
On-Site Lodging Authorization Form

On-site lodging at the Stanford Guest House is authorized for work date:  for the following employee(s):

List the first and last name of each employee for whom you are 1.

authorizing on-site lodging.

for:

Documented basis for on-site lodging cost allowability (re: FAR 31.201-3, Determining Reasonableness )

Reasonable efforts were made to avoid employee(s) working outside of their normally scheduled shifts.

Date:

To be completed by approving 

Date:

Completed and approved form to be provided with Concur Expense Report

Signature

ALD 
Approval

Comments / 
Notes

Comments / 
Notes

Printed Name

Printed SLAC Supervisor Name

Signature

Supervisor 
Authorization

4.

2.

3.


	On-Site

	Documented basis for onsite lodging cost allowability: 
	Printed SLAC Supervisor Name: 
	Comments: 
	Printed Name: 
	Comments_2: 
	Date7_af_date: 
	Onsite: 1. The employee must be available to respond promptly to emergencies or operational requirements.
2. Work involves off-shift activities approved under SLAC safety protocols (e.g., SSO-approved high hazard/high consequence tasks).
3. The time between scheduled shifts is less than 12 hours, and formal DOE review and approval have been obtained via the SLAC High Risk/High Consequence – Off Hours Request/Approval Form.
	Emergency On-site Stay: 1. Describe the hazard-related declared emergency or unexpected facility, experiment, beamline, or operations demand that poses a threat to SLAC.
2. Describe the emergency-related services to be provided by the employee(s).
3. Explain why the employee has to be provided on-site lodging in order to provide the emergency-related services. (e.g., road closures preclude the employee's timely reporting for work during the emergency).
	Type of Stay: Choice1
	Emergency Stay: Emergency Response Lodging
	Date13_af_date: 
	Date15_af_date: 
	Name1: 
	Name2: 
	Name3: 
	Name4: 
	Onsite Desc: CRITICAL OPERATIONS LODGING. On-site lodging may be authorized when an employee is required to remain on SLAC premises outside normal working hours to support documented SLAC business needs during scheduled critical upgrades, maintenance, or high-risk/high-consequence work events. These situations include:
	Emergency On-site Stay1: EMERGENCY RESPONSE LODGING. On-site lodging may be authorized when unforeseen conditions create an immediate and significant risk to life, health, or SLAC property. These situations include hazard-related declared emergencies or unexpected operational demands involving facilities, experiments, beamlines, or other critical systems. Examples include natural disasters, fire, disease outbreaks, or other events requiring employees to remain on-site to provide timely emergency response and ensure the protection of personnel and assets.
	Critical Operations Lodging: Critical Operations Lodging


