Travel on Company Business

	
	Overview

	[image: image1.jpg]



	Travel On Company Business Procedure

	[image: image2.png]



	Travel Cost Allowance (TCA) for EA/Award employees/ECA employees
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	Travel Payment for AWA field-based employees


Overview
It may be necessary for Telstra employees to travel during the course of their normal work.  If the business requires an employee to travel, the business will cover the payment of costs associated with the travel. 

Please note: The travel information contained in this page strictly pertains to short term travel (ie. travel that does not involve relocation). To view information about relocation-related travel, refer to Employee Relocation.  

For full details please refer to the Travel policy, Document No. 005052, found at: http://www.in.telstra.com.au/ism/telstrabusinessprinciples/travel.asp or go to the Telstra Corporate Travel site 

Travel on Company Business Procedure
	Step
	 Action

	1
	
The one-up manager determines a need for an employee to travel.

Note: If travel is related to relocation, go to  Employee Relocation

	2
	
Obtain the appropriate travel approval.

To submit a travel proposal, go to  Arranging Travel
Domestic travel which involves air flights, overnight accommodation or car hire must be approved before you travel, at a minimum by an Executive Director. A business unit Group Managing Director can decide on a higher level of approval is they wish.
The CEO or the CEO’s nominated delegate must approve all international travel.

	3
	
The one-up manager needs to discuss the travel requirements with their employees prior to making travel bookings.

          To read the travel requirements, go to Essential Travel Information.

	4
	
The one-up manager ensures that the employee (or their nominee), co-ordinates the travel arrangements by contacting American Express.

To contact American Express, go to Corporate Travel

	5
	
Does the employee require a Travel Cost Allowance (TCA)/Travel Payment?

 If...
 Then...
 Yes
 Go to Step 7
 No
 Go to Step 6 



	6
	Upon completion of the travel, the one-up manager confirms with the employee that travel was undertaken.

END OF PROCEDURE

	7
	Submit Travel Cost Allowance (TCA) Claim or Travel Payment Claim.

For information about how to submit a claim, go to How do I claim TCA/TP?

	8
	Where travel was completed with a Travel Cost Allowance (TCA) / Travel Payment (TP), the manager needs to:

· Confirm Travel details and close trip. 

· Approve any non-advanced TCA and/or additional payments    

END OF PROCEDURE


Travel and Entertainment
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	Company Policy


Relevant Business Principle:  Finance & Administration
Purpose

To ensure:

· Telstra has appropriate corporate travel arrangements and guidelines for entertainment expenditure and expenditure on external conferences or offsites.

· Travel only occurs when face to face communication is absolutely necessary to achieve business outcomes.

· The benefits of discount travel are maximised.

Application

This is a Company Policy of Telstra Corporation Limited and it applies to all Telstra employees and contractors and to any other person who is notified that this Company Policy applies to them.  Subject to Telstra Business Principles and Company Policies, it applies to each of Telstra's 100% owned Australian subsidiaries and their employees and contractors.

· Executive Directors must gain the relevant CEO LT member’s approval for all activity covered within this Policy.

Exceptions to the Travel and Entertainment Policy:

· The CEO or a member of the CEO LT may authorise an exemption to this Policy in relation to the permitted reasons for travel, class of travel and accommodation, only in exceptional circumstances.

· This Policy does not apply to the Directors of Telstra Corporation Limited or members of the CEO LT.

· Notwithstanding paragraph 10 of this Policy, Operational Travel, as defined below, for employees and contractors in the Telstra Network and Services Business Unit may be approved by the relevant staff member's 1-up manager. In all other respects this Policy applies to employees and contractors in the Telstra Network and Services Business Unit.

· Notwithstanding paragraph 14 of this Policy, travel to New Zealand will be treated as domestic travel.

· Notwithstanding paragraph 14 of this Policy, domestic travel within the Philippines may be approved by the Director of Operations, Philippines.

Policy

1. You may only travel, and management will only approve travel, where the travel is absolutely necessary to achieve business outcomes in a cost and time effective manner.

2. Alternative facilities such as video or teleconferencing  must be used in circumstances where face to face communication is not absolutely necessary.

3. Permitted reasons for travel are as follows:

· Essential bids/account management/Government activities

· Service activations or restorations (Telstra Network and Services operational staff only)

· Network Development / Build (Telstra Network and Services operational staff only)

· Emergency work.

