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[Date]

To:
President Martin Lemelle, Jr. Grambling State University
From:
Traveler's Name Title / Department

Subject: Request for Prior Approval – Vehicle Upgrade
Dear President Lemelle,

I am requesting prior approval to upgrade the rental vehicle for my scheduled University travel from Start Date to End Date, in connection with Purpose of Travel/Event.
The standard vehicle class available through the State contract does not meet the operational needs for this trip. A vehicle upgrade to a Requested Vehicle Class, e.g., SUV/Minivan is necessary due to justification—e.g., transporting multiple staff/students, carrying equipment, or weather/safety concerns.

I have included a comparison of rental rates and justification for the requested upgrade, in accordance with PPM49 travel guidelines.

Thank you for your consideration. Sincerely,

Traveler's Full Name Title
Department

	Signature Line for Approval: 
Department Vice President 
Name:
	[bookmark: _Hlk198548067]Signature Line for Approval: 
President Martin Lemelle, Jr
Name:

	Signature:
	
Signature: 

	

Date: 
	

Date:


[bookmark: _GoBack]
403 Main Street, GSU Box 4269, Grambling, Louisiana 71245 | Telephone: (318) 274-3280 · Fax: (318) 274-3290 · www.gram.edu
Grambling State University is a constituent member of the University of Louisiana System
Accredited by the Southern Association of Colleges and Schools Commission on Colleges | Equal Opportunity Employer

image1.png
(JRAMBLING

STATE UNIVERSITY?®




