	Form TARE (ADS – NQ Verification)

TRAVEL/ACCOMMODATION REQUEST  

FOR EXTERNAL VERIFIER ACTIVITIES

	[image: image1.wmf]

	Name & Address (Confirmation/ Tickets will be sent to this address)
	Mr
	
	Mrs
	
	Ms
	
	Please TICK appropriate box

	
	First Name
	
	Surname
	

	
	

	
	

	N. I. Number
	
	Daytime Tel No.
	
	e-mail
	

	If you require Travel and/or Accommodation, we shall arrange this for you in accordance with the terms and conditions of your appointment.  A copy of the most recent terms and conditions is available on our website within the Appointee Management section.  If your request complies with these terms, please complete the relevant sections below and send it to the address on the reverse on this form.



	CENTRE & SUBJECT DETAILS

	Centre Name:

	Verification Group/ Subject:

	Type:  Visiting   FORMCHECKBOX 
  Development   FORMCHECKBOX 
  Central Event   FORMCHECKBOX 
  Training   FORMCHECKBOX 
  Double Bank   FORMCHECKBOX 



	OUTWARD JOURNEY

	Date
	
	Dep Time
	
	Mode of Transport Required
	

	
	
	Arr Time
	
	
	

	From (Place)
	
	To (Place)
	

	RETURN JOURNEY

	Date


	
	Dep Time
	
	Mode of Transport Required
	

	
	
	Arr Time
	
	
	

	From (Place)
	
	To (Place)
	

	ACCOMMODATION

	Date
	
	No of Nights
	                                                                
	B&B       

	Signed
	
	Date
	

	Additional comments:



	FOR SQA USE ONLY

	Cost Centre 
	ADVV
	Account Code
	476750
	Activity Code
	


Travel and accommodation booking service guidelines
This service is available to all appointees in connection with their attendance at meetings. 
The service covers:
· Rail travel costing more than £50.00 return
· Air travel (for travellers from Orkney, Shetland and the Western Isles only)

· Overnight accommodation (bed and breakfast accommodation is provided with a dinner and beverage allowance of £20.00.  This limit must be strictly adhered to and any expenses incurred above this amount should be settled on departure and cannot be reclaimed via expenses.)

· Ferry travel.

All accommodation bookings must be made by SQA. Please refer to Term and Conditions of Appointment for details on allowable expenses.

In most instances SQA will select hotel accommodation within the same venue where the meeting is held and only when this is not available will an alternative be sourced.

Team requirements should be discussed and agreed prior to submitting booking requests and whenever possible forms for a team should be submitted together with each form identifying other team members in the comments section.  If you have not received confirmation within 2 weeks of your required date, please contact SQA on 0345 213 6830.
Following confirmation of bookings SQA is unable to amend accommodation to suit personal preferences due to the volume of requests and administration involved.  It is therefore important that requirements are noted on the original booking request form. If travel and accommodation booked is no longer required it would be of great help if you could notify SQA, preferably 48 hours in advance, in order to cancel the booking. 
This form should be used to request SQA to arrange travel and/or accommodation on your behalf. Once complete please submit by email to nqvve@sqa.org.uk, fax or by post using the contact details below.

Scottish Qualifications Authority

NQVVE
Lowden
24 Wester Shawfair
DALKEITH

Midlothian

EH22 1FD 
Email: nqvve@sqa.org.uk

All bookings should be made on a Travel/Accommodation request form which can be found on the SQA website www.sqa.org.uk/sqa/34559.2295.html








