AMBS Travel Authorisation Form


Name:


Full title of conference/ event/ meeting:


Reasons & details of Attendance: 
(e.g. presenting a paper/ speaker/ chair; or details of regular trips associated with research for blanket authorisation)
Y/N


Location and date:							     High/Extreme Country Risk Level*


Length of absence:


If longer than the event please provide details
(e.g.  incorparation of leave or research visits)
 

Registration fee:

Estimated travel costs:


Estimated accommodation costs


Estimate of additional expenses that will be incurred:


Total amount to be charged:

Please consider the entire cost of the trip including expenses that will be charged to the account on return

Account to be charged (please complete):AA 

Research allowance account: 
AD

Reserve account: 
R

Project or Research Account
AA 

Other (Paid by Division/Sponsor – please circle as appropriate)

AMBS has a carer Support Fund for Research Related Professional Development to assist with additional expenses incurred by staff travelling on University business. Details of the fund can be found here

Risk Assessment (NB: for overseas travel only)

I confirm that the generic risk assessment covers the purpose of this trip

I confirm that I have prepared a new risk assessment for the purpose

of this trip (attached)


*If this trip is to a high/extreme risk country, additional approval will be required by the HoS
Please send electronically to your Divisional Assistant to arrange approval.
Divisional support staff will refer to the signed copy on file prior to any bookings being made.
A copy of the approval form should be attached to expense claims. Any significant increase in expenditure will require re-approval.


Authorised Signature(s)				Print Name(s)				Date
(R-codes to be checked with Research Team)
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