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<< insert Unit name >> << insert name of Tour >> - Post Tour Report
INTRODUCTION

1.
The RAF << insert unit name >> << insert sport >>Team were granted RAF Sports Board authority to conduct a <<training camp (TC)  / overseas visit (OV)>> (delete as necessary) in << insert location >>, over the period << Insert dates >>.  A nominal roll is enclosed at Annex A.

2.
The aim of the << TC / OV >> (delete as necessary) was << insert aim >>.
TRAVEL

3.
After considerable research and planning: << insert travel details >>.
ACCOMMODATION

4.
All personnel were accommodated in << insert accommodation >>.  << briefly describe the facilities and their condition >>.
ADMINISTRATION

INCOME & EXPENDITURE

5.
A record of the TC’s / OV’s (delete as necessary) income and expenditure is enclosed at Annex B.  Each tour member paid a personal contribution of £ << insert amount >>, and a RAF Sports Lottery grant of £ << insert total amount >> was received. The remainder of the income came from << list other sources >>.


a.
Sponsorship.   << insert details >>


b.
RAF Sports Lottery.  << insert number >> participants were RAF Sports Lottery members and, therefore, each received a grant of £ << insert amount >> towards the transport element of the tour.


c.
Individual Contribution.  The individual contribution, at just over << insert % >> of the total cost, was << insert amount >>.

d.
Transport.  << insert details >>

e.
Accommodation and Entry Fees.  << insert details >>
ITINERARY

6.
<< Insert Day 1 date >> On arrival in << insert location >> all personnel booked into the accommodation and << insert activities for the day in diary format >>

<< Insert Day 2 date >> 
<< insert activities for the day in diary format >>

<< Insert Day 3 date >> 
<< insert activities for the day in diary format >>

Etc etc for every day of the tour, describing training games / matches, listing results of sporting competitions and cultural elements of location explored.
ACKNOWLEDGEMENTS

7.
<< list acknowledgments >>

CONCLUSION

8.
<< insert concluding comments >>

e.g. Despite the very long days, the TC / OV (delete as necessary) was a complete success exceeding all its objectives and requirements, mainly due to the group dynamics and the willingness of everyone to participate and learn.  
<< insert name >>

<< Insert rank >>

<< position in organising tour >>

Annexes:

A.
Nominal Roll.

B.
Income & Expenditure.
Annex A to

<< Insert reference >>

DATED << insert date >>
<< insert tour name >> NOMINAL ROLL
	NO
	NAME


	RANK
	SERVICE NO
	UNIT

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	


Annex B to

<< insert reference >>

Dated << insert date >>
<< insert tour name >> Income & Expenditure

	INCOME
	
	EXPENDITURE

	

	Contributor
	         £

   Amount
	Item


	      £

Amount

	Total Personal Contributions


	
	e.g. Euro Tunnel
	     

	RAF Sports Lottery 
	
	Mini Bus hire (if applicable)
	

	<<Insert any other>>


	        
	Fuel (if applicable)
	

	
	
	Tolls (if applicable)
	

	
	
	Travel Insurance

	     

	
	
	Food

	

	
	
	Accommodation

	

	
	
	<< Insert any equipment hire >>


	

	
	
	<< Insert any activities >>


	

	
	
	<<Insert any other>>


	

	TOTAL CASH/GRANT RECEIPTS
	    
	TOTAL PAYMENTS FROM

CASH/GRANT RECEIPTS
	   


(N.B. This section of your report must balance with the OV nominal code activity. Please refer to your treasurer)
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