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 APPENDIX F. INTERNATIONAL TRAVEL CHECKLIST
  Employees must complete this form and submit to the approval authority prior to travel.
	International Travel Checklist

	1. Read Policy and Procedures
· Official Travel Policy
· Official Air Travel Procedures; and 
· Accommodation, Allowance and Expense Procedures.
	☐
	2. Travel Application and approval process
· Complete the Air Travel Application Form – International Travel (Appendix C) and submit to approval authority for approval a minimum of 6 weeks before proposed date of departure.
	☐
	· Obtain approval by Minister of Education as per Travel Approval Schedule (Appendix A).
	☐
	· Notify the Department of Jobs, Tourism, Sciences and Innovation (JTSI) by submitting a copy of the approved air travel application form of details of all approved international travel by email at: overseas.travel@jtsi.wa.gov.au.
	☐
	· Notify Business Events Perth prior to travel if your travel includes attending an overseas conference or meeting as a delegate or speaker (Refer to Premier’s Circular 2021/02: Guidelines for Official Air Travel by Ministers, Parliamentary Secretaries and Government Officers section 11 for contact details).
	☐
	3. Consider Payment Options
• If you hold a purchase card, check your expenditure limit and whether the card will be accepted at your destination. 
• If you do not hold a purchase card, plan an alternative payment method (e.g. tax invoice). 
• Frequent travellers are encouraged to apply for a purchase card. 
	☐
	4. Travel Planning for International Travel
·  Prepare a detailed plan for your trip. 
	☐
	· Consider keeping a travel diary to record times, dates and places of travel.
	☐
	· Be prepared to keep receipts of meals and business expenses.
	☐
	· Have a valid passport and visa for travelling to the intended destination and returning to Australia.
	☐
	· Prior to booking, check with the Department of Foreign Affairs and Trade (DFAT) travel advisory for security and safety alerts and information on your travel destination (Refer to Official Air Travel Procedures).
	☐
	· Consider the Work Health and Safety policy and procedures.
	☐
	· Consider security and travel advice provided by DFAT SmartTraveller website and note the assistance offered in the  and the destination Travel advisories.
	☐
	· Complete the Smart Traveller Travel checklist.
	☐
	· Consider the General travel advice which covers a range of travel topics.
	☐
	· Complete Appendix H – International Travel Security Checklist 
	☐
	5. Communication and emergency plans
· ensure your emergency contacts details are up to date in HRMIS emergency contact details.
	

	· 
	☐
	· Follow the processes outlined in Manage working alone risks (staff only).
	☐
	· Consider the most appropriate method of maintaining communications. To acquire a work phone or enable a work phone for use overseas refer to mobile services and handsets.
	☐
	6. Insurance
· Be aware of Insurance cover that is automatically provided by the Department RiskCover’s Travel Certificate of Currency.
	☐
	· Consider the need to make your own arrangements to purchase additional cover.
	☐
	· Obtain an International SOS card Access Emergency Assistance from Overseas (SOS).
	☐
	7. When you return (within 2 weeks of return):
· Complete an Appendix D Travel Reporting Declaration and submit to the Financial Reporting Officer.
	☐
	· Complete Appendix G Statement of purpose and benefits to Western Australia.

	☐
	· Carry out acquittals of expenses and reimbursements Understand purchase card holder obligations (staff only).
	☐


	Sign-off Details

	Traveller’s Name
	
	Line Manager/Principal
	

	Signature
	
	Signature
	

	Date
	
	Date
	


Note: This checklist should be retained by the Line Manager/ Principal for at least six months after the return of the traveller.
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