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	1 Purpose of Policy

	[bookmark: _Hlk515976767][bookmark: _GoBack]This document sets out the internal policies governing the supply of air, hotel, hire car and travel agency services to …… approved travellers, and the manner and conduct of these in the acquisition and use of those services. The objective of this policy is to:
· Ensure staff have a clear understanding of the policies and guidelines relating to travel undertaken on behalf of the …
· Provide travellers with a reasonable level of service and comfort which is cost effective, whilst maintaining the safety and wellbeing of staff while travelling.
· Maximize the organisations ability to better manage travel expenses through the utilisation of discount rates with preferred suppliers and service providers and adoption of “best practice” travel arrangements.
· Ensure that Travellers who are incurring expenses do so in accordance with this policy and that the organisation meets all legal requirements such as taxation (e.g. fringe benefit tax and travel diaries) and occupational health and safety.
· Manage travel risk




	1.1 General Policy

	It is the intent of the ...to allow for adequate accommodations for individuals who are required to travel on ...business. It is also expected that these individuals will use discretion and good judgment in spending ...funds.
Each individual traveling for ...business is expected to fill out a Travel Expense Form in order to be reimbursed. Receipts are required for all expenses for site visitors. For any other...travel, receipts are required for all expenses exceeding $20.00. For employees using corporate American Express cards, copies of receipts are to be submitted with the expense report and originals included with the coded monthly credit card statements. For all travellers, completed expense reports must be submitted within 45 days of the conclusion of travel. Corporate credit cards are to be used for ...business only. Personal use of the corporate credit card is strictly prohibited and violations are subject to disciplinary action.
Responsibilities and Enforcement
An organized and clear process for submitting expenses is crucial to ensure that all expenses are reimbursed in a timely manner. The Accounting Department is responsible for ensuring that any expenses reimbursed or paid for by the company are in compliance with this Corporate Travel Policy. When submitting a Travel Expense Form, any deviations from the policies detailed within this document must be explained on the expense report and expenses that are not in compliance with this policy require the written approval of the Executive Director. The Accounting Department and the ...management are responsible for ensuring that this Corporate Travel Policy is available to all travellers, travel arrangers, accounts payable staff, and newly hired employees expected to travel.




	2.1 Travel Arrangements

	Air Travel

Reservation Procedures: It is required that reservations for trips requiring air travel be made through the ...travel agent. This will help to simplify travel arrangements, allow the tickets to be billed to the ...account and allow for assistance should issues arise during the course of travel.

Class of Service: All individuals traveling on ...business must travel in economy class unless using a free upgrade or have prior approval from the Executive Director.

Lowest Available Airfare: All airline tickets must be booked at the lowest available airfare.

The following criteria will be utilised to determine lowest available airfare.

• The flight’s departure or arrival time is within two hours before the requested departure or arrival time;

• One stop or connecting flights must be booked if savings of $200 or more can be achieved;

• Travellers may not specify a preferred carrier if a significantly lower cost fare is available.

Baggage Fees: Baggage fees will be reimbursed.

Rebooking Fees: Rebooking or change fees will be reimbursed for emergency situations only.

Accommodation

Accommodation Selection

…is responsible for making the hotel arrangements for staff.

Room Type: Unless otherwise specified, a standard non-smoking room is automatically reserved
Hotel Rooms If desired, for travel in excess of 50 KM, each way, hotel rooms will be arranged for the attending employee. For travel less than 50 KM, each way, the Executive Director must grant approval if a hotel room is requested. The cost of the hotel rooms and related taxes and service charges are master billed to the ...account. Each individual is asked to present a credit card upon check in for incidental charges.

Car Rentals

Cars should be rented by individuals traveling on ...business only when other means of transportation are unavailable, more costly, or impractical. Travellers must obtain the most competitive rate available.

Size Limit: All rentals should be for intermediate size cars or smaller, unless 3 or more people are traveling together or if an upgrade is provided by the rental company at no cost.

Car Rental Insurance: Travellers paying for a rental car using a credit card may receive limited loss and damage coverage through the credit card company or through their personal insurance and should review the terms of such coverage. Options for insurance should be researched prior to renting a car and unnecessary optional coverage avoided.

Refuelling: When renting cars, individuals are required to refuel cars prior to returning them to the rental company.

Other Transportation

Personal Car: Travellers may utilize personal cars for ...business travel if it is less expensive than renting a car, taking a taxi, or using alternate transportation. The use of personal cars for business will be reimbursed at the standard rate set by the ATO.

Taxis and Other Local Transportation: The cost of taxis to and from places of business, hotels, airports or rail stations in connection with business activities is reimbursable. Use of taxis is discouraged when more economical services (i.e.: airport shuttles, hotel vans, etc.) are available. Travellers are encouraged to utilize public transportation whenever feasible.

Meals and Entertainment

Personal Meal expenses are those incurred by those traveling on ...business when dining alone.

