
Do you need to book
a business trip?

Have you discussed
with your line

manager and gained
their approval?

STAFF TRAVEL GUIDE

Discuss budget and
resource implications

with your line
manager

No

Are you travelling
overseas?

Approved

Complete a Risk
assessment

Consider the risk
involved and whether
a Risk assessment is

required

Complete a Travel
and Development

Approval form

No

Yes

No

Follow your local
approval process

Travel approved

Have you been given
an approval code?

Contact Selective
Travel to make your

booking

Speak to your
Operations / F&R

team to arrange your
travel

Yes

Yes

Yes
No

* Your Operations/F&R team will advise
* For group travel (4+) speak to your local operations team

Selective Travel

* Telephone: 028 9068 9672

* Email: bournemouth@selective-travel.co.uk

* Once your travel has been completed consider the importance of visit reports to ensure BU receives the best value from travel.

* All steps to be followed for BU and non-BU funded travel
* Use Key Travel for: Flights, Train, Airport,
Ferry, Overseas car hire & Accommodation

PLEASE REFER TO THE ADMINISTRATION TEAM IN YOUR FACULTY/PROFESSIONAL SERVICE FOR ANY DETAILED LOCAL
ARRANGEMENTS AND BU'S BUSINESS TRAVEL POLICY FOR GUIDANCE BEFORE YOU PLAN YOUR TRAVEL

Yes

* The basis of any overseas risk assessment MUST be
the foreign travel advice

http://risk.bournemouth.ac.uk/
http://risk.bournemouth.ac.uk/
https://staffintranet.bournemouth.ac.uk/aboutbu/findaform/
https://staffintranet.bournemouth.ac.uk/aboutbu/findaform/
https://staffintranet.bournemouth.ac.uk/aboutbu/findaform/
mailto:%20bournemouth@selective-travel.co.uk
https://intranetsp.bournemouth.ac.uk/policy/Business%20Travel%20Policy.docx
https://www.gov.uk/foreign-travel-advice

