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POLICY STATEMENT 
 
All ACT Health staff, when travelling for official purposes, are required to abide by this Policy, 
unless other Award provisions apply.   
 
This Policy is designed to meet the needs of ACT Health travellers and to establish an 
efficient, effective and accountable travel framework.  This framework provides a flexible 
environment and ensures all official travellers are properly supported. 
 
 
PURPOSE 
 
ACT Health is committed to the principles and practices as outlined in the ACTPS Public 
Sector Management Standards, Chapter 7, Part 7.1 
 
Travellers are responsible for ensuring that value for money is obtained on behalf of ACT 
Health for all travel and accommodation services.  It is therefore imperative that every effort is 
made to ensure that the best fares and rates are obtained at all times. 
 
Travellers should ensure that economical and practical alternatives to travel are considered 
where they can deliver the same business outcomes.  These may include audio or video 
conferencing when the need for face-to-face meetings is not necessary.  Official travel must 
be essential and of benefit to the organisation.  Any requests for leave associated with official 
travel should be carefully considered by the delegate prior to approval. 
 
 No Manager is permitted to approve his/her own travel or reimbursement of their travel 
expenses. This includes travel undertaken by the Chief Executive. 
 
All travel must be authorised by the appropriate delegate prior to travel being undertaken. All 
international travel must be approved prior to departure by the Chief Executive. Prior written 
approval must also be obtained from the Chief Executive for official travel by non-ACTPS 
travellers.  
 
Travel documentation, including the completed travel form, must be retained by the traveller 
and/or delegate and kept in a safe place. 
 
ACT Health will reimburse all reasonable official travel-related expenses including 
transportation, accommodation, meals and incidental expenses.  
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OPERATIONAL PROCEDURES 
 
Operational procedures are shown at Attachment A and are also available on the ACT Health 
Intranet – HR Online. 
 
 
LEGISLATION AND STANDARDS AND RELATED POLICES 
 
ACT Government Public Sector Management Act and PSM Standards, Chapter 7, Part 7.1 
 
 
 
CROSS REFERENCE AND FURTHER READING 
 

This policy must be read in conjunction with: 
• Occupational Health and Safety Act 1989 
• Public Sector Management Standards, Chapter 7, Part 7.1 
• ACT Health Code of Conduct 

 
 
REVIEW 
 
To be reviewed every 3 years by the Human Resource Management Branch.  The 
procedures will be updated as required when changes are advised by Chief Ministers Dept or 
the travel contractor. 
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ACT HEALTH  
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• Appendix 3 - Definitions 
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1. Introduction 
These guidelines provide a practical overview of official travel arrangements for 
people travelling on behalf of the ACT Health Portfolio. 
 

2. Travel management 
The ACTPS has a contract in place for the provision and management of all travel and 
related services including air travel; accommodation; road and rail transport; en-route 
changes; and car hire.  The Territory’s contracted travel provider is Qantas Business 
Travel (QBT). 
 
The ACT Public Service has selected its preferred travel provider QBT through a 
competitive tender process.  For commercial reasons this provider must be used at all 
times to book airlines, accommodation, rental cars and all other travel-related 
services. 
 
To discuss travel management issues within the ACT Health Portfolio contact your 
Client Manager.  To discuss issues associated with this guideline, contact the Human 
Resource Management Branch. 
 
For clarification of whole-of-government contract or service-wide travel policy issues 
contact the Industrial Relations and Public Sector Management Group, ACT Chief 
Minister’s Department on  6207 6025. 
 

3. Other Alternatives to Travel 
Managers should ensure that economical and practical alternatives are considered 
where they can deliver the same business outcomes.  These may include audio or 
video-conferencing when the need for face-to-face meetings is not necessary.  
Managers should also ensure that official travel is essential and will be of benefit to 
the organisation.  Official travel must not be used as a guise to obtain a trip especially 
in conjunction with a request for leave. 
 

4. Travel authorisation 
All travel must be authorised prior to travel and must not be authorised by the 
traveller him/herself.  Approval for: 
 
Domestic travel        - authorise according to Delegations Manual, delegation 

number 249:  (Refer HR Online for Delegations 
Manual) 
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International travel - in addition to any domestic travel authorisation 

requirements, authorisation must also be obtained from 
the Chief Executive for overseas travel. 

