TRAVEL PROCEDURES
1. A business travel request form is to be completed for all travel and signed by your supervisor and co-signed by the Director or Deputy Director giving a clear indication of the purpose of the trip and the dates involved prior to any booking being made.  This includes any travel arrangements being organized by a third party (sponsor etc) as authorization must still be obtained.  This applies to all staff and students.  The form should also outline any leave to be taken during this period.
2. For international travel it is compulsory for the traveller to complete the overseas business form and print a hard copy to give to Julie Freytag, Kathy Prohaska or Tracy Greeneklee together with the business travel request form.
3. It is the responsibility of University travellers to ensure that they have the required inoculations when travelling on official University business. The Travel Doctor provides information on medical requirements.  The University will meet the cost for inoculations where they are required for business purposes and has arrangements with Traveller’s Medical and Vaccination Centre (TMVS) for this purpose.  If this is required please complete the necessary medical request paperwork.
4. If a cash advance is required then a cash advance approval form must be completed and submitted with the business travel request form. Take special note that the University’s Accounts Payable Department require a minimum of 14 days notice to process a cash advance.
5. To enable the cash advance to be acquitted a cash advance record form must be completed within 7 days of return (a separate form is required for each different currency).  This enables the IWRI finance staff to process and submit the paperwork to UniSA Finance within the 14 day time limit.  The paperwork relating to each currency should be stapled to the back of the form and be in the same order as they appear on the front of the form. Please ask for a tax invoice for any Australian expenses - credit card receipts are not tax invoices and are unacceptable without the tax invoice.  You may also need to submit a completed business travel record form if away for 6 nights or more that outlines activities for each day.
6. If a cash advance was not obtained then a reimbursement record form must be completed and the same conditions apply as per Item 5.
7. The cost of meals and accommodation must be reasonable and within UniSA guidelines:  Australian Rates
International Rates
8. Reimbursement of incidental costs is allowable under travel guidelines.  Please refer to the UniSA Travel Guidelines (Item 5.5) for all allowable and non-allowable expenses.
9. An invoice request form must be completed if any charges are to be invoiced to a third party.  Written authorization must be obtained from them prior to travel bookings being made showing that they will accept the charges.
10. Any gifts to be taken to sponsors etc must be authorized by the Director prior to travelling.  The cost of purchasing unauthorized gifts will not be reimbursed.  Please see Julie Freytag when booking travel as The Wark has a supply of corporate gifts for this purpose.
11. Any personal travel or recreation leave during the period of travel must be clearly indicated and a recreation leave form must be submitted with the business travel request form.  This applies to both staff and students.
12. Personal or private travel (non University business) may be permitted in conjunction with pre-approved business travel, providing;
•
The purpose of the travel is properly documented prior to the commencement of travel;

•
The absence is convenient to the cost centre and the appropriate leave form has been completed and authorized by the relevant supervisor.
The personal/private travel component and associated costs are to be booked and paid for separately by the traveller and must not be charged to the University.  The University rules are stringent, and have tightened up considerably, and we are now no longer able to invoice the traveller.  Your leave component still needs to be noted on the business travel request form and Overseas Business Form for insurance purposes.
The University will provide travel insurance for incidental personal/private travel taken in conjunction with University business travel but the personal/private travel component is not to exceed 50% of the absence.
13.
Staff and students must receive prior approval from the Director if you wish for your spouse, partner or dependant to accompany you on any UniSA business travel.  Any additional cost for the staff member (including any associated FBT) must be met by the employee, whilst all costs associated with spouse, partner and dependants must be met by the staff member or student. This includes the additional costs of upgrading accommodation to cater for extra persons.   If travel incorporates any additional person traveling who is not doing so on official IWRI business (eg family member) then Julie or Kathy can make the booking for the additional person but the travel agency will be made aware of the fact that the additional person is traveling privately and that this cost will be paid for privately by the staff member and is not to be billed to the University.

