


[bookmark: _Hlk103166844][bookmark: _Toc84334888]APPENDIX D. TRAVEL REPORTING DECLARATION
1. This form must be completed by the officer travelling or a nominee within 2 weeks of the return from the trip.  School based employees, if taken within a term break, may return the form on the earlier of return to school or within 2 weeks of the date of return from the trip.
2. For travel other than intrastate, please return the completed form to the Financial Reporting Officer, Financial Accounting and Reporting, by email to traveldeclarations@education.wa.edu.au
	Traveller Details

	Surname
	
	Given Name
	

	DoE Employee No.
	
	Position/Title

	

	Branch/ REO/ School
	
	Non-employee organisation:
	

	Phone
	
	Email
	



	Travel Approver Details

	Name
	
	Date Approved
	

	Position / Title
	
	Approved Travel Form Reference
	



	Travel Details

	Travel Type

	Class of Travel


	Departure Date

	Arrival Date
	Destination (City/Country) including stopovers

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Purpose of Travel

	Briefly describe the purpose (not the benefits): 









	Variations from the original Approved Travel

	Does the travel align with the approved travel form? 
☐  Yes     ☐  No

If yes, please list what changes/variations (for e.g. flight changes, extended stay) were made and the reasons why (for e.g. bad weather, flooding, mechanical delays)?



	Cost Breakdown and Funding Details (including GST)

	Cost Description
	Cost**
	Source of Funding Details***

	Airfare
	
	

	Accommodation
	
	

	Registration fees
	
	

	Teacher’s relief costs
	
	

	Associated costs*
	
	

	TOTAL COSTS
	
	



	Notes Section: 

	* Associated costs include: 
· Meal expenses and incidental allowance
· Taxi/Car Hire
· Other costs related to the trip

	** Only include a cost value if it is school or Department funded. 
For all other funding source, show “0”. 
If funded by combined sources, show only the amount funded by the School or the Department. 

	*** Sources of Funding Examples: 
· School funds
· Department funds (also known as Consolidated funds)
· Parents
· Self-funded
· P&C
· Local or Commonwealth Government
· Industry (must specify the name of the organisation)
· Combined sources – must specify name of sources. 


	Traveller to sign Declaration

	Name
	Position Title
	Signature
	Date

	
	
	
	



	Line Manager / Principal


	Name
	Position Title
	Signature
	Date

	
	
	
	



