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DATE:

December 10, 2010


SAMPLE AEA MEMO
FROM:
Joe Jones, MD 


Senior Investigator, LBDG, CCR, NCI

Thru:

Peter Williams, ARC Manager, CCR, NCI  ____(optional)
TO:

Eric Hale, Deputy Ethics Counselor, NCI
SUBJECT:
Actual Expense Allowance (AEA) Request

I am requesting approval of actual subsistence expenses for lodging not to exceed 177% of government per diem for Jaipur, India.  I will be attending the 5th International Symposium on Advances in Translational Research and Medicine between March 1 - 4, 2011.  The cost of my hotel will be covered in-kind by the sponsor.
Current per diem for Jaipur, India is $150.00 for lodging and $66.00 for M&IE.  Actual expense room rate for the Pride Hotel Jaipur is $265.00 per night.  M&IE will remain at the government per diem rate.
Comparable hotels in the vicinity of the meeting are more expensive for this time frame.  I have contacted three hotels in Jaipur, India and the rates are as follows:

1. Comfort Inn President

$289.00
2. Lemon Tree Hotel

$275.00

3. The House of MG

$345.00
When factoring in commuting costs, it is beneficial to the Government to secure the suggested in-kind rate of lodging, as staying at other hotels would incur additional taxi costs, as well as higher lodging rates.  Thank you for considering this request.




<optional signature of traveler if available; otherwise travel planner>







Joe Jones, MD
Approved:  



                Disapproved:  

______

_______________________________________ 

_________________________


Eric Hale, Deputy Ethics Counselor, NCI

Date
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