (If applicable)
FROM: 	Traveler
SUBJECT: Request for Actual Expense Allowance (AEA) 
This memo is requesting approval for an Actual Expense Allowance for lodging at a rate not to exceed 278% of the Government per diem. Dr. Wright will be participating in the Johns Hopkins Workshop on Clinical Targeting of Epigenetic Changes in Cancer Therapeutics in Phoenix, Arizona, on January 12-14, 2007, at the Arizona Biltmore Resort & Spa. The per diem for Phoenix is: 

Lodging $141 and M&IE $59. The actual expense on the room rate will be $392 per night. 
The workshop will be held in the Conference Center of the Arizona Biltmore Resort & Spa. It is imperative that the employee stays at the conference site with the other attendees. The workshop will run late in the evening and taking a taxi service to and from the resort will not be feasible due to the late hours. 
Additional quotes are as follows: 
1). Renaissance, rate is $349.00 per night, it is approximately 11.16 miles from the Biltmore. Taxi fee one way is $20.00 
2). Camelback Inn, rate is $559.00 per night 
3) lW. Marriot, rate is $ 549.00 per night 
It is in a mission critical interest of the agency to grant this request for an actual expense allowance. 
Sponsor will pay the entire amount of the hotel expense $784 in-kind if this request is approved. 


Approved_______________________	Disapproved_______________________
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