4. Proposed travel for any of the above reasons requires the prior approval of an Executive Director (ED), or equivalent.  In the case of an ED prior approval of the relevant CEO LT member is required.  If your proposed travel does not fit into any of the above categories, you must obtain the prior approval of a member of the CEO LT.

5. Formal staff performance reviews/team meetings for interstate staff are not permitted reasons for travel.

6. Prior to booking any travel, you must have written approval in accordance with paragraphs 10 and 14 of this Policy.

7. All travel related expenses incurred on your American Express Corporate Travel & Entertainment Card must be approved in accordance with the Company Delegations. Your 1-up manager will approve reasonable expenses incurred taking into consideration the duration and nature of the assignment and your personal circumstances, subject to clauses 18 and 19 of this Policy.

8. All travel must be booked on a "Best Fare of the Day" basis in accordance with the Telstra Travel Process.  Personal preferences, including frequent flyer and lounge memberships, must not determine the choice of carrier.

9. You must complete and retain a travel diary for Fringe Benefits Tax substantiation if you travel:

· Domestically for more than 5 continuous nights and you are not travelling purely for work purposes (e.g. when you take annual leave as part of the travel).

· Internationally for more than 5 continuous nights

Domestic Travel
10. Domestic travel which involves air flights, overnight accommodation or car hire must be approved before you travel, at a minimum by an ED.  In the case of an ED prior approval of the relevant CEO LT member is required.  A CEO LT member can decide on a higher level of approval if they wish. The Expenses Online system must be used to generate the travel request.

11. You must travel on an Economy Class Fare.

12. All domestic travel bookings must be made in accordance with the Telstra Travel Process.

13. All travel must be carefully planned. Any change to booked travel arrangements which will incur a cost in excess of $100 must be pre-approved by the original approver.

International Travel
14. The CEO or the CEO’s nominated delegate must approve all international travel.  Refer to Application statement above for exceptions

15. You must travel on an Economy Class fare, unless the flight is 9 hours or more, in which case you may choose to travel on a Business Class fare. 

16. All intra regional travel within Asia, North America and Europe must be booked on an Economy Class fare. Intra regional travel may only be booked on a Business Class fare where it is a component of the original fare and is deemed by Telstra's Travel Manager to be the most cost effective ticket and routing e.g. Round the world fare.

17. International travel bookings must be made in accordance with the Telstra Travel Process.

Domestic and International Expenses
18. A domestic travel spend limit of up to $75 a day is provided to cover allowable Telstra expenses, such as meal charges and travel related incidentals. Where actual expenses exceed this guidance managers should approve on a case by case basis on receipt of appropriate evidence and justification. These expenses must be charged to your American Express Corporate Travel & Entertainment Card and all receipts must be retained for a minimum of 12 months and produced on request.

19. International travel spend limits have been established for various destinations to cover allowable Telstra expenses, such as meals and incidentals.  Refer to the Telstra Corporate Travel site to obtain these limits. These expenses must be charged to your American Express Corporate Travel & Entertainment Card and all receipts must be retained for a minimum of 12 months and produced on request.

20. If you are travelling internationally and using your American Express Corporate Travel & Entertainment Card and/or obtaining receipts for ad hoc expenses is difficult, contact HR at [image: image5.png]




 HYPERLINK "mailto:%21%20HR%20Remuneration%20%26%20Reward%20%28Remuneration%20and%20Reward%20-%20VIC%29%5bF0201616@team.telstra.com%5d;?subject=Travel%20expenses%20query&CC=" ! HR Remuneration & Reward who will be able to organise an alternative solution via payroll.

21. If you are unable to use your American Express Corporate Travel & Entertainment Card, you must support your claims for reimbursement of any allowable Telstra expenses with a receipt.

22. You must comply with the Corporate Cards Company Policy  and not use your American Express Corporate Travel & Entertainment Card for personal expenditure.

Entertainment expenditure
23. Entertainment expenditure should be for business purposes only and in most cases will only be permitted when it involves attendees external to Telstra. You must adopt a conservative approach to this expenditure. Entertainment involving only Telstra employees may be incurred in exceptional circumstances only.

24. Restaurant and other entertainment related expenses must be charged to the American Express Corporate Travel & Entertainment Card held by the most senior employee in the group, who must also seek prior approval for the entertainment by using the Expenses Online system. Prior approvals required are as follows:

· For business related entertainment involving attendees external to Telstra - prior approval from the relevant ED. In the case of an ED prior approval of the relevant CEO LT member is required.