 
The ACT Health Portfolio Travel Form should be used when seeking travel 
authorisation.  To access this form, go to the ACT Health Intranet website: 
 
http://acthealth/c/HealthIntranet
 
On the left hand side of the web page click on the heading Policies and Plans then 
under Quick Links, click on ACT Health Central Policy and Plan Register.  When 
this page opens, in the Search box type in Travel and click on Find.  The Travel Form 
and the Travel policy, procedures and fact sheet will then be available.  Alternatively, 
go to HR Online under the Support Services section of the ACT Health Intranet and 
follow the prompts to HR Policies and Procedures and HR Forms. 
 
For advice on completing this form contact your Client Manager. 
 
When completing the travel approval form, travellers should indicate the number of 
Frequent Flyer points earned through previous official travel.  If the current accrual of 
these points exceeds 15,000 the manager responsible for authorising the travel should 
consider requiring that these points be utilised for the proposed travel when possible. 
 

5. Booking procedures for travel, accommodation and related 
services 

 
All travel services, including air, accommodation, road and rail transport, en-route 
changes, car hire and related travel services should be booked through Qantas 
Business Travel on  1300 655 856.  In exceptional circumstances bookings may be 
made with another travel provider, provided approval from an Executive or delegate is 
obtained.  Reservations made through travel providers other than QBT without 
approval may not be reimbursed. 
 
QBT has set up accounts for each Group within the ACT Health Portfolio.  Account 
details can be obtained from your Client Manager. 
 
For further information, please consult the Travel Booking Procedures at 
Appendix 1 of this document. 
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6. Travel and Accommodation Class 

Air travel class 
QBT has been instructed to book all travel at the Lowest Logical Fare.  Lowest 
logical fare is defined as the most economical available air fare that suits the 
requirements of a traveller in enabling business objectives to be met and ensures 
effective use of the traveller’s time. 
 
All travel should be undertaken at the lowest logical fare achievable within the class 
specified in the table below and every effort should be made to utilise any carriers’ 
flexible business fare options and any discount tickets available. 
 

 Domestic International 

Chief Executives and 
Executives 

• Lowest Logical Fare, Economy Class, 
for all trips or parts of trips under 
4 hours in the air; 

• Lowest Logical Fare, Business Class, 
for all trips or parts of trips exceeding 
4 hours in the air. 

Lowest Logical Fare, 
Business Class. 

Non-Executives Lowest Logical Fare, Economy Class, 
for all travel. 

Lowest Logical Fare, 
Economy Class. 

Accommodation ratings 
The following table provides approved accommodation standards/ratings that should 
be adhered to at all times.  However, deviation from this may be justified when taking 
into consideration the availability of suitable accommodation, proximity to the venue, 
associated transport costs (cost of taxi to and from the venue) or the availability of 
special deals.  
 
The accommodation rating is to be indicated on the travel approval form. 
 
 Domestic International 
Chief Executives 4.5 Star 4.5 Star 
Executives 4 Star 4 Star 
Non Executives 3 Star 3.5 Star 
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7. Electronic Ticketing 
E Tickets are issued for all domestic travel and for the majority of international travel. 
When using E-Ticket, photo identification such as a driver’s licence will be required 
when checking in at the airport.   
 

8. Flexible business fare structures 
Travel should be well planned and every effort should be made to use the various 
flexible business fare options and any discount tickets offered by carriers.  Travellers 
should ask for details on any restrictions that may apply to these fares when booking 
travel. 
 
Consideration must be given to group travel (10 or more people) as additional 
discounts may be negotiated with the travel manager.  Contact the QBT on 

 1300 655 856 for advice in respect of organising group travel. 
 

9. Travel changes/cancellations 
It is the traveller’s responsibility to immediately advise QBT of changes or cancelled 
travel arrangements and to arrange a refund on unused tickets where this is available. 
 

Air travel changes/cancellations/refunds/downgrades 
To change or cancel air travel contact the QBT on  1300 655 856 as soon as 
possible.  Lost or stolen tickets must be reported promptly to obtain the maximum 
refund. 
 
