
 



                          
   



                          
   



                          
   


	TelePart1: Phone Number/s
	TelephonePart1: 
	StudentNumber1Part1: 
	CheckFundsPart1: Off
	FundsCheckedPart1: Funds Checked?
	Fund7Part1: 
	0: 

	Desc16Part1: 
	0: Budget Total
	1: 
	0: Total


	Desc17Part1: 
	0: 
	0: Advance Before Travelling
	1: Reimburse Prior to Travel
	2: Creditor Payment

	1: 
	0: Reimburse Upon Return
	1: 
	0: Amount Owed to JCU
	1: Amount Owed to Traveller



	TravAppNamePart1: 
	0: 

	AccHoldSignPart1: 

	TravAppPart1: 
	0: Travel Approver

	OverTravNamePart1: 
	0: 

	TravAppSignPart1: 

	OverTravAppPart1: 
	0: Overseas Travel Approver

	OverAppSignLabelPart1: 
	0: Signature

	ExpAmount16Part1: 
	0: 0

	Text10: 
	FieldTripAttendee1: 
	NumAttendeesAttach: See page 4 for instructions on how to list attendees
	DayTimeContact: Daytime Contact
	MobileNumber: Mobile Number
	Day Time Contact: 
	AfterHoursContact: After Hours Contact
	After Hours Contact: 
	Relationship: 
	Relationship1: Relationship
	Mobile Number: 
	Contact Name: 
	ReasonPart1: 
	0: 
	0: Reason for Travel


	AdvanceAmount: 0
	CreditorPayment: 0
	ReimbursePrior: 0
	DepDatePart1: 
	0: Dept Date

	ArrDatePart1: 
	0: Arrival Date

	Text3: 
	0: Any Non-Staff or Student must keep a Travel Diary for travel that includes an element of Private Travel.
	4: 
	3: Complete the Travel Diary for each day of travel inclusive of weekends and private travel component.  Where the nature of the activity is the same for a period of days (eg. Attend Conference for 3 days), the traveller may complete one line of the itinerary for that period of time.  Where there is more than one activity on a day (eg. Attend Seminar and Attend Meeting), each different activity for that day must be entered on a separate line.
	1: 
	0: 
	2: 
	2: 
	2: Where an amount charged to the University is deemed to be private and also includes GST, the amount repaid to the University must be calculated on the GST-inclusive cost. Such repayments will therefore include GST.
	5: Please indicate below the Private component included in this travel that has been paid for by the University (Incidental Private Travel can be ignored).
	0: 
	1: 
	2: *(GST Inclusive)

	0: 
	0: The University will not pay for any personal or private expense incurred while undertaking University travel.
	1: 
	0: 
	0: * Where an amount is shown above, a Receipt must be attached that shows that this amount has been repaid to the University.







	2: 
	0: The Location of Activity should indicate, at a minimum, the city and country that the main activity is/was undertaken.




	TravTypePart1: 
	0: [ ]

	Start Time: START TIME
	Finish Date: FINISH DATE
	Finish Time: 
	0: FINISH TIME
	1: LOCATION OF ACTIVITY

	PrivatePayment: 
	NatureOfActivity: NATURE OF ACTIVITY
	Start Date: START DATE
	StartDate: 
	0: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 
	11: 
	12: 
	13: 
	14: 
	15: 
	16: 
	17: 
	18: 
	20: 
	21: 
	22: 
	23: 
	19: 

	StartTime: 
	0: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 
	11: 
	12: 
	13: 
	14: 
	15: 
	16: 
	17: 
	18: 
	20: 
	21: 
	22: 
	23: 
	19: 

	FinishDate: 
	0: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 
	11: 
	12: 
	13: 
	14: 
	15: 
	16: 
	17: 
	18: 
	20: 
	21: 
	22: 
	23: 
	19: 

