	Travel Cell Serial No
	


TRAVEL AND ACCOMMODATION REQUEST
 
	Personal Details

Surname & Forename

Rank or Grade

Service or 

Staff No

E-mail address

Date of Birth

Unit and 

Section

Tel 

No

UIN

F
Male  FORMCHECKBOX 
 Female  FORMCHECKBOX 

Travel Requirements

Date

Time

From

To

Preferred Means

Of Travel

Accommodation Requirements

Arrival

Date

No of Nights

Departure Date

Where

Visiting

Accommodation

Preferred

Reasons for Travel/Accommodation


Post Related 

Training  FORMCHECKBOX 

Resettlement   FORMCHECKBOX 

   Business/ Meeting/

Conference   FORMCHECKBOX 

Sport   FORMCHECKBOX 

Adventurous      

Training   FORMCHECKBOX 

Leadership 

Training  FORMCHECKBOX 

Medical   FORMCHECKBOX 

Other   FORMCHECKBOX 

Please give brief details below

Working at AFCO Bristol
Hotel preference is on location to AFCO and recommendation 
I certify that my requirements are of official nature and that the UIN given is correct.

Signature
Rank/Grade and Name:

Authority for Travel
Date




Personnel Travelling (other than the originator)

	Surname & Forename
	Rank/ Grade
	Service/

Staff No
	Unit/

Section
	UIN
	Date of Birth
	Male/ Female

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Special requirements (if any)

	

	Non smoking rooms will be requested unless otherwise specified


Once you have completed and signed this form you may fax it to the Travel Cell on the following number:

Ext:
7357

Mil:
95751 7357

BT:
01400 267357

� When completing this proforma please also refer to the RAF Cranwell Travel & Accn Booking Policy available on the Stn intranet.


� Person organising the travel or main point of contact – others travelling should be listed overleaf (or attach nominal roll).


� Continue on a separate sheet if necessary.


� May be Rail, Ferry, etc. Air Travel needs to be submitted on the Air Travel Request Form.  MT requests need to be submitted direct to MT Control on FMT Ops 26.


� Mess, Barrack Block, Hotel etc (Service personnel must use suitable Service accommodation when it is available).  If you have a preferred hotel then please enter details. 
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