Personal meals must be itemized by meal and will be reimbursed up to $80/day and include breakfast, lunch, dinner and any snacks, drinks, etc. Cost of alcoholic beverages will not be reimbursed.

Award Point Programs

Individuals traveling for ...may retain award points and utilize the rewards for personal purposes.

However, participation in these programs may not result in any incremental cost to the ...related to transportation or lodging.

Spouse/Guest/Personal Travel Combined with Business

Travel expenses for family members or guests are not reimbursable. However, a guest may share accommodations as long as there is no additional cost to the ...as a result.

Telecommunications

Air/Rail Telephones: Except in an emergency, or when a critical business issue is involved, airphones should be avoided.

Hotel Surcharges: When possible, making calls from hotels that should be avoided. If the traveller has a cell phone, it should be used for making calls while in Australia. Global roaming charges should be discussed with your Manager prior to travel.

Internet: When internet connection is required during travel for the ...and free internet connection is not available; charges are reimbursable up to $20.00 per day.

Other Reimbursable Expenses

The following incidental expenses, when directly related to business travel, are reimbursable:
• Laundry/Valet: for trips in excess of five days
• Parking: Airport economy and hotel self-parking
• Tolls
• Use of an exercise facility (up to $15/day when free access to hotel gym is not available)
• Currency conversion for international travel

Miscellaneous Travel Expenses

Miscellaneous expenses are reimbursable when they are ordinary and necessary to accomplish the official business purpose of a trip. The Travel Expense Form must include an explanation of why such expenditures are being claimed. Miscellaneous expenses may include business office expenses, special fees for package deliveries, etc.

Payment and Documentation

travellers must submit expense reports no more than forty-five days after completion of travel and the following guidelines must be applied:

• Receipts must be submitted for all expenses.

• Meal expenses must be itemized per meal on the expense report.

• When being reimbursed for mileage, actual mileage to and from destination are required.




	3.1 Department of Foreign Affairs (DFAT) Travel Advice

	Travel risk management plans and DFAT advice

A Travel Checklist must be completed by all employees prior to travelling overseas.

Travellers must consult the Department of Foreign Affairs and Trade (DFAT) (http://www.dfat.gov.au/) website at the time of the Authority to Travel application to determine whether travel will be permitted, obtain a copy of the DFAT Advisory and attach to the Authority to Travel form.

To access the DFAT Advisory for any given country, click on the following website: http://www.smartraveller.gov.au/zw-cgi/view/Advice/

The following table provides details in relation to the meaning of DFAT Travel Advisories, the permission required to travel to countries at the relevant Advisory level and whether travel insurance is covered under ...insurance policy:

Where DFAT has issued a Level 5 advisory, “Advised not to Travel”, ...will not permit travel to the affected country or countries. Where DFAT has issued a Level 4 advisory, “Reconsider your need to Travel" and the Traveller’s obligations (e.g. contractual obligations, exploring business opportunities, etc) are such that the Traveller elects to undertake travel despite the advisory, determination of whether or not the overseas travel shall occur may only be made by an executive. Where travel to a country for which DFAT has issued a Level 4 advisory is considered necessary, the reason why the travel should proceed and why it cannot be postponed to another time must be noted on the Authority to Travel in order to assist in the determination of whether or not approval will be granted. Where any obligations can be deferred without breaching such obligations, travel should be avoided.

Travellers who are overseas for business-related purposes are required to comply with any direction given by the DFAT as a result of a change in the assessment of the level of safety of the particular overseas destination.




	4.1 Emergency Communications

	Accurate information regarding the whereabouts and contact details of staff members travelling overseas must be accessible at short notice. To this end, each department must retain copies of all authorised travel approval forms in a central location, which is accessible at short notice. All changes in travel arrangements are to be recorded to ensure that information regarding staff who are overseas is accurate and up to date.

Where specific issues arise that require urgent communication to all staff of ...(e.g. health epidemic information) the … will be the coordinator of such advice. Such advice will be based on official advice from DFAT and appropriate health authorities.

In the event of an emergency occurring overseas, … who are travelling in the affected location must immediately notify … who will determine appropriate action, which may include activating ...Crisis Management and Recovery plan if appropriate.

All international travellers are directed to register with DFAT on the Smart Traveller web site http://www.smartraveller.gov.au/. Information provided by travellers will enable Australian officials to assist in an emergency - whether it is a natural disaster, civil disturbance or a family emergency.
In the event of an emergency, Australian officials may be contacted using the following 24-hour DFAT Emergency numbers:

+61 2 6261 3305; or

1300 555135 (local call cost within Australia).




	5.1 Pre-Travel Arrangements

	Travellers are strongly advised to obtain recommended vaccinations for each destination country that they are visiting. … shall meet the cost of such vaccinations.

Travellers should obtain such vaccinations as soon as their proposed travel is planned to ensure adequate time for vaccinations to be effective. Normally at least six to eight weeks is required for vaccines to be effective.

Post-travel assessments are recommended for staff members who have experienced health problems during Overseas Travel.
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