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Your travel insurance document provides cover for both you and your personal belongings while travelling on University business. Details of the limits of cover are set out on the Confirmation & Summary of Cover, available from www.admin.ox.ac.uk/finance/insurance/travel. Please note:

1. All travel insurance claims are settled net of a standard excess of £50. 
2. Please list all personal items over £500 in value below. We strongly advise you not to take valuable items with you while travelling.

3. All theft/lost property claims must be supported by a local police/security report.
All property damage claims must be supported by an estimate for repair, detailing the extent of the damage and the cost of repair. If the item is beyond economical repair a quotation for replacement must be supplied with the claim. You may also be asked to supply a receipt for the original item.
Please complete the following information:
	Full name of traveller


	Department/Club/Society


	Inclusive dates of travel

From 
To 
	Destination(s) (City & Country)


	Risk Assessment required?
(See University Policy Statement S3/07 point 3 for further information)

If so, give name of approver & attach to this document
	

	Name of supervisor/line manager
	

	Home address & emergency contact no.


	Next of kin name, address & contact no.



	Accommodation addresses and contact numbers

	
	

	Reason for travel



	Outbound flight number


	Airport of departure



	Destination airport
	

	Inbound flight number


	Airport of departure



	Destination airport
	

	List of personal items >£500 value

	Item
	Estimated value

	
	

	
	

	
	

	
	

	
	

	
	


	Signature of Applicant: 
	Date: 
Cover will operate from this date in the event of a cancellation claim

	Signature of Supervisor/Administrator: 
For departmental travel only
Approval by the Chair of the Faculty Board:

Academic Staff only


	Date: 
Date:

	
	
	

	
	
	

	Dept staff & research students: This form should be sent to your administrator upon completion.

Club/society members: This form should be sent together with a cheque for the total premium payable to
The Insurance Team, 23-38 Hythe Bridge Street, Oxford OX1 2ET























Full details of travel insurance are available at www.admin.ox.ac.uk/finance/insurance/travel