	FinishTime: 
	0: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 
	11: 
	12: 
	13: 
	14: 
	15: 
	16: 
	17: 
	18: 
	20: 
	21: 
	22: 
	23: 
	19: 

	Location: 
	0: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 
	11: 
	12: 
	13: 
	14: 
	15: 
	16: 
	17: 
	18: 
	20: 
	21: 
	22: 
	23: 
	19: 

	Checklist: Checklist
	ChecklistItem: 
	0: Receipts Attached?
	1: Intinerary / TMC Invoice Attached?
	2: Private Motor Vehicle Usage Form Attached?
	3: Conference Registrations Attached?
	4: Course Attendee List Attached?

	Receipts: 
	0: Off
	1: Off
	2: Off
	3: Off
	4: Off

	Text1: 
	0: 
	0: Travel Diary


	PrivateTravel: Private Travel
	Text6: 
	Text8: Other Attendees List
	Text9: 
	1: 
	0: This listing should only be completed by the Officer in Charge of a trip. 
	1: You do not need to complete the attendee list below if a course listing is available and includes all attendees. Course Listings can be obtained from the Student Management System.


	AttendeePosition: POSITION
	AttendeeName: NAME
	Position: 
	0: [ ]
	1: [ ]
	2: [ ]
	3: [ ]
	4: [ ]
	5: [ ]
	6: [ ]
	7: [ ]
	8: [ ]
	9: [ ]
	10: [ ]
	11: [ ]
	12: [ ]
	13: [ ]
	14: [ ]
	15: [ ]
	16: [ ]
	17: [ ]
	18: [ ]
	19: [ ]
	20: [ ]
	21: [ ]
	22: [ ]
	23: [ ]
	24: [ ]
	25: [ ]
	26: [ ]
	27: [ ]
	28: [ ]
	29: [ ]
	30: [ ]
	31: [ ]
	32: [ ]
	33: [ ]
	34: [ ]
	35: [ ]
	36: [ ]
	37: [ ]
	38: [ ]
	39: [ ]

	Name: 
	0: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 
	11: 
	12: 
	13: 
	14: 
	15: 
	16: 
	17: 
	18: 
	19: 
	20: 
	21: 
	22: 
	23: 
	24: 
	25: 
	26: 
	27: 
	28: 
	29: 
	30: 
	31: 
	32: 
	33: 
	34: 
	35: 
	36: 
	37: 
	38: 
	39: 

	Role: 
	0: [ ]
	1: [ ]
	2: [ ]
	3: [ ]
	4: [ ]
	5: [ ]
	6: [ ]
	7: [ ]
	8: [ ]
	9: [ ]
	10: [ ]
	11: [ ]
	12: [ ]
	13: [ ]
	14: [ ]
	15: [ ]
	16: [ ]
	17: [ ]
	18: [ ]
	19: [ ]
	20: [ ]
	21: [ ]
	22: [ ]
	23: [ ]
	24: [ ]
	25: [ ]
	26: [ ]
	27: [ ]
	28: [ ]
	29: [ ]
	30: [ ]
	31: [ ]
	32: [ ]
	33: [ ]
	34: [ ]
	35: [ ]
	36: [ ]
	37: [ ]
	38: [ ]
	39: [ ]

	FundPart1: 
	0: Fund

	Text16: 
	0: Staff/Adjuncts travelling must complete their own Travel through the Universities Expense Management System “Spendvision”. 
	1: 
	0: Volunteers assisting on a trip must be listed below. Volunteers do not need to submit individual travel request forms if listed below 
	1: Students attending a fieldtrip and are not yet enrolled must be listed below 


	AttendeeRole: 
	0: ROLE
	1: DEPARTURE DATE
	2: RETURN DATE

	DepDate: 
	0: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 
	11: 
	12: 
	13: 
	14: 
	15: 
	16: 
	17: 
	18: 
	19: 
	20: 
	21: 
	22: 
	23: 
	24: 
	25: 
	26: 
	27: 
	28: 
	29: 
	30: 
	31: 
	32: 
	33: 
	34: 
	35: 
	36: 
	37: 
	39: 
	38: 