· For entertainment of Telstra employees only (ie not attended by parties external to Telstra) - prior approval from the CEO LT member, except for internal events such as Service Awards and other occasions to acknowledge special employee related achievements or significant events (such as farewells), which must be approved by your 1-up manager.

25. Bills must not be split or broken. You must record details of who was entertained, the name of their organisation and the purpose of the entertainment. 

26. When travelling in countries where it is customary to tip, reimbursement of reasonable tips may be approved by your 1-up manager. Within Australia, tipping is only permitted in situations where this would be considered to be normal practice and must not exceed what would be considered to be a reasonable level.

27. All entertainment expenses incurred on your American Express Corporate Travel & Entertainment Card must be approved in accordance with the Company Delegations.

External conferences or offsites
28. You must obtain approval from the CEO LT member of your business unit before you commit to use venues or facilities. The Expenses Online system must be used to generate this prior approval.

29. You must not stay overnight unless this is absolutely necessary or is the most cost and time effective arrangement. You must not stay over a weekend unless the business need for the trip takes place on the weekend.

30. Telstra's Travel Manager must be used for all accommodation and conference bookings. The preferred supplier lists must be adhered to and accommodation and conferences must be booked at the same time that the air component of the trip is booked. Direct bookings with hotels are not permitted.

31. Your booking must be made on a standard room rate. Bookings must not be made for 'Executive Floor' and 'Club Floor' room or equivalent rates.

32. All cancellations must be advised to Telstra's Travel Manager as early as possible to avoid cancellation penalties. 'No show fees' will not be refundable if you do not advise a change or do not provide appropriate notice to Telstra's Travel Manager.

33. Gifts, Prizes and Hospitality
34. Any gifts for exchange with the host company/country and entertainment expenditure must be approved in accordance with the Gifts, Prizes and Hospitality Policy.

35. You must comply with the Gifts, Prizes and Hospitality Policy if you are offered any gifts or hospitality while travelling.

Taxi/Rental car usage/airport parking
36. You may use taxis for business travel, taking into account the cost effectiveness of taxi hire for each trip compared with using your own vehicle.

37. You must use a rental car instead of taxis, where it is cost effective. Include parking costs and tolls in cost estimates.

38. You may use airport car parking if this is cost effective as compared with estimated taxi costs.

39. Airport valet parking is not permitted.

40. You must not use private hire cars (a private hire car is a vehicle where the price is not determined via a metered fare but is a fixed amount based on distance).

41. Payment must be made by American Express Corporate Travel & Entertainment Card.

Travel Club or Lounge Membership
42. Where you can demonstrate the need to use airline club facilities, a member of the CEOLT may approve your membership, at Telstra’s expense, of:

· Either the Qantas Club or equivalent if you fly more than 12 times per year, or

· Both the Qantas Club and one alternative if you fly more than 24 times per year

43. You may personally pay membership fees at Telstra rates.

Frequent Flyer Membership
44. You are responsible for all costs associated with joining an airline’s frequent flyer scheme.

45. You may use the Frequent Flyer points and the benefits of membership accumulated by you through business travel for your personal use, but any associated tax liability accrues to you.

46. You may use your Frequent Flyer points to upgrade business travel bookings at your discretion.  This must be done by you directly with the airline and will not be organised by Telstra's Travel Manager.

47. You cannot accrue personal reward points via the American Express Corporate Travel & Entertainment Card.

Spouse Travel
48. Business related travel for your spouse is permitted only in exceptional circumstances if you are a member of the Telstra Executive Team and have obtained prior approval of the CEO.

Insurance
49. You are covered by personal accident and travel insurance on domestic or international travel booked through Telstra’s Travel Manager.

Passports/Visas
50. It is your responsibility to ensure that travel documents (passports/visas etc) are up to date or obtained where and when required.

51. The cost of visas required for approved travel will be reimbursed with the approval of your 1-up manager.

Private Travel
52. Telstra's Travel Manager must not be used for private travel.

53. If you are a member of the Telstra Executive Team (TET), you must register your private international travel with Corporate Security and Investigations using the travel notification form, so that Telstra can assist you in the event of an emergency.

Breach of Policy

If you do not comply with this Company Policy, you may face disciplinary action.  This disciplinary action may involve a verbal or written warning or, in serious cases, termination of your employment or engagement with Telstra.

