HPDF Claim Form version 0.03

	CLAIM FORM FOR CONFERENCE FEES

HE/FE PROCUREMENT DEVELOPMENT FUND 



Guidance Notes
Institutions wishing to claim support funding for attending an approved conference must complete this form to claim the funds.

Evidence must be attached in the form of a copy remittance advice from the conference organiser or other proof of payment.

Claim Form for Conference attendance
	Date of claim

	

	Conference attended

	

	Date of Conference


	

	Institution name

	

	Total amount of claim
	

	List of attendees
	

	

	

	

	

	

	Please tick box to confirm that a copy of the remittance advice from the conference organiser is attached. 


	


	I confirm that the information provided above is correct.


	*Signature of Senior Responsible Person
	Date 

	
	


*= The Senior Responsible Person for the Procurement Process will normally be the Director / Head of Procurement where they exist, otherwise it shall be the senior responsible officer for the Procurement process (in such cases normally the Finance Director etc). If the Director / Head of Procurement is making the application as an attendee, they shall need approval of their line Manager. A co-signature is required for such claims in the signature box above.

Please return the completed / approved form to:
The HPDF Treasurer
C/O James Kirkwood

North East Scotland College

Fraserburgh Campus

Henderson Road

Fraserburgh

AB43 9GA

Scotland

UK
Alternatively, please email your signed form and copy invoice to treasurer@hpdf.org
If you require any clarification about how to complete the form or any other aspect of the fund, please send your enquiry by email to enquiries@hpdf.org
HE/FE Procurement Development Fund is a charity registered in Scotland with registration number SCO43317

