M E M O R A N D U M

TO:


Samuel Litteral, Chief Financial Officer
FROM:

______________________________

DATE:  

______________________________

SUBJECT:

Non-State Employees as Passengers in State Vehicle

This memo is to request approval for ______________________________to accompany me in the state car to _________________________________.  We will be leaving on ______________ and returning on _____________________.  I understand that any cost or liability created due to the accompaniment, beyond what I would normally incur for the trip, will be my responsibility.  I understand also that only state employees are allowed to drive the state car.  

_______________________________

Employee’s Signature
_______________________________

Chief Financial Officer
