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Please see the COSRT Expenditure Policy
for full details on how and when to use this form


This should be used for all non-invoiced expenditure
	Personal details

	Name


	

	COSRT role

	

	Email address


	

	Telephone


	

	Date of expenditure


	

	Pre-authorisation form reference


	

	Bank details
 (name, sort code and account number - 

Note these will be deleted after use)
	

	Accommodation (7100)

	Event


	

	Hotel details


	

	Dates


	

	Cost breakdown


	

	Travel (7100)

	Reason for travel and travel mode


	

	Travelling to/from


	

	Dates of travel


	

	Cost breakdown
(car mileage is 45p per mile)
	

	Local connection costs

	

	Subsistence (7100)

	Dates and event


	

	Lunch (x?)


	

	Dinner (x?)


	

	Evening snack (x?)
	

	Other costs

	Reason for expenditure


	

	Cost breakdown


	

	Budget cost centre


	


	Authorisations

	Applicant Signature and Date


	

	COSRT Staff signature (if for a 3rd party) and Date
	

	CEO Signature and Date 

(only needed if variation from pre-authorised amount)
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