Domestic Travel Approval Request Form (Press Tab to move between fields)

Authorised forms to be retained by Budget Centre

Section 1:  To be completed for all domestic travel
	Name&Position:
	     

	School/Section:
	     

	Purpose of Travel:
	     

	Insurance:
	Does the travel method or destination require notification to our insurer (eg. charter flights, etc)?

  FORMCHECKBOX 
  Yes   FORMCHECKBOX 
 No   If yes, refer to http://www.utas.edu.au/docs/fin_services/insurance/travel.html

	Teaching / Supervision / 
	Arrangements have been made regarding my teaching during this period                     FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 Not applicable

Arrangements have been made for supervision of postgraduates during this period      FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 Not Applicable


(Itinerary) Travel for more than 5 nights will require submission and authorisation of travel diary on completion of travel.  

	Date(s)
	Location
	Activities

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


(Travel Summary)
	No of working days for travel
	     
	No of working days for recreation leave
	     

	No of working days for assigned duties
	     
	No working days with no assigned duties, ie between engagements
	     

	Total Days
	     
	
	


(Estimated Costing) 

	Airfares:
	$     
	Project No. or Name
	     

	Accommodation
	$     
	Project No. or Name
	     

	Conference Regn:
	$     
	Project No. or Name
	     

	Other Expenses:
	$     
	Project No. or Name
	     

	Total:
	$     
	Project No. or Name
	     

	Travel Class:
	       
(complete Section 2 for travel class other than economy for ‘other staff’ as per Travel Policy (Class of Travel paragraph)

	 FORMCHECKBOX 
I certify that the above information is correct and that any expenses for which I have sought approval have not been met, in whole or in part, by any other party.


Authorisation for travel
refer
http://www.utas.edu.au/docs/fin_services/policies/policy_11-10_2.html
	Signed and Dated: 

(Employee)
	Signed:
	Date:

	Noted and Approved: 

(Head of School/Section)
	Signed:
	Date:

	Noted and Approved: (if required)

(Dean/Head of Division) 
	Signed:
	Date:

	Noted and Approved for Dean’s Travel:

(Deputy Vice-Chancellor)
	Signed:
	Date:

	Approved for members of senior executive (Deputy Vice-Chancellor)
	Signed:
	Date:


If approval is sought for domestic travel under Section 1 only, no further action is required.

Section 2:  Travel class other than economy class
Refer to the Travel Policy at: http://www.utas.edu.au/docs/fin_services/policies/policy_11-10.html
The University requires that all travel by air on official University business will be at economy class rates with exceptions for Vice-Chancellor, Deputy Vice-Chancellor, Pro-Vice Chancellors, Executive Director Finance and Administration, Deans of Faculty, Heads of Institutes, or staff at or above an equivalent level.  Other staff may seek approval for travel class other than economy for a particular journey on a case by case basis. 

	Basis for travel class other than economy class:      

 FORMTEXT 
     


	Approved for travel class other than economy class: (Vice-Chancellor or Executive Director Finance and Administration)
	Signed:
	Date:
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