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School of Agriculture & Policy Development
Mandatory Travel Form for Staff/Higher Degree Students
Section 1:- Foreign Travel Note: Permission must be sought, and an authorization signature obtained from the Head of the School / Department before booking or making firm arrangements for foreign travel - [even where an external sponsor is paying] Please submit this form to Linda McCarty, 1U12, l.mccarthy@reading.ac.uk. 
Name:     
Length of Absence from University 
[If more than 1 week during term time, you must write a letter of request to the Head of Department, and if approved, it will be forwarded to the [Vice-Chancellor with a recommendation.]
Term Time:                  Vacation:                            
Destination of Visit                                                                                                                 
Purpose:    

Date of Outward Journey                                  Date of Return Journey 

 Are your costs recoverable? Yes       No        {if part, give details}            

If 'yes' - who will reimburse the University?  
Will you make a claim on any University account: No            YES      .        
	


 if so state account number  
AUTHORIZATION SIGNATURE      
[Head of Department]
Section 2: [Overnight trips in the United Kingdom]
Destination of Visit     |

Purpose   

Date of Outward Journey  

Date of Return Journey              
-------------------------------------------------------------------------------------------------------------
INSURANCE OFFICE INFORMED OF PROPOSED VISIT        DATE                     
Informed by:                                       E-MAIL: insurance@reading.ac.uk 
 





       Insurance Officer:  John Fisher Ext.8309/8394 
 Insurance Details
Tel. numbers: from overseas: Inter Partner Assistance 44 1737 815147 - UK: 01737 815147

Insurance Note: You will need the Policy Number and Telephone numbers to register a claim and should make contact as soon as you are aware of a claim. Do not forget to report to the local police if you are the victim of theft, as a policy report will be vital. 
























































































