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PROPOSED EXPENDITURE FROM HEADQUARTERS BUDGET ON TRAINING COURSES/ CONFERENCES BY BOARD OFFICERS

THE FULLY COMPLETED FORM IS TO BE RETURNED TO THE TRAINING MANAGER AT BOARD HEADQUARTERS

1
TITLE OF COURSE/CONFERENCE
_____________________________________________________

2
LOCATION OF COURSE/CONFERENCE
_______________________________________________

3
NAME, GRADE & LOCATION OF OFFICER WISHING TO ATTEND
_______________________


________________________________________________________________________________

4
DETAILS OF ANY PAYMENT FOR A VISITING LECTURER
_____________________________

5
DATES & TIMES OF COURSE/CONFERENCE
_________________________________________


(Attach a copy of the course programme)

6
DETAILS OF PROPOSED EXPENDITURE


TRAVEL COSTS
_____________________________  HOTEL COSTS
_______________________


FEES  ___________________________  SUBSISTENCE (if not included in fees) ___________________

7
ITINERARY DETAILS (In cases where travel/accommodation has to be booked)

TRAVEL ROUTE
_________________________________________________________________


MODE OF TRANSPORT
___________________________________________________________


OUTWARD JOURNEY (date and time of arrival)  _____________________________________________


RETURN JOURNEY (date and time of departure)  _____________________________________________

8
HAS THE TRAINING MANAGER ENDORSED YOUR ATTENDANCE AT THIS COURSE? YES/NO

9
COST CENTRE TO WHICH EXPENDITURE SHOULD BE CHARGED
_______________________











CODE

10
SIGNATURE OF OFFICER


I agree to attend the above course/conference and to provide my Line Manager and the Training Manager with a report on the value and outcome of the course/conference

Signed: _____________________________________________   Date: ______________________

11
SIGNATURE OF LINE MANAGER


Signed: _____________________________________________   Date: ______________________

12
SIGNATURE OF HEAD OF DEPARTMENT


Signed: _____________________________________________   Date: ______________________


	NOTES

1
Each proposal to attend a training course must be endorsed by the Training Manager

2
The attendance of officers at annual conferences within N Ireland is at the discretion of the Head of Department.  The authorisation of the Chief Executive is needed for all travel outside N Ireland.

3
The individual officer is responsible for booking their place with the course/conference organiser when approval has been given.

4
In cases where a payment is required, to accompany the booking form, a memo addressed to the Accounts Officer must be attached to this form.

5
The individual officer is responsible for making any necessary travel arrangements via the Purchasing Unit.

6
Fully completed application forms must be sent to the Training Manager at least one month in advance of attendance.


