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Pre-Authorisation form

Please use this for any expected cost above £50

	Expenditure details

	Reason for expenditure
	

	Cost centre(s) and amount(s)
	

	Expected date of claim/invoice
	

	Accommodation (7001)

	Hotel details
	

	Date(s)
	

	Cost breakdown
	

	Travel (7100)

	Travelling to/from
	

	Travel mode(s)
	

	Dates of travel
	

	Cost breakdown for journey
	

	Subsistence (7100)

	Dates subsistence will be needed and for what event
	

	Lunch (x?)
	

	Dinner (x?)
	

	Evening snack (x?)
	

	Room Hire/Venue (7001)

	Details of event
	

	Date(s)
	

	Venue details
	

	Refreshment details
	

	Cost breakdown
	

	Speakers/Assessors/Complaints/Course Approvers (7403)

	Details of contractor
	

	Reason for engagement
	

	Date(s)
	

	Cost breakdown
	

	Other costs

	Reason for expenditure
	

	Cost breakdown
	

	Cost centre(s)
	



	Authorisations

	Staff Signature and Date
	

	CEO Signature and Date
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