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Faculty of Business and Enterprise                                 Reference # (Office Use Only)

(office Use Only)
                                
Travel and Conference Request

	A – YOUR TRAVEL AND/OR CONFERENCE REQUEST 

	This form is to be submitted by all staff and students of the Faculty of Business and Enterprise prior to any formal bookings and commitment of funds being made.  It provides basic details so that the Dean of Faculty and other staff approving your request can understand the nature and purpose of the activities being undertaken. This form is to be completed for all travel requests for both staff and students.
Further information in regards to travel policies and procedures, insurance, flight bookings, travel diaries, per diems, forms etc can be found at http://www.swin.edu.au/travel/ . Please familiarise yourself with this information.  


 PLEASE PRINT CLEARLY
	1. YOUR CONTACT DETAILS

	NAME
	

	TELEPHONE 
	Work:
	Mobile:

	Student ID & email address(if applicable)
	
	


	2. THE OVERALL TRIP
	

	DATES  OF ABSENCE FROM SUT
	FROM:
	TO:
	TOTAL NUMBER OF DAYS AWAY:
	

	PURPOSE  and 

OUTLINE OF THE TRIP
	 FORMCHECKBOX 
 Conference         


	Presenting paper  FORMCHECKBOX 
          Attending  FORMCHECKBOX 
          Keynote  FORMCHECKBOX 
          

Other  FORMCHECKBOX 
   Specify: ………………………………………………………………..                      
	No. of Days 
…………….

	
	 FORMCHECKBOX 
 Other                                 


	Teaching  FORMCHECKBOX 
 Meetings   FORMCHECKBOX 
   Marketing/Recruitment   FORMCHECKBOX 
   Staff Development  FORMCHECKBOX 
                                                       Program Development   FORMCHECKBOX 
    Other  FORMCHECKBOX 
   Specify: …………………………………           
	No. of Days 
…………….

	
	 FORMCHECKBOX 
 Leave                      
	Annual Leave  FORMCHECKBOX 

_________Days
	Long Service  FORMCHECKBOX 

_________Days
	Leave w/o Pay  FORMCHECKBOX 

_______Days
	Other  FORMCHECKBOX 

________Days
	No. of Days 
…………….

	
	Please ensure any leave is booked via EWSS

	If your trip is for longer than 5 days you will need to complete a travel diary on your return.   You will need to complete your diary within one week of your return and before any reimbursement claims can be processed. (Travel Diary http://www.swinburne.edu.au/travel/travel%20diaries.htm)


	3. CONFERENCE OR SEMINAR DETAILS  ( Complete this section only if attending a conference/seminar)

	Name of conference/seminar
	

	Dates of conference/seminar
	

	Location/s
	

	No. of accepted papers for which you are an author or co-author
	

	Other conference activities (e.g. session chair, keynote etc)
	

	Details of any journal article/s published in last 12 months
	

	FURTHER DETAILS (Please attach a photocopy or print out of the conference brochure/registration form, letter of acceptance, abstract or full paper – see checklist)
	

	Research Office Use Only
	Conference meets the Faculty Conference Funding Policy criteria?     YES       FORMCHECKBOX 
         NO      FORMCHECKBOX 



	4. COVERAGE OF DUTIES (For Staff Only)
	

	Do you have any teaching or teaching-related duties during the time of your absence?  
	 YES       FORMCHECKBOX 
         NO      FORMCHECKBOX 


	Have you made arrangements to properly cover ALL duties, including teaching,  which you have at SUT during your absence?  Please detail?  
	


	5. ESTIMATED COSTS AND FUNDING SOURCE
	

	
	Amount
	Currency if Not AUD
	Date Payment is due by

	TRAVEL
	$
	
	

	REGISTRATION
	$
	
	

	ACCOMMODATION
	$
	
	

	LIVING EXPENSES / PER DIEM (see section 7)
	$
	
	

	OTHER (please detail)
	$
	
	

	ESTIMATED TOTAL FUNDS TO BE APPROVED
	$


	
	Finance Officer Use Only:                                         Funds Available  FORMCHECKBOX 
 Approved by: ....................          Total Approved: $ …………………………………

	SOURCE OF FUNDS
	 FORMCHECKBOX 
 Research  
	 FORMCHECKBOX 
 Project/Grant
	 FORMCHECKBOX 
 FBE Funds
	 FORMCHECKBOX 
Extraneous  
	 FORMCHECKBOX 
Professorial  

	FURTHER INFORMATION 
	

	ACCOUNT CODE(if known)
	1
	0
	6
	0
	6
	0
	1
	
	
	
	
	
	-
	
	
	
	
	
	%
	

	ACCOUNT CODE(if known)
	1
	0
	6
	0
	6
	0
	1
	
	
	
	
	
	-
	
	
	
	
	
	%
	

	ACCOUNT CODE(if known)
	1
	0
	6
	0
	6
	0
	1
	
	
	
	
	
	-
	
	
	
	
	
	%
	

	Note: Reimbursement will only be made for pre approved amounts once original receipts have been provided after the travel.  

