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Travel

Policy	All travel by employees must be undertaken in a manner which achieves the outcomes required and reduces expenses and time wastage. 

Definitions	The traveller is an employee who is travelling on behalf of the organisation.

Procedure
Approvals
All travel for employees of the organisation must be approved by the Manager. 
	The Administration Officer is responsible for notifying the Manager of any expenses which need to be prepaid on behalf of the traveller.

Air fares
Fares booked must be refundable and booked as soon as possible after travel has been approved to take advantage of any discounts available.
Electronic check-in is to be used. The traveller is responsible for providing two forms of identification when checking in at the airport.
All travellers travel economy class.  

Car hire
The organisation is billed directly for all car hire by the car hire company.  
	After the trip, the traveller should forward all car hire documents to the Administration Officer for checking before the account is paid.

Taxi fares
Travellers who hold a Cabcharge card should use their card to pay for taxi fares. Submit receipts to the Administration Officer for checking and recording.
Employees without a Cabcharge card should use Cabcharge vouchers to pay for taxi fares.  
	Before the trip, the Administration Officer will obtain Cabcharge vouchers from the Manager on behalf of the traveller. 

The traveller should obtain a receipt for each Cabcharge voucher used.
After the trip, the traveller should submit the receipts to the Administration Officer for checking and recording. 


Accommodation
Accommodation booked must be within the current allowance specified by the organisation.
Where possible, accommodation will be booked and paid in advance by the Administration Officer.

Other travel expenses
	Travellers with organisation credit cards should use these cards to pay for incidental travel expenses and meals.  

	Travellers should forward all receipts to the Administration Officer after the trip for checking and recording. 

	Travellers without an organisation credit card should use their own cash or credit card to pay for incidental travel expenses, unless directed otherwise by the Manager.  

	These travellers will be reimbursed for these expenses after the travel is completed and on presentation of receipts. 

A Travel Expenses Claim should be completed. Attach all receipts to the form and submit the form to the Administration Officer.

Itinerary
Administration Officer:
	Prepare an itinerary for the traveller showing: 

	dates of travel

details of flights
accommodation 
	appointments.

	Make four (4) copies of the itinerary for distribution as follows: 

	one on file for reference

one for the employee who is acting in the traveller’s job role
one for the Manager as relevant
one for the traveller’s partner/family.

Travel folder
Administration Officer:
	Prepare a travel folder for each Traveller including:  

	itinerary

relevant documentation 
blank Travel Expenses Claim. 
	Submit the travel folder to the traveller at least four (4) days before travel.  

Ask the traveller to check all travel details and clarify any issues.

Related documents	
Travel Expenses Claim

