
PGR Student and CDT student -
Travel booking flow chart

 Read the University's sustainable travel policy and 
consult business FAQs page 

 Student needs to book travel/ 
accommodation

Review feedback if 
appropriate amend 

FRF for 
reconsideration

FRF is 
approved

NoNo Yes

Book travel insurance directly with 
office OR Send copy of RA  to 

relevant administrator 

-Send to RA approver 

health.safety@inf.ed.ac.uk 

Approved 

Send travel/ accommodation 
requirements to CDT admin 

OR Institute 

Amend RA

Register 'Diversity Travel' profile - Upload required 
information e.g  contact number

Complete 
Travel plan

Follow booking instructions as per 
School user guide/video 

International 
Travel

Complete 
Risk 

assessment 
(RA)

Yes

YesNo

On receipt of invoice please forward 
to the relevant admin office/ 

administrator 

Risk assessment 
required 

No

Insurance is a 
mandatory 

requirement for all 
travel bookings

No

Discuss with primary supervisor and get 
approval/support

Submit funds request form (FRF), including all 
estimated costs and supervisor statement 

Self service travel 
booking 

Yes

 CDT students 
should also 

review specific 
instructions 

Non CDT students 
send RA to Institute 
admin. Students Ra 
your administrator

Travel booked

Finish 

Review UOE 
businss travel risk 
assessment and 

travel plan 
guidance  

Yes

No

https://restricted.web.inf.ed.ac.uk/unpublished/infweb/student-services/igs/phd/fees-funding/pgr-student-travel-fund/pgr-student-travel-fund-application-form%20
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