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

Section 1:  Compulsory for all employees (incl UTAS funded family members) and students, as well as other travellers funded by UTAS
	Name&Position:
	     

	School/Section:
	     

	Purpose of Travel:
	     Detailed description is required, please refer Appendix A for supporting documentation requirements
(complete Section 2 for travel for other than scholarly activities, eg marketing)

	Insurance:
	Does the travel method or destination require notification to our insurer (eg. Antarctica travel, 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)
	City
	Country
	Activities

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


(Travel Summary)
	No of working days for travel
	     
	No of days annual leave / private travel days (annual leave  to be booked in web kiosk)
	     

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

	Total Days
	     
	Please refer to Private Travel Guidelines if undertaking private travel
	     


(Estimated Costing)  Note airfares must be booked through UTAS travel managers – Andrew Jones Travel or Travel Studio
	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 3 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.


(Advice from Department of Foreign Affairs and Travel)  http://smartraveller.gov.au/
	Review information on the country (ies) to be visited at the DFAT website and complete whichever of the following declarations is appropriate.   

	 FORMCHECKBOX 
 I confirm that I have checked the DFAT website and it contains no warnings or travel advisory notices in relation to the cities / regions/countries I propose to visit.  I confirm that I will re-check the DFAT website immediately before departure.

	 FORMCHECKBOX 
I confirm that I have checked the DFAT website and it contains the following warnings or travel advisory notices in relation to the cities/regions/countries I propose to visit.  (Provide details of warning and why travel is essential at this time) 

      
Please refer to Appendix B for information on DFAT warning levels 


(Approval is sought under the following sections – check/tick as applicable)
	 FORMCHECKBOX 
Section 1 – (standard international travel)
	 FORMCHECKBOX 
Section 2 – (travel other than scholarly activities)
	 FORMCHECKBOX 
Section 3 – (travel other than economy class)


Authorisation for travel
refer
http://www.utas.edu.au/docs/fin_services/policies/policy_11-10_2.html
	By signing this form, I agree that I have read and will comply with the UTAS Travel Policy, including the use of UTAS Travel Agents,travel will not be confirmed or paid for until authorisation for travel has been provided and annual leave will be booked in WebKiosk  ( Employee)
	Signed:
	Date:

	Noted and Approved: 

(Head of School/Section)
	Signed:
	Date:

	Noted and Approved Incl travel to countries with DFAT warnings 1 to 2: 

(Dean/Head of Division) 
	Signed:
	Date:

	Approved for Dean’s travel or travel to countries with DFAT warning  3 to 4: 
(Provost)
	Signed:
	Date:

	Approved for members of senior executive (Provost)
	Signed:
	Date:


PLEASE ADVISE ANY PRE-EXISTING MEDICAL CONDITIONS TO INSURANCE OFFICE (EXT: 3514)
Please ensure form is signed by HoS and Dean/HoD prior to forwarding to Provost for DFAT warnings 3 to 4
If approval is sought for international travel under Section 1 only, no further action is required.
Please return authorised form to Budget Centre. 

Travellers, please remember to download International SOS Travel Card for medical, security advice or assistance.  Frequent travellers can obtain an International SOS Travel Card by emailing Shane.Talbot@utas.edu.au your mail box or bag number.
Section 2:  Travel other than scholarly activities eg marketing 

Refer to International Travel for other than Scholarly Activities Policy at: http://www.admin.utas.edu.au/hr/policies/int_travel_policy.html 

If the purpose of the travel includes recruitment of students, marketing, exploring international links, or other activities associated with international development, the major aims and planned outcomes must be attached and forwarded with a copy of this form to the Director, International Services, Private Bag 38, Hobart.
	Director International Services Recommendation: FORMDROPDOWN 



	Recommendation for travel other than scholarly activities: (Director International Services)
	Signed:
	Date:

	Approved for travel other than scholarly activities: (Provost)
	Signed:
	Date:


Please ensure form signed by HoS and Dean/HoD prior to forwarding Director,International Services

Section 3:  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 members of SMT.  Other staff may seek approval for travel class other than economy for a particular journey on a case by case basis, taking account of:
· the nature of the travel, 

· the distance travelled, 

· the pressure and nature of the business conducted, 

· the frequency a staff member is required to travel internationally as part of their job, 

· the complexity of the journey (eg where the travel itinerary is arduous), 
· external funding
· the need for flexibility in the travel itinerary, and/or 

· there are other unusual circumstances such as medical conditions. 

