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FOREIGN TRAVEL

Request for Authorisation to Travel Overseas on PML Business

	Name (Print please)
	Pay Band/Grade
	Aim
	Project Code
	( in box below if EC Contract:

	
	
	
	
	


	Passport No:
	Office of Issue:
	Expiry Date:


1.  Details of Conference/meeting/workshop, etc: (what, where and how long)
Conference Details:
Details of trip:
City:

Country:
2.  Name address and telephone number of hotel, or of other contact point/person:

3.  Dates of Meeting:



Dates of Visit (inc. travel dates):

4.  Reasons for attendance, including importance of visit to work of the laboratory:

5  State whether a Paper is being presented, and if so, indicate:-

a Subject/title:-

b Whether it has been (delete if inapplicable)

i Specifically invited by the conference promoters

ii Offered and accepted in response to a general invitation

6.  Do you propose to visit any other places (eg: Universities/Institutes) whilst you are in the country?  Please give details: 

7. Supporting case for attendance:

8. Estimate of expenditures:

	Return fare from the UK
	
	£

	
	
	

	……….Nights subsistence at 
	£…………per night
	£

	
	
	

	Conference Fees
	
	£

	
	
	

	Other internal travel
	
	£

	
	
	

	TOTAL
	
	£_________________


I confirm that funds are available within the project budget.

Signed:                                                                           
Date:

Endorsement by Head of Science, with comments on importance of attendance (including excursions, if applicable):

Signed:                                                                 Head of Science
Date:

PASS COMPLETED FORM TO HUMAN RESOURCES FOR PROCESSING
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