Refunds cannot be actioned without supporting documents.  Unused tickets or flight 
coupons should not be discarded or destroyed, as they are negotiable items.  Should a 
downgrade occur, the airline will provide the traveller with supporting documentation 
that can be used to action a refund. 
 
Airlines may impose charges for late cancellation of bookings.  To avoid no-show 
charges, travellers should cancel guaranteed reservations prior to the scheduled flight 
departure. 
 
No-show charges incurred may not be reimbursed unless there is a legitimate reason 
for why notification was not provided sufficiently early to QBT. 
 

Accommodation changes/cancellations 
To change or cancel accommodation contact QBT on  1300 655 856.  Alternatively 
please contact the accommodation provider direct. 
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Cancellation fees will apply for failure to cancel a hotel reservation, for late 
cancellations and for non-arrival.  As hotel policies vary, the cancellation deadline is 
generally between 4.00-6.00 pm on the expected day of arrival.  However, some 
hotels require up to 48 hours notice of a cancellation to avoid cancellation fees. 
 

10. Frequent Flyer Points and Airline Lounge Memberships 
 
The ACT Health Portfolio has an Airline Lounge Corporate Scheme with the Qantas 
Club.  This allows for reduced membership rates for eligible staff at the corporate rate 
and is restricted to ACT Health staff only and their spouses/partners.   
 
Please note, that only the Chief Executive can approve of any Airline Lounge 
membership being paid for by ACT Health.  Unless that approval is given, then any 
such membership is at the personal expense of the applicant. 
 
- Frequent Flyer Points 
Frequent Flyer points earned as a result of travel paid for by the ACTPS can only be 
redeemed for further official travel.  Private use of these points will constitute fraud 
and the officer will be subject to the relevant discipline procedures.  It is the 
responsibility of the officer to effectively manage Frequent Flyer Points accrued as a 
result of travel or accommodation paid for by the ACTPS and to ensure that these 
points are redeemed appropriately.  
 
When seeking travel authorisation, travellers should indicate the current number of 
points accrued as a result of previous official travel.  This information may be 
obtained from monthly statements issued directly to the traveller by the Frequent 
Flyer Program.  If the current accrual of these points exceeds 15,000 travellers should 
seek to utilise the points for the proposed travel.  For further information contact QBT 
when booking travel. 
 
Frequent Flyer Points are not to be used to upgrade the class of travel beyond the level 
stated in these guidelines. 
 

11. Payment arrangements for travel related expenses 
The preferred arrangement for payment of travel expenses (including airfares, 
accommodation and car hire) is through the agreed charging arrangements with QBT. 
 
Other payment options available for expenses are: 
• reimbursement of reasonable travel expenses; 
• EFT advances; 
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• use of Cabcharge vouchers; and 
• use of corporate credit cards. 
 

12. Reimbursement of other reasonable travel expenses  
Reimbursement will only be provided for legitimate work related expenses incurred 
while conducting official business.  Appendix 2 provides a guideline to these 
expenses.  All expenses must be supported by tax invoices or receipts. 
 
Common sense, sound judgment and ethical behaviour should be used to keep all 
travel related expenses to a practical minimum and to ensure that all expenses can be 
justified as being reasonable. 
 
To arrange reimbursement contact your Client Manager.  No manager is permitted to 
approve reimbursement of his or her own expenses. 
 

Meals 
Travellers will be reimbursed for actual, reasonable and appropriate meal expenses, 
provided that receipts are produced.  As indicated above, common sense, sound 
judgment and ethical behaviour should be used when determining this expense.  
Meals are breakfast, lunch and dinner only. 
 
Meal expenses must not be reimbursed for travel that is less than ten hours or during 
single day travel, when meals would normally be provided by the traveller in the 
course of the working day.  Advice from Chief Minister’s Department states that an 
officer is only entitled to meals if they are away for at least one night in which case 
meals will be reimbursed from the commencement of the travel period. 
 
Meal expenses are not reimbursable when included in other travel expenses (eg when 
the cost of attending a conference includes lunch).   

