[Departmental Letterhead]

To Whom It May Concern:

[     Traveler’s Name     ]  is authorized to use the Corporate Travel card shown below to charge room, taxes, fees, parking, meals, and any other business related expenses incurred during their stay reserved on reservation number ___________.

For the traveler, any personal expenses such as in-room movies must be separated from your bill and paid for with a personal card.  Personal expenses may not be paid on the CBA.  All room and meal expenses must fit within University guidelines or federal out-of-state meal and lodging limits.

Please feel free to contact me at [Departmental Contact Phone Number] if you have any questions.

Thank You,

[Original Signature]

[Departmental Contact Name]

[Department]
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