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Plane Trip

Required
Details

e Passenger info

If making a stopover (>24hrs at a connecting city
before continuing to event destination) COST will
only cover one portion of the journey.

Passenger
details and
booking

reference!

Plane ticket
company or travel agency

invoice — reference numbers need to match
. Screenshots are not valid!

Flight changes
* Travel cancellation insurance is a must!
* Rebooking fees are not covered by COST

Visa
* Supporting documents needed:
* areceipt/stamp from the embassy/
consulate issuing the visa
* Amount paid + admin costs

*  PDF of booking confirmation/itinerary from flight

* If above not available, provide boarding pass and

Arrival and
departure
dates & times

Fight Mamber WS 4533

~H.qffdon Gatwick Airport (South Terminal) (LGW)

Price
breakdown

/ﬁ.\ Car Travel (> 101km\

Parking receipts detailing parking date(s)
for whole event needed to claim fuel costs

* Accommodation invoice with your name
and travel dates needed for Daily
Allowance

* |f parking is paid by sms or app, upload a
screenshot of the confirmation

* If there is parking at your accommodation,
request the provider to issue a parking

receipt noting arrival and departure times
KOnIy one person can claim for fuel costd

If no long-distance travel is taken to event,
provide accommodation invoices to get the
Daily Allowance

(m

Train/Ferry/Bus Travel\

Provide e-tickets where possible. If unavailable,
provide a photocopy of the ticket

Interrail passes are not eligible

If a train/bus/ferry is missed because of force
majeure, provide (also applies to flights):
*  Evidence that tickets are non-
refundable e.g. cancellation policy

. Evidence of delay/cancellation

/ Costs not covered by COST

® Rebooking fees

Y
\V

\

Taxis/parking/tolls/car rental

Stand-alone medical/ life/
luggage insurance

Credit card fees or bank charges

ceh.ac.uk)
- doubt, ask Ao‘fe (aO\S and keep all
pefore M odat on fece P

. New tickets

Tickets should include:
. Passenger name
\/ Flight itinerary email (convert to pdf)

*  Departure and arrival times
*  Price paid
Checklist for excellent claim!
\/ Sign the attendance list every
day of event

\/ Carbon offset fees are eligible /

\/ Travel cancellation insurance

E-tickets if travelling by train/
bus/ferry

Parking receipts if travelling by car
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