	RetDate: 
	0: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 
	11: 
	12: 
	13: 
	14: 
	15: 
	16: 
	17: 
	18: 
	19: 
	20: 
	21: 
	22: 
	23: 
	24: 
	25: 
	26: 
	27: 
	28: 
	29: 
	30: 
	31: 
	32: 
	33: 
	34: 
	35: 
	36: 
	37: 
	39: 
	38: 

	Button1: 
	0: 
	0: 
	1: 

	1: 
	0: 
	1: 


	DepFromPart1: 
	0: 
	0: 
	0: Origin City
	1: Travel Method

	1: Origin Country


	ArrToPart1: 
	0: 
	1: Destination Country
	0: Destination City


	DepDatePlanned: 
	0: 
	0: 
	1: 

	1: 
	0: 
	1: 

	2: 
	0: 
	1: 

	3: 
	0: 
	1: 

	4: 
	0: 
	1: 

	5: 
	0: 
	1: 


	DepFromPlanned: 
	0: 
	0: 
	1: 

	1: 
	0: 
	1: 

	2: 
	0: 
	1: 

	3: 
	0: 
	1: 

	5: 
	0: 
	1: 

	4: 
	0: 
	1: 


	ReturnDatePlanned: 
	0: 
	0: 
	1: 

	1: 
	0: 
	1: 

	2: 
	0: 
	1: 

	3: 
	0: 
	1: 

	5: 
	0: 
	1: 

	4: 
	0: 
	1: 


	DestinationPlanned: 
	0: 
	0: 
	1: 

	1: 
	0: 
	1: 

	2: 
	0: 
	1: 

	3: 
	0: 
	1: 

	5: 
	0: 
	1: 

	4: 
	0: 
	1: 


	TravSignPart1: 
	0: 


	DateSentToAP: 
	0: Date Sent to AP
	1: Accounts Payable to Pay

	OriginCountry: 
	0: 
	0: 
	0: 
	0: [ ]
	1: [ ]

	1: 
	0: [ ]
	1: [ ]

	2: 
	0: [ ]
	1: [ ]

	3: 
	1: [ ]
	0: [ ]

	4: 
	0: [ ]
	1: [ ]

	5: 
	0: [ ]
	1: [ ]




	DestinationCountry: 
	0: 
	0: 
	0: 
	0: [ ]
	1: [ ]

	1: 
	0: [ ]
	1: [ ]

	2: 
	0: [ ]
	1: [ ]

	3: 
	0: [ ]
	1: [ ]

	5: 
	0: [ ]
	1: [ ]

	4: 
	0: [ ]
	1: [ ]




	Email: Email Address
	Emergency Contact Name: Contact Name
	EmailAddress: 
	TravTitlePart1Label: 
	1: 
	1: Emergency Contact Details
	0: Traveller Details

	0: Full Name

	TravelMethod1: 
	0: 
	0: [ ]
	1: [ ]

	1: 
	0: [ ]
	1: [ ]

	2: 
	0: [ ]
	1: [ ]

	3: 
	0: [ ]
	1: [ ]

	5: 
	0: [ ]
	1: [ ]

	4: 
	0: [ ]
	1: [ ]


	ReasonForTravel: 
	0: 
	0: 
	0: 



	TripTrackerNumPart1: Trip Tracker Number
	OverTravAppSignPart1: 
	0: 


	AccHoldPart1: 
	0: 
	0: Acct Holder/Supervisor


	AccHoldNamePart1: 
	0: 
	0: 


	Comments: 
	0: 
	1: 
	0: 
	0: 


	1: 
	0: 
	1: 

	2: 
	0: 
	0: 

	1: 
	0: 



	FullName: 
	DeptSchoolPart1: School / Office
	TypePart1: Type of Traveller
	Title: Travel Request Form
	DepartmentPart1: 
	ReasonTravel: 
	School: 
	FullNamePage2: 
	NumAttendeesLabel: Number of Attendees
	Attendees: 
	TravellerType:  
	Text5: 
	1: 
	1: Reason why the Trip was over budget


	PrivateTravelDuration: 
	0: 
	1: Did the Travel Destinations or Travel Dates change from the approved dates on page 1?
	0: 
	0: Will this trip include a component of private travel?
	1: Did this trip include a component of private travel?