Alcohol 
While the consumption of alcohol is not permitted when on duty or during core 
business hours without prior approval by the relevant Director, there may be 
occasions during official travel where it is appropriate to consume alcohol and seek 
reimbursement of the expense.  Approval for the reimbursement of reasonable 
expenses for the consumption of alcohol at a function related to the department’s 
business should be sought from the Chief Executive prior to the event. 
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Incidental expenses 
Incidental expenses are reimbursable when they are directly related to official travel.  
These include reasonable work related expenses incurred during travel, not normally 
incurred in the normal course of the working day. 
 
The traveller can claim an EFT reimbursement, provided legible receipts/tax invoices 
are provided. 
 
Appendix 2 provides a guideline to acceptable and reasonable expenses.  However, 
any legitimate and sensible work-related travel expenditure item will be reimbursed 
provided it can be substantiated and justified within this guideline. 
 

13. EFT Advances 
Travellers will not normally be entitled to pre-travel advances and may only obtain a 
limited cash advance in exceptional circumstances, provided that all previous 
advances are settled. 
 
Advances may only be used in instances where travellers expect to incur out-of-
pocket expenses which they would not be reasonably expected to pay.  Advances will 
generally not be given to corporate credit card holders unless there is an expectation 
that significant out of pocket work related expenses will be incurred which cannot be 
paid by corporate credit card. 
 
Advances for meals and incidentals must not be given in anticipation that the 
traveller will spend the full amount.  Generally $65 for executives and $50 for non-
executives should be a sufficient advance for each full day.  Advances should be on a 
pro-rata basis for part day travel or when meals are otherwise provided.  These figures 
are a guide only and should not be taken to be limits or rights.  Actual expenses may 
vary from these figures and must be justified and acquitted on the completion of 
travel. 
 
Managers must approve the level of advance to be paid via EFT and Receipts/tax 
invoices must be provided for all expenses paid for with EFT advances and travellers 
must settle advances within three days of returning from travel. 
 
For more information contact your Client Manager. 
 

14. Cabcharge vouchers 
The use of Cabcharge vouchers is an efficient payment method for taxi expenses.  
Travellers should contact the issuing officer in their area to obtain a sufficient number 
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of vouchers prior to travelling.  Used voucher stubs and unused vouchers should be 
returned to the issuing officer within three days of returning from travel. 
 

15. Corporate credit cards 
Corporate credit cards are the preferred payment mechanism for official travel and 
related expenses for those travellers formally issued with a card. 
 
Travellers issued with a corporate credit card should use the card to settle costs 
incurred when travelling for official purposes, where these costs are not able to be 
paid under the agreed charging arrangements with the ACTPS selected travel 
provider. 
 
Corporate credit cards must not be used for the purchase of airline tickets except in 
exceptional circumstances, such as cancelled flights, lost tickets etc. 
 
Corporate cards must be used in accordance with the relevant section of the Public 
Sector Management Standards, Chapter 7, Part 7.1 on Travel, the ACT Health 
Corporate Credit Card Guidelines and the ACTPS contractual obligations with the 
Commonwealth Bank of Australia. 
 
Corporate cards are intended for official use only and must not be used for personal 
expenses. 
 

Reconciliation 
Travellers must reconcile corporate credit card statements with their own record of 
transactions, attach receipts and any other supporting documentation and sign the 
statement, confirming that all listed expenses were reasonable and for official 
purposes. 
 
It is the Manager’s responsibility to check and approve expenditure.  Managers must 
verify that expenditure is reasonable and related to official travel, prior to authorising 
payment of the account.  This includes counter-signing the statement as evidence that 
expense claims are accurate, valid and complies with the travel policy. 
 

Cash Access 
Cash access will not be authorised for corporate credit cards.  If travellers expect to 
incur significant work-related out-of-pocket expenses, which may not be chargeable 
to corporate credit cards, reimbursement or an advance should be sought.  Please note 
however that a draft amendment to the ACT Health credit card policy and procedures 
states “Cardholders must not use the credit card to obtain cash, with the exception of 
cardholders that are Chief Executives, or officers who have obtained prior approval 
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from the Chief Executive, to withdraw cash whilst on official ACT Government 
business whilst travelling overseas”  This policy will apply once the draft amendment 
is approved..   
 
Recovery Action 
Any non-approved or unaccountable expenditure on the credit card will be subject to 
recovery action by ACT Health. 
 
