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	EXAMPLE 
BUSINESS TRAVEL ITINERARY
(To be completed and forwarded to accounts within 14 calendar days of return)
(A Business Travel Diary example is located at http://www.flinders.edu.au/finance/forms.cfm)


	
	

	
	NAME: Jo Bloggs
	COST CENTRE: Department of Sports Science
	



	BUSINESS ACTIVITY DETAILS

	DATE
	PLACE
	TIME TAKEN
	

	
	
	Start
	Finish
	Duration

Hr/Min
	NATURE/DESCRIPTION OF ACTIVITY/PURPOSE OF TRIP

	14 Mar 12  15 Mar 12
	Adelaide – Singapore - London
	12:10pm
	5:40am
	27hrs
	Travel

Rest day

	16 Mar 12
	London – Oxford University
	9:00am
	4:35pm
	7hrs
	Visit to Oxford University, meetings with Professor Williams (Division of Medical Sciences) and Dr Charles (Cardiologist)

	17 Mar 12
	London – Cambridge University
	10:00am
	5:00pm
	6.5hrs
	Emails and Flinders business, meeting with Vice-Chancellor Camilla

	18 Mar 12
	London – Cambridge University
	6:00am
	2:35pm
	7hrs
	Meeting with director of Sports Sciences and visit to rowing training facility

	19 Mar 12
	London - Putney
	4:30am
	1pm
	5hrs
	Meeting with Cambridge official crew and coxswains, conference lunch with Bollinger, 

	20 Mar 12
	London to Paris
	9:35am
	12:05pm
	-
	Travel to Paris, private travel 

	21 Mar 12
	Paris
	-
	-
	-
	Private travel 

	22 Mar 12
	Paris
	-
	-
	-
	Private travel

	23 Mar 12
	Paris to Milan – University of Milan
	7:45am
	4:00pm
	4hrs
	Meeting with director of Exercise and Sports Sciences (Dr. Ernesto), e-mails and Flinders business

	24 Mar 12
	Milan – University of Milan
	9:00am
	4:35pm
	7hrs
	Visit to Sports Sciences laboratory, Cambiago, meeting with Professor Alessandro

	25 Mar 12
	Milan – University of Milan
	6:00am
	2:35pm
	6.5hrs
	Emails and Flinders University business, private visit to Colnago testing facility

	26 Mar 12

28 Mar 12
	Milan – Singapore - Adelaide
	5:45am
	4:35pm
	36hrs
	Travel


FBT REQUIREMENT
Travel Diary should be completed under the following circumstances: 
1) All overseas travel irrespective of duration.
2) Travel within Australia when combining business and private travel (ie, non business days)

To clarify - If travel within Australia is purely business then a travel diary is not required.
· The travel diary must be filled out by the traveller and be an accurate record of events.

· On return, please forward a completed copy of your diary to your Faculty/School Office with a copy of your itinerary or any other relevant documents eg, copy of conference agenda.  The diary will be checked for any private component.  In the event of there being a private component the diary will then be forwarded to general accounts for calculation of Fringe Benefits Tax (if applicable). 

· Should fringe benefits tax be due, General Accounts will then determine the most appropriate way of charging you for the FBT – this will be either by requesting you to pay the money into the Cashiers Office, or if you are due for re-imbursement by reducing the amount re-imbursed.
(Please also refer to the Combining Business and Private Travel – Policy and Procedure at https://www.flinders.edu.au/ppmanual/financial/busandprivate.html)
NOTE
The Taxation Office legislation is quite clear on the requirement of a travel diary and failure by an individual to comply will result in the trip being deemed to be  entirely for private purposes and subject to fringe benefits tax.  Employees are required to reimburse any fringe benefits tax.
I declare that the above record is a true statement.   




I have applied for any applicable leave: □
SIGNATURE of TRAVELLER: __________________________________
DATE:  


Checked leave on ESS:   □
APPROVED by SUPERVISOR: _________________________________

DATE:  

___

Form No: TVL3
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