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APPROVAL TO BE COMPLETED PRE-TRAVEL. RECONCILIATION TO BE COMPLETED POST-TRAVEL (Red boxes are Mandatory)
	1. IS TRAVEL EXCEEDING 180 DAYS? 
	Enter Yes or No
	
	

	2. IS TRAVEL TO A DFAT CATEGORY 4 OR 5 COUNTRY
	Enter Yes or No
	
	If yes, answer Q 3. If no, go to Q 4

	3. I HAVE SOUGHT ADVICE FROM RISK MANAGEMENT REGARDING THIS TRAVEL AND FILLED OUT A TRAVEL RISK ASSESSMENT
	Enter Yes or No
	
	

	4. TRAVELLER DETAILS
	5. EXPECTED COSTS OF TRIP
	10. RECONCILIATION OF ACTUAL EXPENDITURE

	Trip Information Required
	Details
	Expense
	Quote /

Estimate
	Comments
	Credit Card
	Cash

	a. Full Name (as passport)
	
	a. Airfare
	
	
	
	

	b. Staff/Student ID
	
	b. Accommodation
	
	
	
	

	c. Staffing Position 
	
	c. Conference Fee
	
	
	
	

	d. Faculty/Area
	
	d. Incidentals
	
	
	
	

	e. Depart Date
	
	Return Date
	
	e. Car*/Taxi
	
	
	
	

	f. Purpose(s) of Travel
	
	f. Cash Withdrawal
	
	
	
	

	g. Mobile Roaming No (if any)
	
	g. Per Diem Payment
	
	
	
	

	h. Is Curtin funding any part of the trip?
	Enter Yes or No
	
	
	
	
	
	

	i.  Destination
	
	
	
	
	
	

	j. Travel Agency (s) Used
	
	Total Quoted
	
	
	
	

	Notes/Comments:
	Total Actual
	
	
	
	

	
	Variance + or –
	
	
	
	

	k. Accommodation Address(es)
	

	l. Institution(s) Visited
	


	7. 6. DETAILS OF ACCOMPANYING FAMILY MEMBERS
	Name
	Relationship
	DOB
	Name
	Relationship
	DOB

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	7. COST CENTRE (S) PAYMENT DETAILS
	

	

	Please pay my Teaching/Admin allowance into (optional)
	


	8. I attach a proposed itinerary and request approval for this trip. I acknowledge that I am aware of the insurance cover and conditions and that I have retained the emergency contact information provided by Risk Management.
	Signature
	

	
	
	Traveller (Mandatory)


	9. APPROVAL  SIGNATURES
	(Optional)
	
	(Optional)

	
	
	
	

	Heads of School/Area/Dept
	
	
	

	
	
	
	

	VC/DVC/PVC/Executive (Mandatory)
(or Approved Delegate)
	
	
	
	

	
	             Standard Air Fare Approval                   Or             Business Class Air Fare Approval
	
	Expenditure Reconciliation Approved (Mandatory)


GUIDANCE NOTES

Relevant Policies and Procedures

For Curtin’s Travel Policy and Procedures visit https://procurement.curtin.edu.au/travel/policy.cfm 
This form is to be completed and approved prior to the travel being booked. The booking can only be made or edited by a nominated Travel Facilitator. A list of Facilitators is available on the Business Travel page of the Strategic Procurement website https://travelinsurance.curtin.edu.au/facilitators.cfm 
For Corporate Travel Insurance Policy visit 

http://riskmanagement.curtin.edu.au/travel/index.cfm 

Red double bordered fields are mandatory.
Q 1 – Length of Travel. Travel Approval is required for a trip of more than 50 km from normal place of work or for an overnight stay.  This question needs to be answered for insurance purposes.

Q 2 & 3 – DFAT Category 4 or 5 Travel.  If travel is to a DFAT Category 4 or 5 Country, the traveller is to seek advice from Risk Management (Ext.3748) or visit the Risk Management at http://riskmanagement.curtin.edu.au/index.cfm before departure.
Q 4 – a. to l. Traveller Details. This information is necessary to complete the itinerary on the Travel Risk Management System (TRMS). If Curtin is funding any part of the trip, the booking is subject to Curtin’s Travel Policy. If an external agency is funding the trip and making the booking(s) the traveller is still required to complete the form and gain approval to travel and the details entered on the TRMS by the Facilitator.
Q 5 – Expected Cost of Trip. The quoted amounts to be entered and an itinerary quotation may be attached to support the application.

Q 6 – Details of Accompanying Family Members. If the traveller is to be accompanied by family members for whom he/she requires Curtin free travel insurance, these details must be completed, including date of birth. If more space is needed, use an additional sheet of paper.
Q 7 - Payment Details. If required, enter the details of the cost centre(s) to be charged. If appropriate, the traveller may also enter where payment of allowances is to be paid.
Q 8 – Request for Approval. The traveller signature is mandatory to acknowledge agreement to the conditions before submitting for approval and he/she may attach an itinerary quotation to support the request.
Q 9 – Travel Approval. Endorsed signatures can be included, if required, prior to final approval by the Nominated Travel Approver whose signature is mandatory before the Facilitator can request confirmation of the booking or make any further amendments to the booking. An up to date list of Nominated Travel Approvers and the type of travel which can be approved is available on the Business Travel page of the Strategic Procurement website https://travelinsurance.curtin.edu.au/authorisers.cfm 
Q 10 – F If the difference between actual expenses and approved amount is less than $100, the total expenses can be incurred by an approved Incurring Officer. Where the difference is $100 or greater, the additional expense must be approved by the Travel Approver.

For all overseas travel and for travel within Australia of 5 nights or longer a travel diary for Fringe Benefit Taxation purposes must be completed.
Emergency Evacuation

For travel outside Australia, the emergency number below should be retained with your travel documentation:

In the case of emergency, staff are to contact (reverse charge) the 24 hour emergency assistance service on + 61 2 9251 4298.

Please note that there is restricted cover through this insurance with regard to pre-existing medical condition.  Cover is limited where travel is undertaken against medical advice or expenses are incurred for continuing treatment, including any medication commenced prior to the departure date of the travel and which the traveller has been advised to continue during travel.

Travellers are to keep the Travel Facilitator updated with any changes to their recorded itinerary. The Facilitator is required to record any such changes on the Travel Risk Management System.
Additional Information/Conditions

1.
Travellers must carry the ISOS emergency assistance number with them at all times.

2.
Staff travelling on Curtin business are to be contactable by the University at all times.

3.
Approval to travel is under constant review and the approval provided on this form may be revoked at any time.

The completed form is to be retained in the Faculty/Area office for audit purposes.
* 
If the traveller rents a vehicle at Curtin expense, he/she must take up all comprehensive motor insurance offered by the authorised rental company whether discretionary or mandatory, against any loss or damage to the rental vehicle.
For further information on the completion of this form, contact Curtin Business Travel Manager on Ext. 2226 or travelinfo@curtin.edu.au 

For further information on Travel Insurance, contact Risk Management on Ext. 3748.
The completed form is to be retained in the Faculty/Area office for audit purposes.
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