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Business Travel Policy
Purpose
This policy document is to outline the conditions under which all employees travel should be approved and booked. It applies to any travel partaken on behalf of the business including domestic and international travel.
The purpose of this policy is to ensure that:
· Executives, managers and employees have a clear understanding of the requirements of this policy in relation to travel protocols and administration;
· The business maximises its ability to negotiate discounted rates with preferred suppliers;
· Employees are provided with the best available service at the lowest possible cost; and
· Effective, efficient and consistent travel management is introduced across the business. 
Definitions
Business Expenses means reasonable business expenses incurred by staff in the course of performing their official duties. These include travel, meals, accommodation, hospitality, etc.
Business Travel required for the needs of the business and authorised by a person with appropriate delegations of authority and segregation of duties.
Domestic Travel refers to travel within Australia
Ground Travel refers to travel by road or rail
Hospitality means the provision of food, beverage, accommodation, transportation and other amenities at the expense of the business to person who are not employed by the company
International Travel refers to travel outside of Australia
Receipt or Tax Invoice is an original document which includes details of the issuer, the expenditure, amount (inclusive or exclusive of GST), date and indication of proof of payment
The Business refers to [Company Name]
Traveller refers to the person undertaking the travel


Scope
This policy applies to all executives, employees and contractors of the business (referred to as staff in this policy)
Responsibilities
It is the responsibility of Management to ensure that:
· Staff, contractors and volunteers are aware of this policy;
· Appropriate controls are in place to ensure that appropriate application of this policy and
· Any breaches of the policy coming to the attention of management are dealt with appropriately.
It is the responsibility of all employees to ensure that travel for business purposes conforms to this policy. 
Travel Approval
Domestic Travel
All domestic travel and associated expenses (i.e. employer expenses) should be approved in advance as follows:
· CEO: by the Board of Directors
· Executives: by the CEO
· Employees: by their manager (in accordance with their Position Description)
International Travel
All international travel and related expenses require pre-approval from the CEO or the Board of Directors.
Reimbursable Travel Expenses
The business’s preferred method of payment for business travel expenditures is through the <insert payment options>. Further information, eligibility and limits are provided in Appendix A of this document. All other expenses incurred whilst travelling such as meals and taxis will be reimbursed as per the staff reimbursement procedures and upon submission of support documentation.
It is the businesses policy to not pay per diems but cover the cost of actual travel expenditures incurred by the executives and employees and these will be reimburse in accordance with the requirements of this policy.
Supporting Documentation
Whether processed through the organisation’s purchasing system or staff reimbursement, all individual business expenditure items must have appropriate supporting documentation. The documentation provided must be in accordance with ATO requirements, which include provision of an itemised receipt (or tax invoice for all purchases). If the business expense includes hospitality or payment for more than one staff member, the receipt of tax invoice should be annotated to indicate the names of the persons in attendance.
Exclusions
Travel excluded from this policy are:
· Personal travel;
· Travel on behalf of other organisations; and
· Any travel not approved by the health service.
Breaches of the Policy
Conduct which violates this policy is considered to be outside the scope of a person’s employment or engagement and could significantly damage the health service and expose it to unintended legal and commercial liabilities. Individuals who breach this policy are subject to appropriate disciplinary action by the business including, but not limited to one or more of the following;
· Counselling;
· Further training and development;
· Demotion;
· Suspension;
· Warning;
· Termination of employment (with or without notice or any payment); or
· Termination of engagement (in the case of contractors)
In some circumstances, the business may also report the person’s conduct to external authorities such as the Independent Broad-based Anti-Corruption Commission, police and the Department for appropriate action.
Implementation
This policy is not to be considered in isolation. It is to be read in conjunction with all related policies and other documents, including, but not limited to, these specifically listed in the body of this policy. This policy is not contractual and does not confer any entitlement. The business reserves the right to review, change, update, or withdraw this policy. Compliance with this policy is mandatory; however this policy does not impose any binding obligations on the business. Persons who have employees or contractors reporting to them should take all necessary steps to ensure such individuals know, understand and follow this policy.
Guidelines
Meals
The business will reimburse employees for the cost of meals when travelling or attending to business up to the maximum amount listed in the Australian Taxation Office’s Taxation Determination (TD 2022/10) which can be found on the ATO website
The costs per day based on region of stay can be found in Appendix 1 and is based on the income of the employee. 
A tax invoice which includes the details of the issuer, the expenditure, amount (inclusive or exclusive of GST), date and indication of proof of payment is required for reimbursement. 
Alcohol
Alcohol is not an allowable expense under this policy. Any consumption of alcohol during a meal, whilst providing hospitability or from a hotel mini bar should be invoiced separately or itemised and paid as a personal expense. 
Accommodation