 

16. Travel insurance   (revised September 2008) 

 
Travel insurance decisions should be based on risk management principles and 
include factors such as the nature and destination of the trip.  International travel will 
require travel insurance.  If necessary, the cost of travel insurance will be met as a 
reasonable work related expense by the ACTPS. 
All government employees travelling overseas should keep themselves informed of 
developments that could affect their safety in countries they are visiting, through the 
media and Department of Foreign Affairs and Trade travel advice 
www.smartraveller.gov.au. The World Health Organisation www.who.int is also a 
relevant source of information. Travellers should avoid any large public gatherings or 
demonstrations. 

Prior to departure the travelling officer should locate the nearest Consulate of 
Australia to their destination of travel. This information can be found at 
www.dfat.cov.au/embassies  

The Department of Treasury has an arrangement in place with Chubb Corporate 
Travel Insurance, and is able to offer insurance coverage for all ACTPS overseas 
travellers.  The insurance will cover a number of aspects including overseas medical 
expenses, lost baggage, personal liability etc.  Travellers taking out a policy will be 
provided with a travel emergency card to assist them in the event of an emergency 
while travelling. 
 
To arrange insurance or for insurance and risk management advice contact the ACT 
Insurance Authority on  6207 0184.  Their website is: 
<<http://www.treasury.act.gov.au/actia/Insurance.htm>> .  From this site please 
download the form “Overseas Travel Application Form”, complete it and fax it to 
62070301.  Please allow 2 -3 weeks for the processing of this request. 
 
Once the travel has been completed please advise ACTIA whether there was an 
incident or travel claim, or to confirm that travel has been completed event free.  
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17. Traveller health and safety 
The ACT Health Portfolio will take every reasonable and practicable step to ensure 
the safety of travellers. 
 
Issues you should consider when travelling include: 
• advising managers and family of contact numbers and itinerary while travelling; 
• gaining medical approval in instances where existing medical conditions are 

likely to be aggravated or exacerbated by travel; 
• having all necessary vaccinations and medication as recommended by medical 

advisers; 
• organising travel insurance when necessary and providing next of kin details to 

QBT and to managers. 
 

18. Official travel by non ACT public servants 
Travel paid for by the ACTPS for non ACTPS personnel may include official spouse 
travel, travel by interviewees and travel by consultants or contractors.  
 
Prior written approval by the Chief Executive must be sought for travel by non 
ACTPS personnel.  Reimbursement requires approval by the Chief Executive and will 
not be authorised unless the travel is essential and directly related to the effective 
accomplishment of official business.   

19. Leave or non-official travel associated with official travel 
An officer on official travel may take leave directly before or after the travel provided 
that there is no additional cost to or no negative impact on the department.  All leave 
associated with official travel must be approved in accordance with the usual 
arrangements.   Delegates must ensure that the reason for travel is legitimate and of 
benefit to the organisation and not being used as a guise to obtain a trip in conjunction 
with a request for leave. 
 
A traveller may choose to extend their travel for reasons other than official business if 
the official travel is adjacent to a weekend or public holiday. 
 
Information relating to leave or extended non-official travel must be provided on the 
travel form.  Care must be taken to ensure that private and business expenses are 
separated during the reconciliation process.  Where it is not possible to separate 
expenses, the difference in cost between official travel expenses and any additional 
expenses incurred as a result of private travel must be clarified at the time of 
reconciliation.  Insurance or that part of insurance paid for by the department will not 
cover the traveller for the duration of the leave or non-official travel. 
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20. Fly buys 
Goods and services purchased with corporate credit cards, or otherwise paid for by the 
ACT Public Service must not be used to accrue personal Fly Buy points. 
 

21.  Use of an ACTPS vehicle or private vehicle for official travel 
It may be appropriate to use an ACTPS vehicle or a private vehicle for official travel.  
Circumstances where this may be appropriate could include: 
• where it is required to transport ACTPS equipment or materials weighing more 

than 100 kg; 
• hauling an ACTPS caravan or trailer; 
• shorter journeys of duration up to 4 hours; 
• slightly longer journeys where significant use of a vehicle is required at the 

destination. 
 
