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International Travel Request


This form needs to be completed by all staff from the Children’s Trust seeking authority for overseas travel. The form must be submitted at least 2 weeks prior to the date of travel.  Requests submitted in less than 2 weeks will not be considered unless under exceptional circumstances.
1. All persons seeking approval to travel

	Name
	DOB
	Passport No

	
	
	

	
	
	

	
	
	

	
	
	


2. Dates of travel

	Departure Date + Time
	Return Date + Time

	
	


3. Country/city of visit (including any anticipated stop over destinations)
	Country
	City

	
	


4. Purpose of visit

	


5. Accommodation ( Y / N ) if yes, please specify
	


6. Foreign currency ( Y / N ) if yes, please specify
	


7. Additional requirements

	


8. Costings

	Budget Code
	


9. Authorisation

	Signature
	Name
	Date

	
	AD
	


CYPF car and travel requests can book/arrange the following flights, ferries, eurostar, trains, cars, visas, accommodation and currency.
For Admin Use Only…
	
	
	

	Flight Ref
	
	

	Ferry Ref
	
	

	Eurostar Ref
	
	

	Train Ref
	
	

	Car Ref
	
	

	Hotel Ref
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