	I am satisfied that I am familiar with, and all details provided are in accordance with, the University and Faculty travel policies and that I have booked any leave via EWSS.

	Person Travelling

Signature: ……………………………………………Date: __ / __  / __
	Head of Academic/Research Group 
Signature: ……………………………………………  Date: __ / __  / __

	Thank you.  Please submit completed and signed form and checklist (pg 3)  to any Faculty Resourcing staff member in either the BA or AGSE buildings.            You will receive a confirmation email once your application is processed.


	6. APPROVAL SIGNATURES
	

	Approval for Conference/Research Funded Travel
	Or / and
	Approval for Other Travel (Faculty Funded)

	Assoc Dean Research (or Research Centre Director for Projects)
Funding of $..........................................is approved  FORMCHECKBOX 
 / not approved  FORMCHECKBOX 

Signature: ……………………………………………Date: __ / __  / __
	Dean of Faculty

Funding of $.......................................... is approved  FORMCHECKBOX 
 / not approved  FORMCHECKBOX 

Signature: ……………………………………………Date: __ / __  / __

	7. LIVING EXPENSES, ACCOMMODATION AND PER DIEMS 

	LIVING EXPENSES: You have two options:

a) Pay your living expenses directly and claim a staff reimbursement upon return (up to the pre approved amount)  

b) Complete a per Diem Claim form in advance. If you choose to do this no reimbursements will be paid for living expenses.                          http://www.swinburne.edu.au/travel/per%20diems%20&%20allowances.htm                
Note: Per Diem allowances must not be applied for under the following circumstances:   for participation at a conference, workshop, seminar, summit or similar; during flights or for meals that are provided as part of accommodation package.
ACCOMMODATION: You have two options:

a)     Pay your accommodation costs directly and claim a staff reimbursement upon return (up to the pre approved amount). 
b) If this is not possible – in extreme circumstances you can claim an accommodation advance through the per diem form above. Please refer to the policy at: http://www.swinburne.edu.au/travel/Policies/per%20diems.htm



	8. CHECKLIST
	

	Please ensure that you have attached the following documents as applicable:

	 FORMCHECKBOX 

	Domestic Travel Quote
	All domestic travel must be booked via the Reho Travel online booking system. http://www.swinburne.edu.au/travel/guidelines.htm
 http://www.rehotravel.com/su

	 FORMCHECKBOX 

	International Travel Booking and Quote
	Contact Reho Travel or STA directly by phone or email to discuss your preferred travel plans. They will make a booking and provide a quote. Please attach the travel quote from Reho Travel or STA.

	 FORMCHECKBOX 

	Travel Insurance Form 
	Complete an Overseas Travel Insurance Application form if travelling overseas http://www.swinburne.edu.au/travel/insurance.htm

	 FORMCHECKBOX 

	Conference details: brochure, acceptance, copy of abstract/ paper.
	Please attach full details of the conference you will be attending. – conference brochure or call for papers, registration form, acceptance letter, a copy of the abstract. 
A copy of the full paper should also be provided if available, or submitted once completed. 

	 FORMCHECKBOX 

	Registration Forms
	Please attach any relevant registration forms or register online and provide confirmation. Please indicate if any payments need to be processed on your behalf.

	 FORMCHECKBOX 

	Any other related invoices requiring payment
	

	 FORMCHECKBOX 

	Travel Allowance (Per Diem) Form
	Human Resources Form T6  http://www.swinburne.edu.au/travel/per%20diems%20&%20allowances.htm

	 FORMCHECKBOX 

	Other
	Attach any other documentation that may assist in approving or processing your application                (eg. email communications, invitation letter etc)

	After your return

	 FORMCHECKBOX 

	Travel Diary
	If your trip is for longer than 5 days complete a travel diary within one week of your return. (Travel Diary http://www.swinburne.edu.au/travel/travel%20diaries.htm)

	 FORMCHECKBOX 

	Reimbursements
	Submit a reimbursement claim for any expenses incurred directly. Original receipts must be provided with claim.  If you have received a per diem, living expenses can not be claimed.
http://www.swinburne.edu.au/corporate/hr/f_forms.htm#PayrollAdministration
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