The travel should not: 
• result in less efficiency; 
• involve the ACT Government in more expense than if public transport or a vehicle 

owned by the ACT Government were used; 
• result in the officer taking more time on the journey than they would otherwise 

take; or  
• be contrary to the interests of the ACT Government. 
 
An officer may use their private vehicle for official travel with prior approval from 
the delegate.  The officer is entitled to be reimbursed the lesser amount of the relevant 
airfare or the mileage allowance as calculated in the Public Sector Management 
Standards at Chapter 4, Part 4.7 “Motor Vehicle Allowances”.  The delegate must first 
determine whether alternative arrangements to the use of a private vehicle (eg use of 
an ACTPS pool or short term hire vehicle) are more efficient.  For more information 
please refer to the policy and procedures on the use of private vehicles for official 
travel on the ACT Health Intranet. 
 
- Hire of Vehicles through ACTPS Provider 
As an alternative to air travel it may be more appropriate to hire a vehicle through the 
ACTPS provider – Rhodium Asset Solutions.  Please contact the Fleet Manager for 
ACT Health on  6205 1431. 
 

22. Private Practice Fund Travel 
The preceding guidelines and policy apply to travel paid for by the Private Practice 
Fund.  However, delegations for approval and mechanisms for reimbursement are 
different.  For more information, contact Michelle Munday or Marie Tankey, The 
Canberra Hospital Private Practice Fund, on  6244 3537. 
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23. Discipline Provisions 
Failure to comply with the ACT Health Travel Policy and Guidelines could result in 
the officer being subject to disciplinary provisions. 
 
 
 

March 2007 

13 of 20 



ACT Health Travel Procedures

Appendix 1: Procedures for Booking Travel 

(A) Steps for organising travel 
 
This was outlined on the QANTAS Business Travel handout – reproduced hereunder. 

Domestic Bookings    International Bookings 
Telephone: 1300 655 856 (Option 1)  Telephone:  1300 655 856 (Option 2) 
Facsimile:   02-9951 9835   Facsimile:    02-6250 8291 
 
Qantas Business Travel NSW   Qantas Business Travel 
SYDAPC9     Level 4 / 10 Moore Street 
203 Coward Street    CANBERRA      ACT   2601 
MASCOT      NSW   2020 

GUIDELINES FOR MAKING NEW/AMENDING EXISTING BOOKINGS 
 
1. Telephone Qantas Business Travel, telephone 1300 655 856 

- if domestic travel press 1. 
- if international travel press 2. 

 
2. When the Qantas travel consultant answers: 

- introduce yourself and let them know where you are from. 
- quote your Qantas Travel Profile number. 
- advise date, time and class of travel. 
- advise travel journey, eg. Canb/Syd/Canb. 
- give details of the person travelling, including telephone or mobile telephone 

contact details. 
- need to give email details to allow the itinerary to be emailed through to the 

person as well as yourself. 
- it is important that you note the Booking Reference No as this then allows you 

to contact Qantas and quote it if changes are to be made.  This is usually found 
on the itinerary emailed through to you. 

 
3. Change an existing booking. 

- when the Qantas travel consultant answers, introduce yourself. 
- indicate that you are wishing to change or cancel an existing booking. 
- Quote the Booking Reference Number or flight details with the passenger’s 

name.  This will allow the travel consultant to immediately access the 
booking. 

- Advise the changed requirements. 
 
4. Confirmation of Itineraries 
Confirmation of itineraries and bookings will be provided by QBT via e-mail.  
Confirmation can be provided by fax if necessary. 
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5. Preferred ticketing option (E-Ticket) 
E Tickets are issued for all domestic travel and for the majority of international travel. 
When using E-Ticket, photo identification such as a driver’s licence will be required 
when checking in at the airport.  The use of E-Ticket enables travel to be undertaken 
without the need for conventional paper tickets.   
 
6. Discount Airfares. 
Please note that if you book on one of the discounted fares, and then something goes 
wrong, eg. need to change departure times or cancel, there may be a problem as some 
of the discounted fares are very restrictive in respect of changes or cancellations. 
 
7. Types of Airfares. 
For your guidance, the main types of airfares are detailed below.  The key benefits of 
these airfares are as follows: 
 
Full Fares:   Business Class and Economy Class.  No restrictions. 
 