In general, employees should not travel a distance exceeding 350 kilometres, and return in one day, unless a relief driver is available. If no relief driver is available, accommodation at destination is to be provided.
All bookings for accommodation must be made in advance where possible. The business executives and employees should use the most economical accommodation available (generally a standard quality hotel room) that is conveniently located to the worksite/event/meeting being attended. Where practical, same-sex employees should be roomed together.
For stays longer than 7 days, the business encourages bookings into apartments rather than hotels. In these circumstances rooms may not need daily servicing and facilities for meals can be made available for more economical stay. 
When reservations have been made and a change in itinerary prevents the Traveller honouring the reservation, the Traveller must exercise all care in ensuring that the booking is cancelled in a timely manner. 
Any ‘no-show’ charges will not be borne by the business unless supported by a qualified reason in writing to the relevant approver who approved the travel. 
Guidelines for acceptable costs of accommodation has been listed in Appendix 2 and is based on the employees’ level of income.
Ground Travel
Travel between home or office and airport and other local business locations should be conducted by public transport, car or taxi. Where this policy allows, parking and tolls to be reimbursed requires no preapproval.
Car Rentals
Car rental must be included in the travel requests and approved prior to travel. Cars should be rented by employees only when other means of transportation is unavailable, more costly or impractical, The use of a rented car must be justified as a business need and not as a matter of personal convenience.
Car Rental Policy
The business will negotiate with Car Hire companies on your behalf where required.
All rentals must be for the intermediate size cars or smaller, unless three or more people are travelling together. Any departure from the policy requires the written approval of the <insert title>.
Car Rental Insurance
For car rentals, optional insurance coverage is not required and is not reimbursable, as the business has pre-arranged such coverage.
Refuelling
Employees are encouraged to refuel the rental cars before returning them to the supplier to reduce the refuelling cost to the business.
Taxis
Taxis should only be used for business journeys where:
· Large, heavy or bulk baggage is being transported;
· A journey is to or from a work site, business, hotel or airport in where the use of a personal or hire vehicles is not available. 
· To ensure personal safety or wellbeing;
· The combined cost of fuel and parking at an airport exceed the taxi costs; or
· There is a valid business reason and pre-arranged approval by the required parties
The use of chauffeured luxury vehicles should be avoided. In instances where this type of transport is used, additional justification must be provided to show why it was necessary and represented value for money to the organisation.
Parking
The cost of parking whilst on business related travel is reimbursed. Valet parking is considered a personal expense and will not be reimbursed. The exception is where a Traveller has a valid business reason; this reason should be included in the expense report. 
Wherever possible, executive and employees should seek an economical parking arrangement (e.g., early-bird or pre-booking).
Driving and parking infringement penalties are not reimbursable. 
Air Travel
Travel Booking
The lowest logical and practical airfare available at the time should be utilised regardless of Frequent Flyer and airline membership. Advance purchase (2+ weeks) of tickets is strongly encouraged to take advantage of the lower tariffs. 
For flights over 3 hours, extra leg room or premium economy is to be purchased where the Traveller would be in discomfort if placed in standard economy for this length of time. 
Due to the impacts of the COVID-19 pandemic on travel, minimal layovers should be chosen and airlines with lower rates of cancellation/delays should be chosen to reduce the impacts on the Traveller. Where possible book direct to the nearest airport and hire car should be arranged over stopovers resulting in a closer airport option. 
A Traveller wishing to upgrade from economy to business class using points, dollars or both can do so at their own expense. 
Prohibition
Executives and employees must not change air tickets to a lower class to fund their partner or any other family member to travel with them, or to use the difference in costs for any other person benefits.
Where an executive or employee chooses to book their own flights that conflict with this policy, the cost to cover changes to travel arrangements due to cancellations/delays will not be reimbursed. 
Last Minute Changes to Itinerary
Changes to itinerary attract additional service fee. If the time for the conclusion of the business trip is not known, it is recommended that a flexible fare be booked for the return flight in order to avoid itinerary change fees. However, if there is a last-minute change to the Traveller’s itinerary and a seat is not available on the flight needed (being the same airline), then a change is permitted to the Traveller’s booking to another airline provided it is practical and economical. 
Traveller’s Responsibility
It is a Traveller’s responsibility to:
· Check the itinerary to ensure the booking is correctly made; and
· Allow appropriate time to transfer to and from the airport to catch a flight and arrive at the planned destination.
Baggage Loss
If an airline loses the Traveller’s baggage, it is the responsibility of the Traveller to contact the airline directly. In most cases the airline will reimburse the Traveller for the loss on a per kilo basis. 
Travel Combining Business and Pleasure
If a Traveller is combining a business trip with personal travel then the Traveller must notify the relevant approver prior to travel. If there is a difference in fare, the expense is to be paid by the Traveller. Clear evidence of the business need to travel must be provided to ensure transparency that the business component of the travel provides is a recognisable benefit to the business.


