INSTITUTE OF AQUACULTURE

UNIVERSITY OF STIRLING

TRAVEL REQUEST FORM

The Institute has two preferred suppliers of travel

· Quotes are required from both of the following travel agents for comparison (in some instances it may be cheaper to book by credit card, please contact stores).
· Co-Operative Travel

Tel  834565    

· Unicorn Travel


Tel  6040

· Discuss your travel details and if satisfied make a provisional booking only.

· Complete the details on the form below and send to stores staff.  They will contact the travel agent with an official order no. to confirm your travel.  Only then will your tickets be issued.

· YOUR TRIP WILL NOT BE CONFIRMED UNTIL AN OFFICIAL 

ORDER NO. IS ISSUED BY STORES TO THE TRAVEL AGENT

· If any changes are made to your booking, please inform stores of the details.

Complete the details below:

Travel Company:
Your Name:

Destination:  From:



To:

Mode of transport (please circle)

AIR 

RAIL

FERRY

Date outward:



Date inward:

Charge code:



Cost:


If your travel is being refunded and you need a copy of the invoice please tick box 
Purpose of the visit: 

Your trip will be insured, however if you are to be involved in any hazards (working in the sea, diving etc) please contact Beatrice Campbell.
Authorised by:______________________________________
FOR PURCHASE OFFICE USE ONLY

ORDER NO:




DATE:


