King's Business Travel Booking Process Overview
Effective from 25 June 2025

Use the Travel Decision Tree and Travel Hierarchy to make an informed
choice about how and if you will travel

Read the Travel Risk Guidelines and complete the Travel: General Safety &
Risk Security Awareness training module.

If destination country is high risk (any part of country has red or amber zone as
per FCDO travel advice), contact the Insurance Manager at this stage

Seek formal financial authorisation by raising a Purchase Order in Business World

Complete the Business Travel Insurance Application in Helix (there are separate
forms for students and staff)



https://www.kcl.ac.uk/assets/sustainability/pdf/travel-decision-tree.pdf
https://www.kcl.ac.uk/assets/sustainability/pdf/travel-hierarchy.pdf
https://www.kcl.ac.uk/policyhub/travel-policy
https://internal.kcl.ac.uk/about/ps/finance/ap/expenses/expense-policy
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Finternal.kcl.ac.uk%2Fabout%2Fps%2Fprocurement%2Ftravel-services-and-events%2Ftravel&data=05%7C02%7Cellie.bignall%40kcl.ac.uk%7C31d3b2b621964e655f3a08dd03054f66%7C8370cf1416f34c16b83c724071654356%7C0%7C0%7C638670043525634237%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=N%2FvqDl4CU9d1PIzMoU8Tt6xTFUPr7GaG8HV2%2FhS5Fbk%3D&reserved=0
http://emckclac.sharepoint.com/teams/HSS/SMS/KCL%20SMS/Forms/AllItems.aspx?id=%2fteams%2fHSS%2fSMS%2fKCL+SMS%2fGN08+-+Travelling+on+university+business+-+risk+guidelines.pdf&parent=%2fteams%2fHSS%2fSMS%2fKCL+SMS&xsdata=MDV8MDJ8Z2VvcmdlLmhvcGVAa2NsLmFjLnVrfDhiMWJmYzllNTgzNjRhZjI5NDA1MDhkZTE2ZGUzNGU2fDgzNzBjZjE0MTZmMzRjMTZiODNjNzI0MDcxNjU0MzU2fDB8MHw2Mzg5NzMzNDA3NzcwMjk2MjR8VW5rbm93bnxUV0ZwYkdac2IzZDhleUpGYlhCMGVVMWhjR2tpT25SeWRXVXNJbFlpT2lJd0xqQXVNREF3TUNJc0lsQWlPaUpYYVc0ek1pSXNJa0ZPSWpvaVRXRnBiQ0lzSWxkVUlqb3lmUT09fDB8fHw%3d&sdata=czJKMmoySGtwbWh1NjNld1o4R0M2Z0xrNEZNSkZZeWo0Wk5OMkFKSVNLND0%3d
https://eur03.safelinks.protection.outlook.com/?url=http%3A%2F%2Finternal.kcl.ac.uk%2Fabout%2Fps%2Fsafety%2Ftraining%2Ftravelelearn&data=05%7C02%7Cgeorge.hope%40kcl.ac.uk%7C8b1bfc9e58364af2940508de16de34e6%7C8370cf1416f34c16b83c724071654356%7C0%7C0%7C638973340777051889%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=WCTmGkU2qhW7XGKH1Ss6FoRallsDlHPcv79xv8xzBHQ%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=http%3A%2F%2Finternal.kcl.ac.uk%2Fabout%2Fps%2Fsafety%2Ftraining%2Ftravelelearn&data=05%7C02%7Cgeorge.hope%40kcl.ac.uk%7C8b1bfc9e58364af2940508de16de34e6%7C8370cf1416f34c16b83c724071654356%7C0%7C0%7C638973340777051889%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=WCTmGkU2qhW7XGKH1Ss6FoRallsDlHPcv79xv8xzBHQ%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fubw.unit4cloud.com%2Fuk_kcl_prod_web%2F&data=05%7C02%7Cellie.bignall%40kcl.ac.uk%7C31d3b2b621964e655f3a08dd03054f66%7C8370cf1416f34c16b83c724071654356%7C0%7C0%7C638670043525667710%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=GTZ%2FUYxdQYyv%2BBTNMdoPCRYG7D3PLebtC9AnrH%2FTaj8%3D&reserved=0
mailto:tania.pattenden@kcl.ac.uk
http://bit.ly/43Zfhsd
https://kcl-dwp.onbmc.com/dwp/app/#/itemprofile/4609
https://kcl-dwp.onbmc.com/dwp/app/#/itemprofile/4815
https://www.kcl.ac.uk/policyhub/travel-policy
https://internal.kcl.ac.uk/about/ps/finance/ap/expenses/expense-policy
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmy.keytravel.com%2Fuk&data=05%7C02%7Cellie.bignall%40kcl.ac.uk%7C17d476a8474741a069c508dd0338f3ba%7C8370cf1416f34c16b83c724071654356%7C0%7C0%7C638670265315337421%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=mjl2eOhNQAywyEKpUfQ0ebah8fJfo5fetY%2B5oxk5bFA%3D&reserved=0