Discount Economy Fares: Return Economy fares, maximum and minimum stay 

 requirements, advance booking requirement, payment 
 deadlines and non-refundable.  For example, 14 day 
 Apex fare type represents a saving of up to 70% 
 discount off the full Economy Class fare, subject to 
 class availability. 

 
(B) Accommodation 
 
QBT can arrange accommodation for the travelling officer. 
 
1. Travellers will be required to state their approved accommodation rating. 
 
2. Travellers may nominate a hotel of their preference when booking 

accommodation.  Alternatively, they can request the QBT consultant to select an 
appropriate hotel located close to the venue of the event they are attending, in 
order to minimise transportation expenses. 

 
3. QBT will require credit card details to allow it to secure the accommodation 

with the accommodation provider.  
 
4. The booking officer should then fax through the appropriate authority to the 

accommodation provider – details of the credit card, expiry date of the credit 
card, name of the credit card holder and signature of the cardholder.  This 
advice should contain a request for the Tax Invoice. 

 
 (C) Car hire, coach and rail travel 
 
QBT can also access a range of services for car hire, coach and rail travel on a 
national and international basis.  Please discuss with the QBT travel consultant at the 
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time of making any bookings.  Similar to accommodation bookings, a credit card will 
be required to secure the booking in the first instance, followed by the booking officer 
providing similar details to the car hire provider as required for accommodation 
bookings. 
 
(D) Related services 
 
QBT can provide advice and services on: 
• visa, passport and Customs requirements and processing for international travel; 
• foreign currency and travellers cheques; and 
• health and safety issues. 
 
(E) Travel Form.  
 
You need to ensure that you complete a Travel Form and have it signed by: 

- the travelling officer; 
- the supervisor; and 
- the appropriate delegate. 

 
Attached to that form should be a copy of the itinerary and documentation (eg. copy 
of the agenda) to support the travel.  This is required from an audit perspective. 
 
A copy of the Travel Form can be found on the ACT Health Intranet:  
 
http://acthealth/c/HealthIntranet
 

On the left hand side of the web page click on the heading Policies and Plans 
then under Quick Links, click on ACT Health Central Policy and Plan 
Register.  When this page opens, in the Search box type in Travel and click on 
Find.  The Travel Form and the Travel policy, procedures and fact sheet will 
then be available.  Alternatively, go to HR Online – HR Forms. 

 
Please note that this is the authority that supports the payment of the Qantas invoice.  
It should therefore be forwarded to the officer responsible for the processing of the 
Qantas invoice for your Group. 
 

(F) Corporate Credit Cards 
 
Travellers approved to hold a corporate credit card should not use the card for the 
purchase of airline tickets.   
 

(G) Cabcharges 
 
If Cabcharge vouchers are required, travellers should contact the relevant officer 
within their area. 
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Appendix 2: Schedule Of Reasonable Costs 
 
The following provides a guide to reasonable travel related expenses when travelling 
for official purposes.  Acceptable travel related expenses must be incurred as a result 
of work related activity and will vary according to the destination, duration and nature 
of the travel.  It is the responsibility of the traveller to ensure that expenses incurred 
are necessary to conduct business efficiently and effectively and to minimise all 
expenses to a reasonable and practical level. 
 
Work related travel expenses should be considered on a case-by-case basis.  These 
expenses may include: 
 

• Tickets for air, bus, ferry, rail 

• Accommodation - room only costs 

• Car rental and hire costs - when other 
means of transportation are unavailable, 
more costly, or impractical 

• Taxis 

• Main Meals (where the cost of meals has 
not already been paid for by the ACTPS 
or other parties) 

• Parking costs (does not include parking 
or traffic fines) 

• Tolls 

• Laundry and dry cleaning (if away from 
home for 3 nights or more) 

• Telephone costs - business and a short 
call home once every day 

• Postage, fax and modem costs for work 
related purposes 

• Bed tax 

• Photocopying and business services 
where these could not be arranged 
prior to departure or at the offices 
visited 

• Clothing when visiting harsh climates 
(requires prior approval) 

• Local taxes, stamp duties and 
transaction costs for work related 
activities 

• Travellers cheque fees 

• Travel insurance when deemed 
necessary 

• Pre-travel medical costs 

• Excess baggage for work related 
documentation or equipment 

• Visas and special documentation 
requirements for foreign countries 
visited 

 
Non-reimbursable expenses are those that are not work related, excessive, 
unnecessary, inappropriate or have been inclusive in other expenses.  These may 
include traffic fines, mini-bar and in-house movies, room service, toiletries, gym fees, 
in-flight refreshments, recreational expenses, or meal expenses for travel less than ten 
hours. 
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Appendix 3: Definitions 
 
Domestic Travel is defined as official travel to any destination within Australia. 
 
