[Departmental Letterhead]

To Whom It May Concern:

[    Traveler’s name     ]  is authorized to use the Corporate Travel card shown below to pay for the rental car referenced with reservation#__________________.

For the traveler, the following are additional options you can choose to add on to your rental car reservation.  These would all be considered personal options and may not be charged on the CBA card.

PAI-Personal Accident Insurance

SL- Supplemental Liability Insurance

SLP- Supplemental Liability Protection

ALI- Additional Liability Insurance

The only acceptable insurance coverage is LDW, or CDW, and it is already included in the State contracted rate.

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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