Request for Extension of Subsistence Period
( DA- 34)

| NSTRUCTI ONS

Conpl ete the requested information bel ow.

Submi t the form in triplicate to the Secretary of
Adm ni stration at |east two weeks prior to the begi nning date
of the extension to all ow adequate processing tine.

Submit the approved original copy of the request to the KSU
Travel Section with the first paynent voucher submtted for
paynment of subsistence expenses during the extension period.
Submit a photocopy of the approved request with each additional
voucher submitted for paynent.

(Pl ease Type O Print)

Agency Nane

Agency Address

Enpl oyee Name Job Title

Oficial Station Domcile

Assigned Duty Station

Period of Request: Begi nning Date

Endi ng Date

Reason for the Requested Extension

Secretary of Adm nistration Approval:

Secretary of Adm n. Dat e

Agency Approval :

Agency Head/ Dat e
Desi gnee
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