Your Company Letterhead
THE FOLLOWING SUGGESTED GUIDELINE ELEMENTS ARE RECOMMENDED FOR INCLUSION IN YOUR CORPORATE FLY LOCAL FIRST TRAVEL POLICY:

FLY LOCAL FIRST POLICY

If air transportation is to be utilized for travel at _(type name of company or organization here___, then the employee will first explore the option of using South Bend International Airport (SBN). If the cost of a flight through SBN is within $300 of a flight out of Chicago (O’Hare or Midway) the employee will be required to use SBN. Any exception to this policy must be approved by __(type the name or department that will approve exceptions)__ 

Name______________________________
Signature____________________________

Title________________________________

Date________________
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