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ISSS TRAVEL BOOKING REQUEST
	Full Name:
	

	Details and location of course, Conference, etc:
	

	Contact email:
	

	Duration:  (with dates)
	From: 
	To: 

	Source of Funding:

(Grant (name)/Department)
	EU
	EPSRC
	SCHOOL
	Other
	Details: 


	
	
	Car Hire: (Please tick as appropriate)
	
	Commercial Vehicle Hire: (Please tick as appropriate)

	Insurance: 
	
	
	1.0 ltr
	1.4 ltr
	1.6 ltr
	1.8 ltr
	2.0 ltr
	MPV 7 Seater
	
	12 Seater Minibus
	15/17 Seater Minibus

	
	
	Manual
	
	
	
	
	
	
	
	Escort type
van
	
	Transit type
van
	
	Luton
van
	

	Yes
	No
	
	Automatic
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	Estate Car
	
	
	
	
	
	
	
	
	
	
	
	
	


	Please estimate costs involved from your attached quotes:
	
	In my absence the following have agreed to carry out my teaching and research duties: 

	
	
	Name(s): 
Activity covered:

	Travel Cost:
	
	Accommodation Cost:
	
	Course Fee Cost:
	
	

	Order No:  Oracle
	Visa:  
	
	Order No:  Oracle
	Visa:  
	
	Order No:  Oracle
	Visa:  
	
	


	
	
	BUSINESS UNIT
	
	NOMINAL ACCOUNT
	
	PROJECT/JOB CODE
	
	ACTIVITY
	
	
	
	

	Travel
	
	
	
	
	
	
	
	
	
	
	
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Accommodation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	(Applicant’s Signature)
	
	(Date)

	Conference Fees
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	

	Authorisation by Grantholder/Head of Department

Grantholder 
Signature:      ................................................................   Date: ......................................

	HoD 
Signature:     ..................................................................   Date: ...............


	FOR OFFICE USE:

	

	Holiday Absence Sheet updated 
	

	Travel Declaration Form
	

	Hired Vehicle Declaration Form
	

	Driver Declaration Form
	

	Copy of Driver’s Licence
	

	Fuel surcharge line in Oracle
	


1.
Determine what travel arrangements you require.
2.
Complete a Travel Requisition Form and email the travel agent direct: heriotwatt@keytravel.com
3.
Submit the requisition form to the relevant travel booker from the list below and request that the travel agent contact the booker direct for payment. 
4. All overseas flights MUST be booked via the travel agents It is recommended that hotel accommodation is booked through the travel agents. 
6. If travelling overseas you must complete a risk assessment: http://www1.hw.ac.uk/insurance/risk-assessment-travel-multi.htm
Please provide all details on the Travel Requisition Form including the dates for travel and hotel requirements. The travel booker will use the Universities preferred supplier: Key Travel (heriotwatt@keytravel.com or tel: 0161 819 8841). 
Travel Bookers 

For IB3 

Maureen Franks


DB1.52

4715

For ICS 

Susan Laing 


WP2.19

8020

For IMPEE 

Susan Ogden                     
JN2.33

3197

For IPaQS 

Louise Exton             

DB1.52

4494

For ISSS 

Audrey Tainsh 


EM2.42

3326
For T&L Staff
Kim Smith



DB3.09

3021




Student Support Office

JN1.09

4100
For Xidian             Irene Fox                                    DB 3.09                  4059
ALL OVERSEAS FLIGHTS MUST GO THROUGH THE UNIVERSITY APPROVED TRAVEL PROVIDER. A RISK ASSESSMENT MUST BE COMPLETED FOR ALL OVERSEAS TRAVEL: http://www1.hw.ac.uk/insurance/risk-assessment-travel-multi.htm
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