Excerpt from University of South Australia Travel Procedures

5.5 Incidental Expenses – allowable and non-allowable
	Incidental Expenses
	Allowable
	Not allowable

	Business Expenses
	
	

	Official phone calls, faxes, etc
	√
	

	Necessary health examinations, inoculations, vaccinations
	√
	

	Necessary passports, visas and consulate fees
	√
	

	Postage
	√
	

	Necessary laundry or dry cleaning (while travelling)

	√
	

	Business calls and reasonable business internet use

	√
	

	Travel Expenses
	
	

	Compulsory exit and entry fees
	√
	

	Transport costs
	√
	

	Tips, porter fees and airport trolley hire
	√
	

	Rental car upgrades
	
	√

	Auto repairs
	
	√

	“No show” charges for hotel or car hire

	
	√

	Parking tickets or traffic violations
	
	√

	Finance Expenses
	
	

	Currency exchange rate fees/commissions
	√
	

	Charges for travellers cheques
	√
	

	Interest charges on credit cards
	
	√

	Loss Expenses – see also Travel Insurance Frequently Asked Questions
	
	

	Replacement of damaged luggage not covered by travel insurance

	√
	

	Lost baggage beyond limits of Airline/University insurance
	
	√

	Loss or theft of personal funds or property
	
	√

	Personal Expenses
	
	

	Necessary medical attention from a local doctor
	√
	

	Reasonable personal phone calls

	√
	

	Clothing or toiletry items
	
	√

	Expenses related to vacation or personal days

	
	√


	Hairdressers
	
	√

	Magazines, books, newspapers, personal reading materials
	
	√

	Mini-bar alcoholic refreshments
	
	√

	Movies (eg hotel in-house movies)
	
	√

	Personal accident insurance
	
	√

	Personal automobile routine maintenance/tune-ups
	
	√

	Personal entertainment, including sports events
	
	√

	Personal property insurance
	
	√

	Personal telegrams/faxes
	
	√

	Personal telephone calls in excess of reasonable calls home
	
	√

	Souvenirs or personal gifts
	
	√

	Other Expenses
	
	

	Tours

	May be covered by University by negotiation with the Director prior to departure.

	Work related gifts
	Corporate gifts are available from Julie Freytag – other gifts by negotiation with the Director prior to departure.

	For overseas travel where a weekend stay is necessary to meet business needs, standard accommodation & meals are allowable
	√
	


� It is expected that staff on travel greater than 7 nights or in difficult climates will need to use laundry or dry cleaning services.


� It would be helpful to inquire what the hotel charges are prior to using the internet to connect to the University.


� May be allowed in extenuating circumstances


� Where reasonable (to equal value) or the purchase of additional suitable luggage for the purpose of undertaking University business.


� It is considered reasonable for staff to telephone home upon arrival at their destination, or when changing accommodation or location, particularly overseas.  Staff should bear in mind the frequency and duration of their calls and the associated costs to their School/Unit.  Individuals will be responsible for excessive personal telephone calls.  Staff are advised to consult with the cost centre relevant authorised Supervisor prior to travel.


� Taken before, during, or after a business trip.


� FBT applicable.  As a guide, FBT effectively doubles the cost of these expenses.





