ATTACHMENT A

	Royal College of Psychiatrists

Advance travel booking form

This form is to be completed where travel or accommodation is required for College events, and returned to the responsible staff member at least three weeks in advance. Booking confirmation will usually be sent within 3 to 5 working days.
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Traveller Information

	Event


	Date of meeting

	Surname


	Address line 1:


	First name


	Address line 2:


	Telephone number


	Town:


	Email address


	Post Code:


	Membership number (if known)


	Name of responsible staff member




Itinerary

	( Round trip
	( One Way
	( Other (multi-way)


Destination

	Leaving From


	Going to

	Outward journey 
date:
	Return journey 
date:

	Time out:
	Time back:


Method of travel

	( Train
	( Air
	( Other (tube)


Hotel Accommodation

	Arrival date
	Departure date


Special requirements (eg preferred route/hotel)
	


Traveller’s Signature
Date

(For College use only)

	Date received


	Date booked
	Date confirmation sent


Travel approval

	Head of Dept/Chief Exec


	Date

	Nominal code

	Amount (£)
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