
Staff -Travel booking flow 
chart

Consult the University's sustainable travel policy and 
business FAQs page

Staff needs to book travel/ 
accommodation

Obtain quote(s) via 
Diversity travel

Raise RT ticket.- attach RA/Travel  plan and include 
confirmation email from PI (Confirming funding source) 

Institutes-admin@inf.ac.uk 

Self service booking 
option

No

Complete Travel 
Requisition (TRF)

Share Diversity travel 
profile access as per 

user guide/ video

Send to RA approver 

health.safety@inf.ed.ac.uk  

Approved 

Follow booking instructions as per 
School user guide/video

Amend RA

Create/register 'Diversity Travel' profile - Upload required 
information e.g  contact number

Complete Travel plan

Complete insurance request form 
ensuring -Risk assessment /travel 

plan is attached 

International 
Travel

Complete Risk 
assessment 

Yes

Yes

No

Send to budget 
approver- await  

approval outcome

Forward  invoice to finance admin 
finance-research@inf.ed.ac.uk  

or school-finance@inf.ac.uk 

Travel organised 

Staff that wish to 
travel must create 

and maintain a 
profile 

Before 
proceeding the 
traveller should 
have discussed 

plans and verified 
funding source 
with relevant 

parties.

University policy 
stipulates that any 
individual spend 

OVER £1000 
requires 3 
quotations.   

Please be aware 
that there may a 
delay in receiving 
response From 

approver

Risk assessment 
required

 There may be 
significant delays 
in processing a 
booking if the 

traveller does not 
share access to 
travel  profile.      

Insurance is a 
mandatory 

requirement for all 
travel bookings

 Funding bodies 
may have 

different criteria  
regarding 

obtaining quotes 
please ensure 
you check this 

before 
progressing.

Yes No

Approved Yes
PM/Budget holder will 

contact traveler to 
discuss

No

Review UOE 
businss travel risk 
assessment and 

travel plan 
guidance  

No 

Yes

https://uoe.sharepoint.com/sites/FinanceSpecialistServices/SitePages/Insurance.aspx
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