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	UNIVERSITY OF SOUTH AUSTRALIA
Exceptions to Business

Travel Authorisation Form

This is an Internal Division of Business document                            V3 as at 31/08/11



	Please Indicate what type of authorisation you are applying for

( Associated  Private Travel  - Authorisation Required by HOS/Head of Unit and Rex Jones (ref FBT notes below)  
                         and / or

( Travelling with a Spouse, Partner and Dependant - Authorisation Required by HOS/Head of Unit and PVC.


	PASSENGER DETAILS (please print)

	Name:
	
	Area:
	

	Purpose of Trip - UniSA Business
	


	ITINERARY DETAIL If you have further travel details please attach a separate sheet

	Dates – from/to

NB – If stay in a location is mix of  business + private then please indicate private/business dates separately
	Location
	For the travel sector, identify if private or

UniSA
	Reason(s) for UniSA Travel 

eg Teaching HKBBus


	Indicate which sector(s) accompanied by spouse/ partner/ dependant by YES or NO
	Days in location *do not include travel days – record Travel days on separate line
	Approval

Required – show “REQ’D” against applicable sectors

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


**

	SUPPORTING DOCUMENTATION:  Must be attached to this form 

	Itinerary
	Attach a copy of flight arrangements

	For  Conference attendance
	Attach a copy of conference agenda 

	For  Research Activities
	Attach a diary of proposed activities – day x day basis

	Please provide any other information you feel is relevant to aid in the approval of this authorisation form.  


	DECLARATION

	Staff Member: 

· I confirm that any costs associated with private travel arrangements are to be paid by me and not the University unless otherwise approved. 

· I understand that any travel arrangements and associated costs for my Spouse, Partner or Dependant must be arranged by my self directly with the Travel Agent. Insurance queries should be directed to UniSA insurance office.

· I must receive approval from an SMG member for spouse /partner or dependant travel

· Any additional cost incurred including FBT must be repaid to the University



	Signature
	Name (please print)
	Date


	FBT ASSESSMENT  - DIV BUE MANAGER BUSINESS AND FINANCE TO ACKNOWLEDGE

	FBT Liability                 (  Yes    (  No
	Proportion of business sector flights 
payable by traveller to avoid FBT 
	                           %

	Signature


	Name: Rex Jones
	Date


	AUTHORISATION  - HEAD OF SCHOOL /  HEAD OF UNIT (eg Division Manager) 

	HOS or Head of Unit Approval                 (  Yes    (  No

	Signature


	Name (please print)
	Date


♦ Please note: The SMG Member will not sign this form until the Head of School/Head of Unit has signed.

	AUTHORISATION  - SENIOR MANAGER GROUP MEMBER

	SMG Approval                 (  Yes    (  No

	Signature


	Name (please print)
	Date


	INSTRUCTIONS

	1. Complete and sign form, if you have private  travel attached to your business trip please and then forward this form to Rex 
    Jones Div BUE Manager: Business and Finance for FBT liability assessment. See Notes FBT below.  

2. Ensure you have attached supporting documentation pertaining to your UniSA business travel if travel is for purpose other than teaching.

3. On receipt of the signed form from Rex Jones please forward to HOS for signature (if not travelling accompanied proceed to point 6)

4. **If travelling accompanied - forward to PVC office for SMG member approval

5. PVC office will return this form to the travelling staff member

6. Staff member to fax the approved form to TSS Travel- FAX NO 8302 9034



♦ TSS Travel will not confirm/book any Travel until this form has been received signed and travel is approved. 

Notes:
FBT applies to travel where the private portion of the travel is equal to or exceeds 50% of the entire travel. To determine if FBT applies you must account for all days and indicate whether they are private or work related travel days. If your private travel days are equal to or exceed 50% of the entire journey, your travel will need to be evaluated. This evaluation will occur on a case by case basis however the following instructions will give you an indication for what additional expenses you may be liable.
For further information on your individual case you should consult with Rex Jones: Manager Business and Finance, Division of Business.

How do I determine what is Business, Private and Transit?

· What is a “Business Day”?
University business is defined in the travel guidelines as:
- University representation (e.g. member of the AVCC, ATN meetings);

- Overseas and regional program delivery;

- Administration (e.g. appointment process, external reviews, collaborative arrangements);

- International marketing and recruitment activities;

- Research interactions; and

- Conferences/PEP/Graduations.

It is appropriate to also include unavoidable time spent between business activities:

- Weekends & public holidays (generally where occurring between two business days only);

- Days only spent in a location due to flight times and availability;

- Days only spent in a location due to practicalities;

- Required rest and/or recovery days for long flights (subject to specific approval).
· What is a “Private Day”? 
All other travel is by definition private.

· Treatment of Transit Days
Transit days are days in which you are actively travelling from one location to another.  Transit days may be Business or Private.  Travelling to a business location is a Business day.  Note that any Transit days in which a business activity also occurs should be classified as Business.
If travelling to or from a location where no business activity occurs at all (i.e. for a purely private purpose) this is a Private Transit day – this includes a stop off on the way to a business location where that stop off is not required for business reasons.

When does FBT apply?

The University applies the following principles:
If Private days are less than Business days, No FBT. This is because the private purpose is merely incidental to the business purpose. For example, if I have a conference for 4 days, and I spend three days on private leaves, there is no FBT consequence, and I do not need to reimburse the University for any of the flight costs. 
If Private days are equal or greater than Business days, then the private travel is more than merely incidental. At this stage, the Business purpose and the Private purpose have equal weight. A 50% reimbursement of flight costs is required from the staff member. If the staff member does not reimburse FBT will be payable on the 50% private portion. 
If Private Days are double the number of Business Days (or greater), then private travel is the dominant purpose. The amount of staff reimbursement is calculated on a proportionate basis. If no reimbursement, then the proportionate private amount will be subject to FBT. For example, a traveller books a trip to London for 5 days business, and 12 days private. The staff member must reimburse 12/17 or 71% of the flight costs.                   Further information can be found at: http://www.unisa.edu.au/fin/tax/fbt/fbt_travel.asp 

Insurance

The University will provide Travel Insurance for private travel taken in conjunction with University business travel providing the private component does not to exceed 50% of the absence.  If you are unsure about the private component % of your travel or require insurance for your spouse please contact the UniSA Insurance office.

Travel Insurance contact information & FAQ’s: http://www.unisa.edu.au/fin/insurance/faqstravelinsurance.asp
_1269248175