	PrivateTravelYesNo: 
	0: [No]
	1: [No]

	TravelDiary: 
	0: 
	1: 

	Text2: 
	0: Comments

	DescPart1: Expense Code - Description
	ORGUPart1: ORGU
	ProjectPart1: Project
	ExpDesc1Part2: [ ]
	ExpDesc2Part2: [ ]
	ExpDesc3Part2: [ ]
	ExpDesc4Part2: [ ]
	PayMeth4Part2: [ ]
	PayMeth3Part2: [ ]
	PayMeth2Part2: [ ]
	PayMeth1Part2: [ ]
	ORGU3Part2: 
	ORGU1Part2: 
	Project1Part2: 
	Project2Part2: 
	Project3Part2: 
	Project4Part2: 
	ActAmountPart1: ActualAmount
	ExpActAmount1Part1: 
	ExpActAmount2Part1: 
	ExpActAmount3Part1: 
	ExpActAmount4Part1: 
	ExpActAmount5Part1: 
	ExpActAmount6Part1: 
	ExpActAmount7Part1: 
	ExpActAmount8Part1: 
	ExpActAmount9Part1: 
	ExpaCTAmount16Part1: 0
	OwedJCU: 0
	ReimburseReturn1: 0
	ExpDesc1Part1: [ ]
	PayMeth1Part1: [ ]
	ORGU1Part1: 
	Project1Part1: 
	Fund1Part1: 
	ExpAmount1Part1: 
	ExpDesc2Part1: [ ]
	PayMeth2Part1: [ ]
	ORGU2Part1: 
	Project2Part1: 
	Fund2Part1: 
	ExpAmount2Part1: 
	ExpDesc3Part1: [ ]
	PayMeth3Part1: [ ]
	ORGU3Part1: 
	Project3Part1: 
	Fund3Part1: 
	ExpAmount3Part1: 
	ExpDesc4Part1: [ ]
	PayMeth4Part1: [ ]
	ORGU4Part1: 
	Project4Part1: 
	Fund4Part1: 
	ExpAmount4Part1: 
	ExpDesc5Part1: [ ]
	PayMeth5Part1: [ ]
	ORGU5Part1: 
	Project5Part1: 
	Fund5Part1: 
	ExpAmount5Part1: 
	ExpDesc6Part1: [ ]
	PayMeth6Part1: [ ]
	ORGU6Part1: 
	Project6Part1: 
	Fund6Part1: 
	ExpAmount6Part1: 
	ExpDesc7Part1: [ ]
	PayMeth7Part1: [ ]
	ORGU7Part1: 
	Project7Part1: 
	ExpAmount7Part1: 
	ExpDesc8Part1: [ ]
	PayMeth8Part1: [ ]
	ORGU8Part1: 
	Project8Part1: 
	Fund8Part1: 
	ExpAmount8Part1: 
	ExpDesc9Part1: [ ]
	PayMeth9Part1: [ ]
	ORGU9Part1: 
	Project9Part1: 
	Fund9Part1: 
	ExpAmount9Part1: 
	ExpDesc10Part1: [ ]
	PayMeth10Part1: [ ]
	ORGU10Part1: 
	Project10Part1: 
	Fund10Part1: 
	ExpAmount10Part1: 
	ExpAmountPart1: BudgetAmount
	Fund1Part2: 
	Fund2Part2: 
	Fund3Part2: 
	Fund4Part2: 
	Text4: 
	TravelVariation: [No]
	VariationMessage:  
	Fin1TravOffPart1: Office Use Only
	Fin1NameLabelPart1: Officer Name
	UniqPart1: Travel Req Number
	UniqRefPart1: 
	Fin1NumPart1: 
	1: 

