Travel Document Process List


Traveller’s Name: _______________________







Destination/s: __________________________






Travel Ref: ____________________________
For all relevant forms please go to Science Travel Pack:  http://web.science.mq.edu.au/intranet/procedures/finance/
Please refer to the University Travel Policy:  http://www.ofs.mq.edu.au/docs/forms/policies/
Before Travel

	Essential Documents:
	Traveller
	Admin
	Remarks/
Date/Initials

	Absence on Duty to be signed by Head of Department
HDR student - HDR Funding Approval signed by your supervisor and Director of HDR.
Please ensure any later changes are indicated on this form and approved by your supervisor and Director of HDR (if applicable).
	
	
	

	Indication of annual leave associated with Absence on Duty/ HDR Funding Approval (if applicable)

	
	
	

	Travel Budget  

	
	
	

	Travel Diary (Required for all overseas travel and domestic travel over 5 days) to be submitted before travel
Please include dates of travel, locations and activities (this is required for insurance purposes).
	
	
	

	Availability of Funding 

Please ensure that there is adequate funding to support your trip. 
	
	
	

	Supporting Documentation re. conference or research visit

HDR Student- Offsite Research Form is required for conducting research visits
http://www.hdr.mq.edu.au/information_about/forms
	
	
	

	Conference Registration payment form.
Please contact Computing admin staff to arrange payment.

Please indicate conference registration payment deadline ______________.
	
	
	

	For International Travel:
	Traveller
	Admin
	Remarks/

Date/Initials

	Risk Assessment for Overseas Travel (on Absence on Duty Form) is checked

Refer to: (http://www.announcements.mq.edu.au/hr/Travel_Advisory_Update & Smartraveller.gov.au
	
	
	

	Is Visa required for travel?  Yes/No
Please note that airfares will not be paid until visas have been obtained.

Please indicate estimated date for receipt of visa _______________.
	
	
	

	Request Airline Booking or Quotation from STA or Campus Travel (MQ branch only)

 Please note airfare MUST be paid by Computing admin staff.
	
	
	

	After approval, provide most recent Itinerary and Costing from approved Travel Agent.
Please ensure you have adequate time between connecting flights and that dates and times are correct on the itinerary.

Please highlight date that airfare must be paid.
	
	
	

	Payment of Airfare to Travel Agent

Please note airfare MUST be paid by Computing admin staff.
	N/A
	
	

	Confirm receipt of e-Ticket/ tax invoice from travel agent.


	
	
	

	Advise travellers of completion of airline booking 


	N/A
	
	

	Or For  Domestic Travel:
	Traveller
	Admin
	Remarks/

Date/Initials

	Estimate the airfare by searching the internet for preferred flights to include in the budget form for approval;
	
	
	

	After approval, see Computing admin staff to make booking online.
	
	
	

	Confirm receipt of e-Ticket/ tax invoice from travel agent.
	
	
	

	Other Documents:
	Traveller
	Admin
	Remarks/

Date/Initials

	Travel Advance claim (with banking details if required).
An advance (at 85% of costs) may be requested before travel.

Please note an advance must be substantiated within one month of return from travel.
	
	
	

	Per Diem request (with banking details if required) 

· Australian Domestic: $ 52.34/ day (maximum)

· Overseas:                  $129.50/ day (maximum)

Request has  to be submitted before travel 
Not applicable for staff on OSP
	
	
	

	Accommodation Payment (if required)
For payment of accommodation, an advance (at 85% of cost) can be requested or be reimbursed upon return with receipts.
	
	
	

	Car Hire requisition (if required)
Keep petrol receipts if you wish to claim petrol costs
	
	
	

	Use of private motor vehicle form & supporting documents
Rarely to be approved for traveller
	
	
	

	Emergency numbers noted

Please refer to Emergency assistance card number in Science Travel Pack
	
	
	


During Travel
· Please contact Computing admin staff as soon as possible if there are any significant changes to your travel. Obtain written statements from the airline regarding any changes to air travel.  

· Check with service providers regarding any refunds available and provide written confirmation of this and the amount involved.

· For emergencies, please use the emergency assistance card.

Ensure that all original receipts are kept.

· Please be aware that Accounts Payable will no longer pay reimbursements without a receipt and will no longer accept explanations or statutory declarations as proof of lost receipts.

After Travel
	Documents
	Traveller
	Admin
	Remarks/

Date/Initials

	Copy of Published Conference Paper (if applicable)

This will assist with IRIS and ERA data collection.

Documentation must be submitted before reimbursements can be processed.
	
	
	

	Documentation for post travel claim, eg substantiation of advance.

Please provide updated budget/expense log when making claim.

Note that the Oanda Currency Converter at http://www.oanda.com/ should be used for currency conversions on the date that the expenditure was incurred.

Please attach all receipts to paper and submit with Non-Order Payment Request Form in Science Travel Pack.
	
	
	

	Pending issues in checking travel documents
	
	
	


Travel\Combined Checklist 


