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APPROVAL TO ATTEND CONFERENCE, COURSE OR OTHER OFFICIAL VISIT
	a)    MEMBER’S NAME:
	

	b)    DETAILS OF EVENT: (Papers or reports relating to the event should be provided with the form to the Travel Desk)

        Title:                       

        Date:
        Location:

	c)    REASON FOR ATTENDANCE:


	c)    BENEFIT TO THE COUNCIL:


	e)    DETAILS OF EXTERNAL FUNDING: (if appropriate)


	TRAVEL OPTIONS:   (to be completed by the Travel Desk) 

	Conference fee: (if applicable) 
	£

	Accommodation: (if required)
	£

	Subsistence             hours
	£

	Travel  
	Flight
	Train
	Car hire/mileage
	Standard mileage

	
	£
	£
	£
	£

	TOTAL COST:
	£
	£
	£
	£
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	AUTHORISED APPROVED FORM OF TRANSPORT:

	

	 AUTHORISED BY                                                                                               COMMITTEE:
	DATED

	AUTHORISED BY THE CONVENER:
	DATED

	AUTHORISED BY THE CHIEF EXECUTIVE:
	DATED


APPROVAL TO ATTEND CONFERENCE, 
COURSE OR OTHER OFFICIAL VISIT
GUIDANCE NOTES

1. The elected Member is responsible for completing the following parts of the form:

a. Member’s name


b. Details of event

c. Reason for attendance

d. Benefit to the Council

e. Details of external funding (if appropriate)

2. The elected Member should then pass the form, together with a copy of information relating to the event to the Convener’s Secretary who will arrange for the form to be submitted to the Convener and Chief Executive approval.  

3. The Convener’s Secretary will advise the elected member of the decision and arrange for the signed approved form to be passed to:

· the Travel Desk, and

· Alice MacLennan (Service Finance) Alice.MacLennan1@highland.gov.uk
4.  The Travel Desk will contact the elected Member and book the approved travel and/or accommodation and make the conference/event booking, (if applicable)

Form updated November 2023















Date passed to The Convener’s Secretary:


