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	Declaration of the Travel Offer

	Surname
	
	Given Name
	

	Employee No. 
	
	Position/ Title
	

	Branch/ REO/ School
	
	Email/ Phone
	



	Travel Details 

	Description
	Value $

	
	

	Offer Details

	Name of Person/ Organisation
	

	Does the offeror have any commercial relationship with the Department/ School? If yes, please describe the nature of the relationship.

	Choose an item.
	

	Application to Accept the Travel Offer for Departmental Use

	☐  I have been offered the sponsored travel but have not accepted it yet

	Date offered: 

	I confirm that the details provided above are true and correct. I believe that the acceptance of the travel and associated costs will not place the Department/ school or myself under any obligation to the offeror. I wish to seek approval to accept the travel for departmental use.

	Signature:
	Date:
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	Approval Authority

	If the travel is accepted, would it place the intended recipient in a position of actual, perceived or potential conflict of interest?    ☐ Yes   ☐ No

	Application to accept the travel for departmental use is approved?  ☐ Yes   ☐ No

	Reason for Decision
	

	If the approval is not given, how is the travel offer to be dealt with:

	☐
	Not Applicable

	☐
	Returned/ declined prior to receipt

	☐
	Retained for use by business unit/ school

	☐
	Other (specify) 

	Name
	Position Title
	Signature
	Date

	Approved by:

	
	
	



image1.png




image2.png