International Travel is defined as official travel to any destination outside Australia. 
 
Lowest logical fare is defined as the cheapest available air fare which enables business 
objectives to be met, and ensures effective use of the traveller’s time. 
 
Reasonable costs are defined as legitimate work-related expenses which must be incurred to 
conduct official business efficiently and effectively. 
 
Travellers are defined as employees of the ACT Health Portfolio, who are travelling away 
from their normal place of work, for official purposes. 
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 Appendix 4 : ACT Health QBT Travel Profiles 
 
Central Office 
Travel 
Profile  

Description of Profile Contact Officer Contact Officer’s 
Telephone No 

2800372 ACT Health Chief Executive Jennifer Elsey 6205 0823 
2800374 ACT Health Deputy Chief Executive – 

Clinical & Access Improvement Prog 
Anne Lakey 6205 0868 

2800389 Business and Infrastructure Anne Lakey 6205 0868 
2800360 Office of the Chief Executive Annette McGorm 6205 1340 
2800364 Nursing and Midwifery Kathryn Ross 6205 0893 
2800365 Human Resource Management Karen Hickey 6205 1083 
2800366 Financial and Risk Management Inga Heinjus 6205 2248 
2800368 Information Services Branch Monica Luscombe 6205 0880 
2800371 Government Relations and Planning Lauren Pavic 6205 0851 
2800373 Policy Division Lauren Pavic 6205 0851 
2800375 Population Health Shane Broomfield 6205 8705 
2800381 Medical Board of the ACT Rickie Clark 6205 3346 
2800382 Nurses Board of the ACT Adam Young 6205 5062 
2800384 Other ACT Health Professions Boards Alan Skelton 6205 1597 
 
 
Mental Health ACT 
Travel 
Profile 

Description of Profile Contact Officer Contact Officer’s 
Telephone No 

2802038 Mental Health ACT Poppy Hunter 6205 5137 
 
 
Community Health 
Travel 
Profile 

Description of Profile Contact Officer Contact Officer’s 
Telephone No 

2800138 Alcohol and Drug Program Annette Wilke 6205 1357 
2800136 Patient Safety & Quality Ashley McCallum 6205 3311 
2800135 Child Youth and Women’s Health 

Programs and Breastscreen 
Annette Wilke 6205 1357 

2800133 Corporate and Business Development Kahlea McGeechan 6205 1937 
2800132 Dental Health Program Annette Wilke 6205 1357 
2800131 Academic Unit of General Practice Lyn Hunt 6244 4947 
2800129 Community Health Annette Wilke 6205 1357 
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The Canberra Hospital 
Travel 
Profile 

Description of Profile Contact Officer Contact Officer’s 
Telephone No 

2800370 TCH General Manager Executive Unit Clare Farr 6244 2069 
2800378 TCH Health Medical Services Craig Kellar 6244 3612 
2800380 TCH Surgical Services Rachael Petersons 6244 2238 
2800383 School of Clinical Medicine Clare Farr 6244 2069 
2800387 TCH Women’s and Children’s Health  Jean Sloan 6244 2536 
2800388 TCH Nursing Services Clare Farr 6244 2069 
2800390 ACT Pathology Jean Sloan 6244 2536 
2800391 TCH Special Purpose Accounts Regan Taylor 6244 2788 
2800393 TCH Pharmacy Irene Heugh 6244 4299 
2800377 IPTAS - Interstate Patients Travel 

Assistance Scheme 
Yvonne Epping 6205 1389 

2800379 TCH – Private Practice Fund Michelle Munday 
or Marie Tankey 

6244 3537 

2851084 Medical Appointments and Training Unit Nicole Burke 6244 2526 
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