	Royal College of Psychiatrists  -Advance travel booking form 
MEMBERS AND DELEGATES.  This form is to be completed where travel or accommodation is required for College events, and returned to Facilities at least three weeks in advance. Booking confirmation will usually be sent within 3 to 5 working days: tickets will arrive 3-5 days before travel is due. If a cash advance is required for other expenses, a copy of this form, together with a completed petty cash voucher, must be passed to Finance at least 10 working days before you wish to collect the advance.  Forms cannot be processed without a signature or nominal code.


Traveller Information
	Event

	Date of meeting

	Surname

	Address line 1:


	First name

	Address line 2:


	Telephone number/email address:

	Town:
Post Code:

	Membership number:
	Name of responsible staff member:



The Royal College of Psychiatrists retains the services of a third party company, ETS Business Travel, http://www.etsworld.com to process your travel booking.  In order to provide your tickets, which may be mailed directly to you by ETS Business Travel, we must pass to them the contact data you supply on this form.  As this may include your home address, please provide your explicit consent to such data transfer by signing below.  If you do not wish to obtain your tickets in the post please indicate TOD (Ticket on Departure) and we will organise this, although this has a cost ,to the College, per portion of the ticket of £3.80.

Traveller’s Signature...................................................................Date....................................
Destination
	From

	To

	Outward date:

	Return date:

	Time of travel;

	Time of travel:


Method of travel
	 Rail (Standard Advance)  4810

	 Air UK              482x
 Air Europe        482x
 Air Other          482x
	 Underground (Ticket/Oyster)     4810
 Other



Hotel Accommodation
	Arrival date                                      485x

	Departure date



	Special requirements (eg preferred route/hotel)



EXPENSES (for Finance)
	TAXI           (4830)
	£
	CAR PARKING    (4840)
	£

	BUS            (4810)
	£
	MEALS                (4860)
	£

	TUBE           (4810)
	£
	MILEAGE            (4840)
	£


ALL RECEIPTS MUST BE RETAINED FOR MEALS AND ORIGINAL TICKETS FOR TRAVEL, WHICH ARE TO BE HANDED TO THE FINANCE DEPARTMENT, ON YOUR RETURN, WITH THE CLAIM FORM.
 (For College use only)

	Cash received by person travelling                                        Date



Travel approval
	Head of Dept/Chief Exec

	Date

	Nominal code
	Amount (£)




	Royal College of Psychiatrists - Advance travel booking form  
SERVICE USERS AND CARERS.   This form is to be completed where travel or accommodation is required for College events, and returned to Facilities at least three weeks in advance. Booking confirmation will usually be sent within 3 to 5 working days: tickets will arrive 3-5 days before travel is due. If a cash advance is required for other expenses, a copy of this form, together with a completed petty cash voucher, must be passed to Finance at least 10 working days before you wish to collect the advance.  Forms cannot be processed without a signature or nominal code.


Traveller Information
	Event

	Date of meeting

	Surname

	Address line 1:


	First name

	Address line 2:


	Telephone number/email address:

	Town:
Post Code@:

	Membership number:
	Name of responsible staff member:



The Royal College of Psychiatrists retains the services of a third party company, ETS Business Travel, http://www.etsworld.com to process your travel booking.  In order to provide your tickets, which could be mailed directly to you by ETS Business Travel, we must pass to them the contact data you supply on this form.  As this may include your home address, please provide your explicit consent to such data transfer by signing below.  If you do not wish to obtain your tickets in the post please indicate TOD (Ticket on Departure) and we will organise this, although this has a cost, to the College, per portion of the ticket of £3.80.

Traveller’s Signature..............................................................Date..........................................	
Destination
	From

	To

	Outward date:

	Return date:

	Time of travel;

	Time of travel:


Method of travel
	 Rail (Standard Advance)  4610

	 Air UK              462x
 Air Europe        462x
 Air Other          462x
	 Underground (Ticket/Oyster)     4610
 Other



Hotel Accommodation
	Arrival date                                      465x

	Departure date



	Special requirements (eg preferred route/hotel)



EXPENSES (for Finance)
	TAXI           (4630)
	£
	CAR PARKING    (4640)
	£

	BUS            (4610)
	£
	MEALS                (4660)
	£

	TUBE           (4610)
	£
	MILEAGE            (4640)
	£


ALL RECEIPTS MUST BE RETAINED FOR MEALS AND ORIGINAL TICKETS FOR TRAVEL, WHICH ARE TO BE HANDED TO THE FINANCE DEPARTMENT, ON YOUR RETURN, WITH THE CLAIM FORM.
 (For College use only)

	Cash received by person travelling                                        Date



Travel approval
	Head of Dept/Chief Exec

	Date

	Nominal code
	Amount (£)



LC/Travel November 2010	                   DATA PROTECTION STATEMENT
The College’s Data Protection Statement can be viewed at
http://www.rcpsych.ac.uk/dataprotection[image: ][image: ]
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