	Fin1NamePart1: 
	1: 

	Text11: Amount Owed To Traveller
	Text14: 
	0: Part 1 - Complete Prior to Departure
	1: Part 2 - Complete Upon Return

	Text15: Signature
	ORGU2Part2: 
	ORGU4Part2: 
	ExpActAmount1Part2: 
	ExpActAmount2Part2: 
	ExpActAmount3Part2: 
	ExpActAmount4Part2: 
	GST_YES_NO1Part2: [ ]
	GST_YES_NO2Part2: [ ]
	GST_YES_NO3Part2: [ ]
	GST_YES_NO4Part2: [ ]
	TravellerSign: Traveller
	Singature: Signature
	SignName: Name
	Text22: Name
	officerComments1: 
	0: 
	1: 

	PayAmountTotal: 0
	Creditor_Traveller: [Traveller]
	CreditorCodeText: Guest's Creditor Code
	CreditorCode: 
	TravellerSignPart2: Traveller
	GST_YES_NO1Part1: [ ]
	GST_YES_NO2Part1: [ ]
	GST_YES_NO3Part1: [ ]
	GST_YES_NO4Part1: [ ]
	GST_YES_NO5Part1: [ ]
	GST_YES_NO6Part1: [ ]
	GST_YES_NO7Part1: [ ]
	GST_YES_NO8Part1: [ ]
	GST_YES_NO9Part1: [ ]
	GST_YES_NO10Part1: [ ]
	Button2: 
	0: 
	1: 

	Fin1Line2: Account Number		Amount		Rate Code	Comments
	Fin1Line1: Account Number		Amount		Rate Code	Comments
	Advance_Reimburse: [Advance Before Travelling]
	DueDate1: 22-Jun-14
	DateSentAP: 
	Text31: Amount
	ReimburseReturn: 0
	OfficeComments: Comments
	OfficeComments1: 
	DueDate: Due Date
	DateProcessedPart1: 
	0: Date Paid

	ExpenseOfficeUseOnly: Office Use Only
	GST: GST?
	PayMethPart1: Payment Method
	DateProcessed10Part1: 
	DateProcessed9Part1: 
	DateProcessed8Part1: 
	DateProcessed7Part1: 
	DateProcessed6Part1: 
	DateProcessed5Part1: 
	DateProcessed4Part1: 
	DateProcessed3Part1: 
	DateProcessed2Part1: 
	DateProcessed1Part1: 
	ExpActAmount10Part1: 
	Text7: 
	0: Please contact your Faculty/School Travel Officer to organise payments to be made on the corporate credit card (e.g. Accommodation).
	1: Please contact your Faculty/School Travel Officer if you will require an advance or reimbursement.

	StudentPart1: Student Number
	StudentNum: 
	CreditorCode2: 
	CreditorCodeText2: Guest's Creditor Code
	ReadOnlyReqNum: 
	Nature: 
	0: [ ]
	1: [ ]
	2: [ ]
	3: [ ]
	4: [ ]
	5: [ ]
	6: [ ]
	7: [ ]
	8: [ ]
	9: [ ]
	10: [ ]
	11: [ ]
	12: [ ]
	13: [ ]
	14: [ ]
	15: [ ]
	16: [ ]
	17: [ ]
	18: [ ]
	19: [ ]
	20: [ ]
	21: [ ]
	22: [ ]
	23: [ ]

	Text12: This form is to be completed by students, guests and officers in charge only. Staff must use Spendvision.
	Text13: v 2014.07.02