Related Documents
· Staff Reimbursement Policy
· Business Expense Policy
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Appendices
Appendix 1 – Reasonable Expense Amounts for Domestic Travel 
	Employee's annual salary $133,450 or below

	Place
	Breakfast ($)
	Lunch ($)
	Dinner ($)
	Incidentals ($)
	Total p/day ($)

	All Capital Cities
	29.90
	33.65
	57.30
	21.30
	142.15

	High-cost country centres (Table 1)
	29.90
	33.65
	57.30
	21.30
	142.15

	Tier 2 country centres (Table 2)
	26.80
	30.60
	52.75
	21.30
	131.45

	Other country centres
	26.80
	30.60
	52.75
	21.30
	131.45

	Employee's annual salary $133,451 to $237,520

	Place
	Breakfast ($)
	Lunch ($)
	Dinner ($)
	Incidentals ($)
	Total p/day ($)

	All Capital Cities
	32.55 
	46.00 
	64.50 
	30.50 
	173.55

	High-cost country centres (Table 1)
	32.55 
	46.00 
	64.50 
	30.50 
	173.55

	Tier 2 country centres (Table 2)
	29.90 
	30.60
	59.60
	30.50
	150.60

	Other country centres
	29.90 
	30.60
	59.60
	30.50
	150.60

	Employee's annual salary $237,521 or above

	Place
	Breakfast ($)
	Lunch ($)
	Dinner ($)
	Incidentals ($)
	Total p/day ($)

	All Areas
	38.20
	54.05
	75.65
	30.50
	198.40





Table 1 – High-Cost Country Centres
	Place
	State
	Place
	State
	Place
	State
	Place
	State
	Place
	State

	Albany
	WA
	Carnarvon
	WA
	Geraldton
	WA
	Maitland
	NSW
	Queenstown
	TAS

	Alice Springs
	NT
	Castlemaine
	VIC
	Gladstone
	QLD
	Mount Gambier
	SA
	Rockhampton
	QLD

	Armidale
	NSW
	Chinchilla
	QLD
	Gold Coast
	QLD
	Mount Isa
	QLD
	Roma
	QLD

	Ballarat
	VIC
	Christmas Island
	WA
	Gosford
	NSW
	Mudgee
	NSW
	Shepparton
	VIC

	Bathurst
	NSW
	Cobar
	NSW
	Griffith
	NSW
	Muswellbrook
	NSW
	Swan Hill
	VIC

	Bega
	NSW
	Cocos (Keeling) Island
	WA
	Halls Creek
	WA
	Newcastle
	NSW
	Tennant Creek
	NT

	Benalla
	VIC
	Coffs Harbour
	NSW
	Hervey Bay
	QLD
	Newman
	WA
	Toowoomba
	QLD

	Bendigo
	VIC
	Colac
	VIC
	Horn Island
	QLD
	Nhulunbuy
	NT
	Thursday Island
	QLD

	Bordertown
	SA
	Dalby
	QLD
	Horsham
	VIC
	Norfolk Island
	NSW
	Townsville
	QLD

	Bourke
	NSW
	Dampier
	WA
	Jabiru
	NT
	Northam
	WA
	Wagga Wagga
	NSW

	Bright
	VIC
	Derby
	WA
	Kalgoorlie
	WA
	Nowra
	NSW
	Wangaratta
	VIC

	Broken Hill
	NSW
	Devonport
	TAS
	Karratha
	WA
	Orange
	NSW
	Weipa
	QLD

	Broome
	WA
	Dubbo 
	NSW
	Katherine
	NT
	Port Hedland
	WA
	Whyalla
	SA

	Bunbury
	WA
	Emerald
	QLD
	Kununurra
	WA
	Port Lincoln
	SA
	Wilpena-Pound
	SA

	Bundaberg
	QLD
	Esperance
	WA
	Launceston
	TAS
	Port Macquarie
	NSW
	Wollongong
	NSW