If you break the law you may also be personally liable.

References

· Telstra Travel Process
· Corporate Cards Company Policy
· Discretionary Employee Related Expenditure Company Policy
· Corporate Security & Investigations - Travel security advice to international travellers
· Corporate Travel
· Expenses OnLine
· Travel Diary
· Travel Cost Allowance
· International Roaming
· Video conferencing
· International daily spending limits
Definitions

	Term
	Definition

	Best Fare of the Day 
	‘Best Fare of the Day’ for domestic travel is as follows:

· Where available, the fare on the first leg of the journey will be a fully restrictive fare to maximise savings.

· Whenever feasible, the fare for the return leg of the journey will also be fully restrictive, however a semi-restrictive (i.e. non refundable but held in credit for 12 months) fare can be allocated if available and required by the traveller.

‘Best Fare of the Day’ for international travel is defined as the most cost effective fare with a Telstra preferred carrier based on the most logical route.  Where travel is to be flown in Business Class, this is irrespective of whether the carrier has beds in this cabin or not.

	CEO Leadership Team or CEOLT 
	All personnel included in Band A of the Telstra Executive Team and includes the CEO of Sensis Pty Ltd, and the Group General Counsel.

	Executive Director
	All personnel included in Band B of the Telstra Executive Team and includes the Deputy Group General Counsel.

	Contractor 
	Any person, company or other contracting party engaged to provide services to or on behalf of Telstra under a contract of services, either directly or indirectly (for example, through a third party).  This includes agency workers, consultants, agents and suppliers.

	Operational Travel 
	Travel considered to be essential for the staff member to undertake approved network investment capex and opex programs of work, planned and emergency maintenance activities, field related ticket of work (TOW) activities regarding activation and assurance, approved programs of work for customer facing business units and provision of mobiles infrastructure at special events.

	Telstra's Travel Manager 
	Company who provides Telstra with flight, accommodation, car rental and other travel related services and advice on all aspects of domestic and international travel.


Approval

	Telstra Business Principle Owner:
	John Stanhope, GMD Finance & Administration

	Contact Person: 
	For queries in relation to the content of the Policy:
Jan Price, Director Financial Support, Finance and Administration 

For queries in relation to the application and implementation of the Policy:
Kate Lagias, Senior Procurement Specialist - IBM Procurement


Record of Issues

	Issue No.
	Issue Date
	Nature of Amendment

	1
	13/01/1997 
	Broadening of areas of coverage

	2
	12/02/2001
	Amendments to Travel Policy and Travel Manager

	3
	27/10/2004
	Amendments to Travel Policy 

	4
	25/11/2004
	Amendments to Travel Policy

	5
	07/02/2005  
	Amendment to GMD Domestic and International Travel

	6
	03/03/2005 
	Amendments to references to 'minimum L5' delegation

	7
	23/05/2005 
	Amendments to International Travel for L2 Managers

	8
	31/05/2005 
	Amendment to the definition of 'best fare of the day' for International Travel

	9
	03/06/2005
	Reviewed in accordance with the Telstra Business Principles

	10
	01/05/2006
	Updated Contact

	11
	22/01/2007
	Amendments to Travel Policy

	12
	14/06/2007
	Amendments to Travel Policy

	13
	20/06/2007
	Addition of Operational Travel exemption and definition

	14
	27/06/2009
	Minor amendments as part of the 2008 Company Policies review and updated to extend the exemption from obtaining TET approval in relation to Operational Travel to cover all members of the Telstra Network and Services BU.

	15
	08/04/2009
	Removal of reference to COO in definition following 2009 restructure 

	16
	10/07/2009
	Key changes are:

· Specification of permitted reasons for travel. 

· Domestic travel approval to be at Executive Director level (minimum) and must be pre-approved using the Expenses OnLine System. 

· A daily spend limit of up to $75 per day for meals when travelling in Australia, and specific daily spend limits for various overseas destinations. 

· Tighter rules around entertainment and requirement to use Expenses Online system for prior-approval.  

· Tighter rules around offsites and conferences and requirement to use Expenses Online system for prior-approval. 

· For operational reasons different approval levels are permitted in relation to TN&S travel to New Zealand, and domestic travel within the Philippines. 

