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 The Law Society of Scotland Trainee Continuing Professional Development Travel & Accommodation Fund Application Form (Please read notes overleaf)
	Name of Applicant:…………………………………………

……………………………………………………………….. 

Solicitor ID: …………………………………

Home Address: ……………………………………………. 

………………………………………………………………. 

Payment will be made directly into your bank account. Please supply your bank details below: 

Bank Sort Code: __ __ / __ __ / __ __ 

Account No: ………………………………………..….
	Employer: …………………………………………………... 

Address: …………………………………………….………. 

……………………………………………………………….. 

……………………………………… LP ………………….. 

Telephone: ……………………………………………..…… 

Email: …………………………………………………….….


	ON BEHALF OF EMPLOYER IN SUPPORT OF APPLICATION: 

	Signature: ……………………………...…….……..………. 
	Name (PRINT): ………………………………..…..……….. 

	Designation: ………………………………………..……….
	Date: ………………………………………………………….


	TCPD PROVIDER: ………………………………………………………………………… (Authorised/non-authorised)
Course name: ……………………………………………………………………………... 

Dates: …………………………………………….………


	TRAVEL
Bus/Train/Other* (delete as appropriate) 

* If Other please provide information 
overleaf in support of your application 
	Cost per return journey: …………………………………… 

Number of return journeys: ….…………………………….
Total cost of travel ………………………………………….


	ACCOMMODATION
Name and address of accommodation: …………………………………………………………………

……………………………………………………………………………………………………………………………………
No of nights: ……………………………………………….……………….. 
	Nightly Rate: ………………………

The maximum total assistance which an eligible trainee may receive for accommodation is £60 per night. 

The Society does not reimburse the cost of food. 


Will you incur any part of your expenses before you attend the course? (See note 10) Yes / No  
(If yes please supply details overleaf)
Please return completed form to:
Martyn Robinson (Qualifications Coordinator)
Education, Training and Qualifications
The Law Society of Scotland

Atria One, 144 Morrison Street
Edinburgh, EH3 8EX [LP1 EDINBURGH-1]

NOTES 

1. At this stage you are applying for approval of the expenses you expect to incur.  In the section below, ‘Information in Support of your Application’, please detail why you are applying for expenses.  You may wish to include such matters as where you are located, why you have chosen the course you have, whether there are any alternative courses, where these alternatives are situated and why your chosen course is the most appropriate.  The Society notes that it is for trainees and supervising solicitors to decide on the appropriateness of a TCPD course.  However, applicants should show that they have researched and considered any alternative TCPD courses that may be available, when applying for expenses.  In some circumstances, if a suitable alternative is known to the Society, this may be suggested to the applicant, prior to a decision on approval being made.  Regardless of the right of trainees and supervising solicitors to decide on the appropriateness of a TCPD course, this does not affect the right of the Society to decide whether or not an award of expenses will be awarded in any given case.
2. You will be notified in writing as soon as possible of the Society’s decision in relation to any award of expenses. Please keep a copy of your notification of approval. 

3. If approval is granted, payment will be made to you after: 

(a) you have attended the course; 

(b) your attendance has been confirmed by the course provider; 

(c) you have supplied receipts for your expenditure; and
(d) you have supplied a copy of your notification of approval.
4. In terms of point 3 (b) above, you can evidence this by supplying the Society with a certificate of your attendance or with a letter from the course provider confirming the same.  You should not expect your course provider to supply confirmation of your attendance on the course directly to the Society.  Equally, you should not expect the Society to seek confirmation of your attendance on your behalf.

5. Travel expenses are equivalent to standard bus/rail fares. 

6. We can only reimburse petrol costs at a level equivalent to the relevant bus/rail fare.  All receipts for fuel must be kept and submitted to the Society before expenses are paid.
7. Requests for reimbursement for parking will be refused. 

8. Requests for reimbursement for food and drink will be refused. 

9. Maximum hotel assistance is £60 per night. 

10. The Society may make payment before you attend a course in respect of travel costs if you buy your ticket(s) in advance and supply a receipt. Similarly, you may receive payment before the course if you are required to pay a deposit to secure your accommodation and you supply a receipt. If your attendance at the course or use of the accommodation cannot be confirmed later, you will be required to repay the Society. 

11. When you have attended the course, please send all receipts and the copy of your notification of approval to the Registrar’s Department. 

INFORMATION IN SUPPORT OF YOUR APPLICATION: (complete as necessary)