	Burnie
	TAS
	Exmouth
	WA
	Lismore
	NSW
	Port Pirie
	SA
	Wonthaggi
	VIC

	Cairns
	QLD
	Geelong
	VIC
	Mackay
	QLD
	Queanbeyan
	NSW
	Yulara
	NT


Table 2 – Tier 2 Country Centres
	Place
	State
	Place
	State
	Place
	State

	Albany
	NSW
	Gunnedah
	NSW
	Port Augusta
	SA

	Ararat
	VIC
	Hamilton
	VIC
	Portland
	VIC

	Ayr
	QLD
	Innisfail
	QLD
	Renmark
	SA

	Bairnsdale
	VIC
	Inverell
	NSW
	Sale
	VIC

	Ceduna
	SA
	Kadina
	SA
	Seymour
	VIC

	Charters Towers
	QLD
	Kingaroy
	QLD
	Tamworth
	NSW

	Cooma
	NSW
	Maryborough
	QLD
	Taree
	NSW

	Cowra
	NSW
	Mildura
	VIC
	Tumut
	NSW

	Echuca
	VIC
	Nambour
	QLD
	Warrnambool
	VIC

	Goulburn
	NSW
	Naracoorte
	SA
	Wodonga
	VIC

	Grafton
	NSW
	Narrabri
	NSW
	
	





Appendix 2. - Reasonable Accommodation Amounts for Domestic Travel 
	Employees annual salary
	$133,450 or below
	$133,451 to $237,520
	$237,521 or above

	Place
	$
	$
	$

	Adelaide
	157
	208
	209

	Brisbane
	175
	257
	257

	Canberra
	168
	246
	246

	Darwin
	220
	293
	293

	Hobart
	147
	196
	196

	Melbourne
	173
	228
	265

	Perth
	180
	245
	265

	Sydney
	198
	264
	265

	High-cost country centres
	see Table 3
	see Table 3
	195*

	Tier 2 country centres (refer Table 2)
	134
	160
	

	Other country centres
	121
	145
	

	*or the relevant amount in Table 3 if higher





Table 3 – High-Cost Country Centres Accommodation Expenses
	Place
	State
	$
	Place
	State
	$
	Place
	State
	$

	Albany
	WA
	179
	Dubbo 
	NSW
	148
	Newman
	WA
	239

	Alice Springs
	NT
	150
	Emerald
	QLD
	156
	Nhulunbuy
	NT
	230

	Armidale
	NSW
	147
	Esperance
	WA
	162
	Norfolk Island
	NSW
	190

	Ballarat
	VIC
	159
	Exmouth
	WA
	190
	Northam
	WA
	189

	Bathurst
	NSW
	141
	Geelong
	VIC
	149
	Nowra
	NSW
	147

	Bega
	NSW
	145
	Geraldton
	WA
	165
	Orange
	NSW
	176

	Benalla
	VIC
	143
	Gladstone
	QLD
	155
	Port Hedland
	WA
	175

	Bendigo
	VIC
	140
	Gold Coast
	QLD
	209
	Port Lincoln
	SA
	170

	Bordertown
	SA
	149
	Gosford
	NSW
	145
	Port Macquarie
	NSW
	170

	Bourke
	NSW
	165
	Griffith
	NSW
	138
	Port Pirie
	SA
	150

	Bright
	VIC
	167
	Halls Creek
	WA
	170
	Queanbeyan
	NSW
	139

	Broken Hill
	NSW
	152
	Hervey Bay
	QLD
	157
	Queenstown
	TAS
	136

	Broome
	WA
	220
	Horn Island
	QLD
	295
	Rockhampton
	QLD
	139

	Bunbury
	WA
	157
	Horsham
	VIC
	154
	Roma
	QLD
	146

	Bundaberg
	QLD
	147
	Jabiru
	NT
	216
	Shepparton
	VIC
	150

	Burnie
	TAS
	164
	Kalgoorlie
	WA
	172
	Swan Hill
	VIC
	154

	Cairns
	QLD
	163
	Karratha
	WA
	215
	Tennant Creek
	NT
	146

	Carnarvon
	WA
	156
	Katherine
	NT
	162
	Toowoomba
	QLD
	144

	Castlemaine
	VIC
	146
	Kununurra
	WA
	204
	Thursday Island
	QLD
	258

	Chinchilla
	QLD
	143
	Launceston
	TAS
	143
	Townsville
	QLD
	143

	Christmas Island
	WA
	198
	Lismore
	NSW
	144
	Wagga Wagga
	NSW
	154

	Cobar
	NSW
	144
	Mackay
	QLD
	161
	Wangaratta
	VIC
	158

	Cocos (Keeling) Island
	WA
	331
	Maitland
	NSW
	163
	Weipa
	QLD
	190

	Coffs Harbour
	NSW
	148
	Mount Gambier
	SA
	142
	Whyalla
	SA
	145

	Colac
	VIC
	138
	Mount Isa
	QLD
	168
	Wilpena-Pound
	SA
	193

	Dalby
	QLD
	177
	Mudgee
	NSW
	164
	Wollongong
	NSW
	158

	Dampier
	WA
	175
	Muswellbrook
	NSW
	157
	Wonthaggi
	VIC
	160

	Derby
	WA
	170
	Newcastle
	NSW
	185
	Yulara
	NT
	440

	Devonport
	TAS
	158
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