


[bookmark: _GoBack]INTERNATIONAL TRAVEL APPLICATION
As of April 2020, no International travel can be undertaken without prior authorisation from the Office of Assembly Trustees.
	Contact name and job title of CSC staff member submitting application

	

	Department 

	

	Number of individuals planning to travel  
	Number & names of CSC staff in party:




	[bookmark: _Hlk43381784]Non-CSC staff - name & details of other individuals in party for which a department will hold liability for (e.g. expenses, insurance, coordination of travel and accommodation etc.)
	

	Details of visit (please list each location to be visited and date of stay)

	
Exact purpose of visit and anticipated outcomes.  Please list justification for travel against each individual within party.  
	







	Country, Town/City
	Date & time of start of event
	Date & time end of event
	Date of
Outward
travel
	Date of return journey to UK 
	Additional information 

	

	
	
	
	
	

	

	
	
	
	
	

	
	
	
	
	
	


	What is the Foreign & Commonwealth advice in term of travel to this area 


	

	Do our current Insurance arrangements (such as Travel and Death in Service policies) cover travel to this area?

 
	

	Is a completed risk assessment attached to this form[footnoteRef:1]?  [1:  Note: Authorisation to travel will not be granted until Risk Assessment is completed. Please refer to Directive 14 & Form 18 for completion.  ] 

	


	Estimated cost of visit

	Full travel costs

	

	Full accommodation costs 

	

	Estimated subsistence costs 

	

	Conference fee (if applicable)

	

	Are any of costs refundable including details of any financial contributions to be received from elsewhere (amount)

	

	Total estimated cost of visit 

	

	Declaration and Authorisation 

	Signature of applicant
	



	Date
	


	Signature of Departmental Head 
	



	Date
	


	Authorised for travel 
(CO or delegate approval)
	



	Date 
	


	

	Additional Comments 













Please return completed form to OATadmin@churchofscotland.org.uk for processing.
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