UKHO TRAVEL, CONFERENCE AND EXHIBITION APPROVAL REQUEST

Approval must be obtained from your Budget manager for all travel or attendance at conference or exhibition. 

Once approved, this form (along with your Budget Manager’s approval) must be sent to your Divisional Planning Officer. 

Where possible please submit authorisation for all members of the party together.

Name of person(s) claiming
Jonathan Pritchard
Staff No
522407L

Date form submitted
19/11/2012

Event/Conference/Meeting
Accseas one day workshop

Destination of travel
Netherlands

Reason/Justification for travel/ Business Objective
Participation in e-Navigation workshop

Dates of travel
from:12/12/12
to:12/12/12

Division
C&F

Receiving Cost Centre
O47123
Receiving SDA Line/ ION


Budget Manager
Hugh Phillips

Cost Detail in £ (list all items of expenditure and the individual costs)

Item
Estimated Cost

Exhibition Fee
0

Flight Cost
130

Flight Class


Train Cost


Train Class


Hotel Cost


Taxi Fares


Car Hire & Fuel


Mileage Allowance – Cost
50

Travel Time – Hours


Other Cost (please specify)
30 (food)

If Business Class Air Travel please specify:


Airline


Flight Times


Time of first & last Business engagement


Total Estimated Cost
£210

By submitting this request you are agreeing that you have:

sourced the most cost effective arrangement for the required outcome,

the fares are the lowest price available,

budget manager approval has been given for the appropriate cost centre.

Notes (including other in party):



Please ensure you complete a SY063 form for all Official Foreign Travel Applications and send to  HYPERLINK "mailto:BRT@ukho.gov.uk" BRT@ukho.gov.uk
Further guidance is available at:  HYPERLINK "http://fishnet/depts/corpinfo/hrg/homepage.asp" http://fishnet/depts/corpinfo/hrg/homepage.asp including guidance on the claiming of travel time (FG014).
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