	Basis for travel class other than economy class:           


	Approved for travel class other than economy class: (Provost or COO)
	Signed:
	Date:


Please ensure form signed by HoS and Dean/HoD prior to forwarding to Provost or COO
Please return authorised form to Budget Centre
Appendix A

Supporting Documentation Required for Authorisation
Please tick where copy of support documentation is attached:
All Levels of Approval

 FORMCHECKBOX 
 Itinerary

 FORMCHECKBOX 
 Air fare quote

 FORMCHECKBOX 
 Justification for travel eg how conference, meetings, research or fieldwork relates to your current academic or research activities, why there is a need to travel at this point in time

 FORMCHECKBOX 
 For presentations at conferences verification of invitation and acceptance to present
 FORMCHECKBOX 
 Abstract of paper to be presented at conference

 FORMCHECKBOX 
 Other 

Approval for Destinations with DFAT Warning Levels 3 and 4

 FORMCHECKBOX 
 Information required under Appendix B for travel to destinations with DFAT warnings 3 or 4

Approval for Class of Air Travel Above Economy

 FORMCHECKBOX 
 Justification for class of air travel above economy where applicable
 FORMCHECKBOX 
 For exceptions based on external funding, documentation verifying external funding for class of air travel
APPENDIX B
Authorisation for travel to countries with DFAT advice issued
It is the responsibility of the staff member intending to travel to check for any warnings or advice issued by DFAT (Department of Foreign Affairs and Trade) prior to seeking authorisation to travel. Once travel has been authorised, it is the staff member’s responsibility to monitor DFAT warnings.  If the level of advice has been increased before travel, further assessment should be undertaken and new authorisation to travel should be sought. DFAT provide four levels of advice:

1. Exercise normal safety precautions 
2. Exercise a high degree of caution 

3. Reconsider your need to travel 

4. Do not travel 
Smartraveller.gov.au advice explained
DFAT advice – Levels 1 to 2
For those countries where Level 1 to 2 advice has been issued, authorisation is required by the Dean or Head of the Division.  It is the responsibility of the authoriser to be satisfied that travel to those countries where Level 1 to 2 advice has been issued that staff member understands any risks and has taken precautions to minimise any risks.

DFAT advice – Level 3
For those countries where Level 3 advice has been issued, authorisation is required by the Provost as well as the Dean or Head of the Division.  The staff member should provide an explanation on how risks will be managed. It is the responsibility of the authoriser to be satisfied that staff member has carefully considered the risks, strategies to minimise the risks and alternative to travel.  

DFAT advice - Level 4
Staff member travel to countries with Level 4 advice will only be authorised by the Provost in the most extreme circumstances after careful consideration of the need to travel, risks and strategies to minimise the risks. The staff member should provide an explanation on how risks will be managed.

Additional information required for travel to countries with DFAT warning levels 3 and 4:

1. Why it is important to travel on the dates proposed

2. Clear indication of security measures to be undertaken to minimise risks

3. Emergency contact numbers

4. Will the traveller being carrying a UTAS International SOS card?

Travel by Students

In addition to the procedures applicable to staff members, those staff members responsible for coordinating student travel to destinations with DFAT Level 3 advice: 

1. Must provide a careful assessment of the need to travel, the level of risk and strategies to minimise the risks.  Unless this assessment has been carried out and it has been determined that it is appropriate to travel, the travel will not be authorised by the Deputy Vice-Chancellor. 

2. If the travel is authorised, all students must sign a declaration that they have read and understood the relevant DFAT travel advice and that they still wish to attend.  The Budget Centre should keep these declarations on file. 

3. The Budget Centre must provide to the Office of the Provost and to the Office of the Director of International Services, full contact details for all attendees, including a complete itinerary and emergency contact details. 

Student travel will not be permitted for University purposes in any circumstances to destinations with Level 4 DFAT advice.

	Name
	Emergency Contact Details (email & mobile)
	Next of Kin Details for Students
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