ABERDEEN CITY COUNCIL TRAVEL APPLICATION

ALL TRAVEL MUST BE REQUESTED AND WILL BE BOOKED IN ACCORDANCE WITH THE RELEVANT TRAVEL POLICY

***ALL FIELDS are mandatory (except those marked ‘*’) and no booking will be made on an incomplete form***
	Contact Person/Applicant:

Function & Cluster:

Telephone No/Ext:
	What’s the email address we should send the booking details to?


	Who is travelling?

(including title Mr/ Mrs/Miss/Ms)
	Name
	*Child travellers only: Date of Birth
	Payroll Number
	Cost Centre
	Account

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Outward
	Return
	Details and justification for this journey
1. On what date did you know travel was needed?

2. Reason for journey and explanation of how this will contribute to the objectives of the Council.
*3. Any other colleague attending this meeting/ event?
    YES / NO (please circle).  If Yes, what’s their name?
*4. Anything else we need to know?


	Date and Time
	
	
	

	Travelling on land: From and to:
	
	
	

	
	
	
	

	Travelling by air: From and to:
	
	
	

	
	
	
	

	Any other services needed? (including Accommodation and Car Hire)

Where a hired car will be collected from your home address, where will you leave the key? E.g. under plant pot


	

	5. The most cost-effective mode of transport will be booked with fixed travel times. Where an alternative arrangement is necessary, please tick the box and state the reason and requirement here:
	

	6. Authorising Signature                                                          Print Name
Job Title                                                                                 Date:

           Please Tick this Box to confirm there is budget available and you have authority to spend from the                                      

           budget above and approve, if requested, the reason for alternative travel arrangements to be made.
	FOR BUSINESS SERVICES USE ONLY:



