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Request for Spouse to Accompany Employee at Company Expense
To Be Completed By Employee:
	Name of Spouse 
[bookmark: name][bookmark: name]
	Name of Employee
[bookmark: nameemp][bookmark: nameemp]

	Department 
[bookmark: dept][bookmark: dept]
	Location
[bookmark: loc][bookmark: loc]
	Employee Number (Social Security Number)
[bookmark: empnum][bookmark: empnum]

	Name of meeting
[bookmark: namemeet][bookmark: namemeet]
	Location
[bookmark: loc2][bookmark: loc2]

	Starting Date
[bookmark: startdate][bookmark: startdate]
	Number Days
[bookmark: attdays]Attending     Days

	Business Purpose:
[bookmark: buspur][bookmark: buspur]

	Approved by Management Committee, Corporate Senior Vice President, or Operating Company President


	Date



Instructions
1.	This form is to be completed whenever an employee's spouse is to accompany him or her on a business-related trip.
2.	In order for employees to claim reimbursement for travel expenses of their spouse, prior approval must be obtained from the appropriate member of the Management Committee, Operating Company President or Corporate Senior Vice President.
3.	The original of this form is to be attached to the Expense Report submitted for the business trip described above.
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