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Supplementary Form to Expenses Claim Form

Business Case

Requirement:

A business case must be submitted with all prior approvals where the total cost of the trip exceeds £1,000.

The business case must justify the proposed expenditure. Please complete all sections below.

(1) Purpose of trip

(2) Benefits expected

(3) Costs to be incurred

(4) Justify use of business class (if applicable)

(5) Detail of contribution to costs by any other entity and how reimbursement will be secured (if

applicable)

__________________________ ___________ ___________________________ __________

Claimant’s signature Date Approved by Supervising Officer Date
