
[bookmark: _Hlk103166844][bookmark: _Toc84334888]APPENDIX B. DOMESTIC AIR TRAVEL APPLICATION FORM 
1. For Interstate Travel, e-mail an approved copy to traveldeclarations@education.wa.edu.au
2. The original approved form is to be kept by the authorised Travel Booking Officer for audit purposes.

	Traveller Details 

	Surname
	
	Given Name
	

	Employee No.
	
	Position/Title
	

	Phone
	
	Email
	

	Branch/REO/School
	



	[bookmark: _Hlk138769356]Travel Details

	Travel Type:
(Tick the appropriate box)
	☐ Intrastate    ☐ Interstate   ☐ Charter
☐ Other, please specify: ____________
	Duration of Travel (days): Excluding private travel.

	Class of Travel:
(Tick the appropriate box)
	☐ Economy   ☐ Business Class   
☐ Other, please specify: ____________
	

	Departure Date
	
	Departure Location
	

	Arrival Date
	
	Arrival Location
	

	Return Date
	
	Return Location
	

	In between flight destinations
(City/Town, State): 
(List all destinations between arrival and return, including stopovers)
Add more destination lines if required. 
	1.
	Arrival Date
	

	
	2.
	Arrival Date
	

	
	3.
	Arrival Date
	

	
	4. 
	Arrival Date
	

	Is Private Travel incorporated?  
	☐ Yes    ☐ No    

	If yes, please fill out the following details: 

You must obtain prior approval from your line manager for any private travel. 
	Leave Start Date
	

	
	Leave End Date
	

	
	Leave Type
	



	Cost Breakdown and Funding Details

	Please estimate costs (GST inclusive) and funding sources for each item.

	Cost Description
	Department/School Funding costs ($)
	External
Funding costs ($)
	Cost Centre or External Funding Source*

	Airfare
	
	
	

	Accommodation
	
	
	

	Meal expenses
	
	
	

	Incidentals allowance
	
	
	

	Car hire
	
	
	

	Please specify vehicle type:
	

	Registration Fees
	
	
	

	Teacher’s Relief costs
	
	
	

	Other
	
	
	

	TOTAL COSTS
	$ 
	$
	

	Allowance for cost increase* without further approval: 
	$ 

	If accommodation exceeds the award rate, please provide justification?
	

	Is the trip fully or partially funded by an external source? ** 
 
	



 
* Not to exceed more than 10% of the total costs. 
**A copy of Sponsored Travel Funded by a Third Party Organisation Form Appendix E must be attached with this application or if the trip is a gift please complete the Gift, Declaration and Registration form (see Gifts, Benefits and Hospitality Procedures Gifts Benefits and Hospitality Policy).

	Travel Justification

	Describe the purpose of travel:



	Describe the connection between your duties and the travel:




	Describe the significance and benefit of this travel in terms of Department and/or school priorities:




	Describe:
1. Anticipated outcomes
2. Intended method for dissemination of information





	Additional supporting information to assist the approver (e.g. TRIM reference or attachments such as briefing note or PD outline)





	[bookmark: _Hlk175215624]Management Recommendation and Approval – All Travel

	Traveller

	Name
	Position Title
	Signature
	Date

	
	
	
	

	Line Manager Approval

	Name
	Position Title
	Signature
	Date

	
	
	
	

	Domestic Travel Approval Authority (if different to Line Manager)

	Name
	Position Title
	Signature
	Date

	
	
	
	


Traveller Booking Details 
	Flight Reservations*** and Itinerary Details


	Airline/Charter
	Flight number
	Flight Class
	Day
	Date
	Time
	Destination

	
	
	
	
	
	
	From
	To

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


*** Booking arrangements for the Indian Ocean Territories – Christmas and the Cocos (Keeling) Islands should be made in accordance with the procedures for international travel, as travel to the territories is considered international travel by the travel industry. Further information can be found through the Premier’s Circular 2021/02.
	Accommodation Reservation Details


	Name of Accommodation
	Date in
	Date out
	Total cost
	Booking Ref

	
	
	
	
	

	
	
	
	
	




	Hire Car Details


	Car Hire company
	
	Car Type
	

	Pick up point
	
	Date
	
	Time
	

	Drop off point
	
	Date
	
	Time
	



	Approved Airport Lounge Membership


	Organisation Name
	Membership number
	Expiry Date

	
	
	

	
	
	








