







ANNEX A to 

LEC Sp Svcs

Management Instruction No 33

APPLICATION FOR ATTENDANCE ON EXTERNAL TRAINING COURSE, SEMINAR INCLUDING COURSES AT THE LEC TRAINING WING – LOCALLY EMPLOYED CIVILIANS (LEC) 
THIS FORM SHOULD ALSO BE USED FOR MILITARY AND UKBC APPLYING FOR TRAINING COURSE AT THE LEC TRAINING WING (PART 1 ONLY REQUIRED)

	PART 1 (To be completed by the UCLO or Line Manager)

a.
Individual’s details:

Unit…………………………………………BFPO………UIN…………………Budget Code……………………….

Name……………………  Forename……….................Trade…………………    Grade………        * DEL/DEP

Role within the Unit/Department………………………………Contact Tel No:……………………………..
(If more than one employee please attached a nominal with all detail required at ‘a’)

b.
Course/Training details:

Course/Training title………………………………………
Location………………………………………………

(for courses at the LEC Trg Wing, which are free of charge,  please provide an alternate choice)

Start Date……………………………………………………
End Date…………………………………………….

Reason for Training Course/Seminar……………………………………………………………………………………….......................…
d.       Signature (UCLO or LM)……………………………………Name……………………………….

Appointment……………………………….Contact Tel No……………………………Date…………………
*   Delete as appropriate

Notes.   1.  For courses at the LEC Training Wing this application is to be forwarded for completion at Part 2.

               2. For all other course proceed directly onto Part 3


	PART 2  (to be completed by the LEC Training Wing)

a.      * It is herewith confirm that a vacancy has been allocated on the requested course in respect of:

…………………………………………………………………………………………………………………….

b.      * Unfortunately the requested training course is  oversubscribed and as such a vacancy in respect of 

………………………………………………has been allocated on an alternative course as follows:

…………………………………………………………………………………………………………………….. 

c.       Course confirmation notification is attached.

d.       Please now take action by completing Part 3 and forward to your local GLSU.

e.       Signature……………………………………Name……………………………….

Appointment………………………………………………………….Date………………………………..



	PART 3   (To be completed by the UCLO or Line Manager)

a.          Course Provider………………………………….                  Cost (€)……………………(Including VAT)

Course Fees applicable   *Yes/No

(if yes, application to be supported budgetary authority  - Note 1)

b.
Travel and Subsistence costs (€) appropriate *yes/no.  If yes - proposed travel itinerary/costs:
Travel dates:

Out…………………………….
Return…………………………………

Air:
From………………………….To………………………….*single/return
Cost:………

Rail:
From………………………….To………………………….*single/return
Cost:………

Car:
From………………………….To………………………….*own/hire/mil
Cost:………

Tunnel:

    *Yes/No





             Cost:………

Accommodation:   *Hotel/Mess

No. Nights…………………..

Cost:………

Total (Travel/Accommodation)





Cost:………

c.       Signature (UCLO or LM)……………………………………Name……………………………….

Appointment………………………………………………………….Date………………………………..
Notes:   1.   Applications for financial approval for LEC Training Courses and Seminars at cost, in respect of LEC employed in UKSC units    

                   must be authorised by OC LEC Training Wing or, in the case of an ‘agency, (e.g. Health service, DE etc) by the appropriate Budget 

                   Manager must be obtained in the first instance.   This is by means of a letter of justification to the OC LEC Training Wing or 

                   appropriate Budget Manager.  If approved financial authority will be provided.  The letter of approval is to be attached to this form 

                   prior to it being forwarded to the GLSU for completion at Part 4.  




	PART 4 (to be completed by GLSU)

Day Allowance:     
No of days/hours………..@ rate……………….
Total…………

Night Allowance:
No of nights……………   @ rate……………….
Total…………

Kilometre Allowance:
Distance………………….@ rate……………….
Total…………

*Travelling Time:
No of hours………………@ rate……………….
Total………

Other ………………………………………………………………Total Allowances (€) :…………







Co-determination procedures have been initiated  and concluded:        *YES/NO/NOT APPLICABLE

Signature………………………                                       Name………………………………..     
Appointment………………….                                       Date………………

Notes     1.    In the case of DEL/CWG all course training is a matter of co-determination in accordance with FPRL 74.  The OC    

                            GLSU is to initiate co-determination where required.

                   2.     Course bookings/travel arrangements must not be made until financial authority has been received from the Budget 
                            Holder.

                   3.     Travel must be by the most cost-effective means.

                   4.     Civil air travel will only be authorised where there are no trooper flights available.

5. Mess accommodation/facilities should be used where available.  Hotel accommodation should be booked via the Central Hotel Booking Service (CHBS) who offer discounted rates to MOD personnel.

6. Car Hire/use of own car will only be authorised where there is no suitable public transport or the use of car hire/own car is more cost effective.




	PART 5 (to be completed by HQ UKSC Log Sp (Tpt & Mov) but only if necessary)

Application for movement by Air is *authorised/not authorised

Cost of movement…………… Application is to be made to……………………Using reference……………………

Signature……………………    Name……………………Appointment……………………….Date…………………..


	PART 6 (to be completed by Budget Holder/Manager) - 

*Agreed/Not Agreed              RAC to be charged………………Total Expenditure Authorised (€)…………………

Remarks…………………………………………………………………………………………………………………..

Signature……………………….Name…………………    Appointment……………………    Date……………….

Note     1.       On completion of Part 5 this form is to be returned to the unit 




Notes:
1. Training course costs for DEL/CWG may be recoverable from the employee if he/she leaves employment within a specified period of up to three years.   Where appropriate a contract to this effect is to be drawn up by OC GLSU and signed by the employee prior to the commencement of the course.

2. Individuals are to be reminded that they must obtain and retain receipts for expenditure incurred as they may be required to provide them as supporting evidence for claims and for audit purposes. 

3. Travel Claim forms can be downloaded from the LEC Website under the heading Pay Bureau www.lecsupport.bfgnet.de.
4. Travelling Time is only applicable when there is no alternative other than to travel on a Saturday, Sunday or Public Holiday
5. UKSC Budget Holders/Managers authorise T&S expenditure only at Part 6.  OC LEC Trg Wg will authorise actual training costs within the limit of his/her delegated authority on acceptance of the unit’s justification.

6. For LEC employees of non-UKSC organisations (other Land Forces units, DE, DE&S, ISS(G), et al), budgetary approval is required for training costs prior to submitting this application for completion by the GLSU at Part 4 and for T&S expenditure at Part 6. 
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