1. [bookmark: _bookmark10]Appendix A: Pre-authorisation to attend an external event
If there is a personal benefit to be declared, then the RPS acceptance of gifts and hospitality declaration form, which is available from the Corporate Resources on Yammer should also be included.

	AUTHORISATION TO ATTEND AN EXTERNAL EVENT / CONFERENCE

	Request to attend from:-
	

	Event Date
	
	Event Title
	

	What is the objective in attending the above event?: 

	What is the benefit to the Society of you attending the event?: 

	Entrance Ticket
	£
	Accommodation
	£

	Travel
	£
	Subsistence
	£

	Total Cost
	£

	Is another organisation contributing to the costs Y/N?
	Yes / No

	If “Yes”, who:
	

	How much are they contributing (£ or %):
	%
	£

	Notes on attendance costs (e.g. No of Nights away etc.) 

	Signed by:
	Date: 

	Authorised by: (Prior to attendance)
	Date: 

	Outcomes of the meeting: 
	




