
Travel Required by officer 

Request a Travel Outwith UK 

Application Form  from Laura Watson, 

laurwatson@aberdeencity.gov.uk (If 

Travel is included in a Committee 

Report, this process still needs to be 

completed too, it is suggested you 

complete the Travel Outwith the UK 

form at the same time as the 

Committee Cycle).

Fill in the form including the event, 

location, dates of travel, reason for the 

travel, justification for it, the intended 

benefit for the council, the cost and the 

source of funding

Forward application to Laura Watson to 

log

Travel applications are emailed to the 

Head of Service and Director requesting 

the Head of Service speak with the 

director to explain the need for the 

Officer's travel, if it's last minute travel 

this can be done through an email or a 

call

Declined Approved 

End of Process

Director signs 

application

Director's PA sends 

approved Application 

to Laura Watson to 

update log

Laura Watson 

Forwards form to the 

Chief Executive's 

Office

Approved Declined

Officer is sent an email confirmation 

that their Travel can be booked End of Process

Officer fills in Travel Application form

Officer forwards the travel application 

form and Chief Executive's Signed 

Summary sheet to the travel team

Within a month after returning, a 

report on how the Travel benefitted 

the Council needs to be emailed to 

Laura Watson, this is sent to the Head 

of Service & Director   

Laura Watson sends  Travel Rport to 

the Chief Exec office 

End of Process

Travel Application Process


