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

Do not use this form unless you are COSRT staff or a COSRT Trustee

	Personal details

	Name


	

	COSRT role

	

	Email address


	

	Cost Centre(s) applied to and amount per cost centre
	

	Charity discount sought/secured
	

	Date of application


	

	Reference (your initials plus date e.g. JD180868)
	

	Accommodation (7100)

	Event requiring accommodation


	

	Hotel details


	

	Dates


	

	Cost breakdown


	

	Travel (7100)

	Reason for travel


	

	Travelling to/from and how

	

	Dates of travel


	

	Cost breakdown for journey

	

	Anticipated local connection costs
	

	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


	

	Venue details and cost

	

	Refreshment details and cost

	

	Cost breakdown


	

	Speakers/Assessors/Complaints/Course Approvers (7403)

	Details of person engaged


	

	Reason for engagement


	

	Dates


	

	Cost breakdown


	

	Other costs

	Reason for expenditure


	

	Cost breakdown


	

	Budget cost centre


	


	Authorisations

	Applicant Signature and Date


	

	CEO Signature and Date


	


Pre-Authorisation form (COSRT)
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