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SCHOOL OF BEHAVIOURAL SCIENCE 

 TRAVEL GUIDELINES 

1.0 INTRODUCTION 
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2.0 GUIDELINES 

2.1 APPROVAL OF TRAVEL  
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2.2 TRAVEL ARRANGEMENTS 
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2.5.1 Reimbursement of Expenses 
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2.6.1 Travel Approval / Request for Payment (HR18) 

����������������������������������������!�"�#
����� ��� ������������$%"&'(��
=��������=9������"�����������������������
�������	� �
	��	���������������������
�
�	�	����
���������



 
School of Behavioural Science 

Travel Guidelines 
 

 
 
 

 
The University of MelbourneÓ Commercial–in–Confidence 7 of 12 

2.6.2 Travel Itinerary 
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2.6.3 Travel Diaries 
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2.7 TRAVEL RISK MANAGEMENT  

2.7.1 University Overseas Travel Policy 
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2.7.3 Vaccinations 
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2.7.5 Student Travel Insurance 
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2.7.6 Equipment Off-Campus 
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         APPENDIX A 

TRAVEL DIARIES 

1. Requirements 
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2. Consequences of breach 
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3. Content 
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·  The place where the activity was undertaken, eg. Harvard University 
chemistry school;  
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·  The date and the approximate time when the activity commenced, eg. 3 
September 2007 at 9:00am;  

·  The duration of the activity, eg. 3.5 hours;   

·  The nature of the activity, eg. discussions with Professor Authoritive regarding 
bacterial defence against house flu; 

·  If the activity was a meeting details must include who was met and contact 
details for that person; 

·  If the activity was collaboration or research details must include who the 
collaboration or research was conducted with, and contact details for that 
person; and 

·  If activity was individual research please state areas researched and show 
relationship to business activities on behalf of the University  

Refer examples: (hyper link to examples) 

4. Authorisation 
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·  “I declare this record correct”,  

·  Name,  

·  Signature,  

·  Date within 14 days after the trip end.  
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5. Electronic vs paper 
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6. Other documents can double up as travel diaries 
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·  A detailed travel itinerary or a conference schedule prepared in advance of the 
trip  

·  A report on a trip with sufficient detail as mentioned under Content. 

6.1     This is how: 

·  Check it includes all the details as per Content,  

·  Add the missing details and variations,  

·  Authorise the diary. 

7. Contact 
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8. Legislative References 

·  Income Tax Assessment Act 1997 Div 900 Sec 900-1 to Sec 900-250  

·  Fringe Benefits Tax Assessment Act 1986 Sec 20  

·  MT 2038 FBT: Travel Diaries  
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