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TRAVEL DIARY
This travel diary is for the use of Non-Staff and Students only
Staff are required to submit travel diaries through the university EMS

	NAME
	
	

	ORGANISATIONAL UNIT
	
	

	TRAVEL REQUEST NUMBER
	
	

	
	
	


PRIVATE TRAVEL

The University will not pay for any personal or private expense incurred while undertaking University travel.  Where supporting documentation shows that a staff member received University funds for personal/private use, an FBT liability will arise. In such cases, the traveller must repay to the University the private expense/component to negate the FBT liability.
Where an amount charged to the University is deemed to be Private and also includes GST, the amount repaid to the University must be calculated on the GST-inclusive cost.  Such repayments will therefore include GST.
Any private travel days and personal component of travel must be declared when completing the travel diary and must be recorded as leave in compliance with HR policies. 

Travellers must identify and repay any travel expenses incurred by the University that are deemed personal/private in nature.
FMPM 741 Procedure - Travel  
FMPM 731 Taxation - Procedure (Fringe Benefits Tax). 
	Please indicate below the Private component included in this travel that has been paid for by the University (Incidental Private Travel can be ignored) 

Circle / Complete as necessary

	$NIL
	or other 
	$
	*
	(GST inclusive)

	
	
	
	
	


*Where an amount is shown above, a Receipt must be attached that shows that this amount has been repaid to the University.
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EXPLANATORY NOTES - TRAVEL DIARIES

Any Non-Staff or Student must keep a Travel Diary for travel that:

· is outside Australia, 

· includes an element of Private Travel, or

· is for more than 5 consecutive nights duration.

Please ensure that the travel diary is completed, signed and returned to the relevant Finance and Procurement team in the relevant Faculty/Division along with the completed Travel Requisition prior to the travel occurring.  You should also keep a copy of the travel diary.
All Non-Staff and Students must submit a manual/paper Travel Requisition to the Head of the Organisational Unit, or higher authority, for approval prior to undertaking travel. The approved requisition must then be forwarded to the relevant Finance and Procurement team in the relevant Faculty/Division.

If an activity is not included in the Travel Diary entry, the activity will be deemed to be Private.
Complete the Travel Diary for each day of travel inclusive of weekends and private travel component.  Where the nature of the activity is the same for a period of days (eg. Attend Conference for 3 days), the traveller may complete one line of the itinerary for that period of time.  Where there is more than one activity on a day (eg. Attend Seminar and Attend Meeting), each different activity for that day must be entered on a separate line.

The Location of Activity should indicate, at a minimum, the city and country that the main activity is/was undertaken.

On completion of the travel, Non-Staff and Students will be required to endorse the Travel Diary which includes, if necessary, variations to the original Travel Diary within a short period of return.  
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TRAVEL DIARY

	NATURE OF ACTIVITY
	START DATE
	START TIME
	FINISH DATE
	FINISH TIME
	LOCATION OF ACTIVITY

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	SIGNATURE
	
	

	DATE
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