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COMHAIRLE NAN EILEAN SIAR
Department of Education and Children’s Services
Staff Travel Application and Authorisation
· This form should be completed for ad-hoc staff travel requirements related to work duties.  Any travel for professional development purposes should be noted on the Professional Development Application form.
· The notice of meeting/conference etc or other relevant documentation should be attached to this form. 
	Reason for travel
	
	Dates
	

	Venue
	
	Time
	


	1.  Details of Traveller(s)

	First Names shown on passport)
	Last Name 

(as shown on passport)
	Job Title
	Location
	ADS No & PIN

(if not already supplied)
	Email address

	
	
	
	
	
	

	
	
	
	
	
	


	2.  Details of Travel Requirements 

	Date
	Time
	From
	To
	Special Instructions; e.g. Car details and mobile phone number for ferry bookings

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


· Unless notified otherwise reduced fares will be requested where possible.  NB.  No refunds are available on reduced fares.
Authorisation of line manager/budget holder
	Signature
	
	Position
	
	Date
	



Authorisation by Directorate (must be sought for any mainland travel bookings)
	Signature
	
	Position
	
	Date
	


Office Use Only
	Booked (initial/date)
	
	Tickets Issued (date)
	
	Cost Code
	
	
	
	
	
	
	
	
	
	


1
Ag Amas Air Adhartas – Aiming for Advancement