· Provision of link to video conferencing site, to provide information on the facilities that are available and information for users, as an alternative to travel 

· Provision of link to Corporate Card Policy 

	17
	13/08/2009
	Key changes are:

· An additional permitted reason to travel - Network Development / Build (Telstra Network and Services operational staff only) 

· Exceptions to daily spend limit of $75 

· Clarity around approval for entertainment of Telstra employees at internal events and special occasions (clause 24) 

	18
	01/10/2009
	Clarify prior approvals required for entertainment expenditure, depending on whether only Telstra staff or external parties attend

	19
	10/12/2009
	New clause 4 to clarify the approval levels required for domestic travel

	20
	25/02/2010
	New clause 52 requires TET members to register their private international travel with CSI and amendment to standard breach clause

	21
	17/03/2010
	Clarify approvals required to be obtained by Executive Directors and remove references to GMD - replace with CEO LT member
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	Travel Schedules and Return Home
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	Accommodation
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	Insufficient/Excessive Allowance
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	Light Camping Arrangements
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	Telstra Provided Meals and Accommodation
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	Meal & District Allowance
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	Frequent Absence Allowance
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	How do I claim TCA?


 

 

 

 

 

 

 

 

Overview
TCA is the method of reimbursing EA / Award employees/ECA employees for the costs associated when working away from their usual work location.  An employee may agree with their one-up manager to move to reimbursement of expenses using the Corporate Liability Card. 

An employee on TCA, uses the Corporate Liability Card for flight booking and taxis (including private hire cars) only. TCA payments are made to an employee to cover accommodation, meals and incidentals incurred whilst working away from their usual work location. 

Eligibility
· An employee is eligible for TCA payment where:
· their one-up manager has pre-authorised business travel which includes at least an overnight stay; and
· the employee actually incurs costs as a result of the business travel (a manager may request proof of actual expenditure); and
· the employee completes a claim for the period of travel to the one-up manager for payment approval.
· TCA payments are not made when the employee is scheduled to return home.
· The allowance may be made for periods up to three months.  Note: Travel that is to extend beyond 3 months should be arranged by using Telstra's Relocation Procedure.
· The relevant flat nightly rate is paid for each overnight stay away from home.  

TCA Advance
The one-up manager may approve up to 100% advance TCA payment in order to meet immediate travel costs.  Advance payment is only made to anticipate costs for a maximum of 4 weeks. 

Itinerant Work
Where an employee's work is: 

· is itinerant in nature (ie, working from place to place on a continuing basis), and
· work location may vary at short notice causing a change in accommodation,
the one-up manager may approve payment of the flat nightly rate beyond 3 months. 

Travel Schedules and Return Home
· Where an employee travels on a continuing basis, the one-up manager plans a work schedule which includes weekend returns to home by taking into account work performance, health & safety, logistics and costs, and group choice.
· The one-up manager ensures the employee returns home every 4th weekend, regardless of cost and logistics.
· An employee may return home on a weekend, at their own expense, where the one-up manager has determined that it is not cost effective for Telstra to do so. Note: TCA is not payable in this circumstance.  

Note: The determination of the employee's home address should not be artificial or contrived to create TCA eligibility. 

Accommodation
· An employee selects accommodation from the Hotel Accommodation List.
· An employee on TCA, who is travelling to a capital city destination, should book accommodation using Corporate Travel Accomodation.
· Payment of accommodation is made by the employee from their nightly rate TCA payment.
· The price of an employee's choice of accommodation should be covered within the TCA rate applicable.  

Insufficient/Excessive Allowance 

· The one-up manager may approve payments in excess of the flat nightly TCA allowance rate where they are satisfied that the allowance is insufficient to cover:
· receipted accommodation and meals costs at a particular location, and
for the full period of travel.
· The one-up manager determines whether the employee should be reimbursed for actual costs, rather than the nightly rate applicable, where they are satisfied that the TCA allowance is excessive. 

Light Camping Arrangements 

An employee who is unable to stay in suitable hotel/motel style accommodation due to the location and nature of their work (eg. "light" campers) are required to contribute 10% of the applicable nightly allowance rate for the supply and maintenance of provided equipment. 

Telstra Provided Meals and Accommodation
Where Telstra provides the accommodation and/or meals, the employee may claim reimbursement of incidentals based on receipted costs to the limit indicated in the [image: image19.png]il





 HYPERLINK "http://www.in.telstra.com.au/ism/payandbenefits/ismisapi.aspx?GetFileEnc=7372655;6617612;40&ETCA%20Rates;http%3A//www.in.telstra.com.au/ism/payandbenefits/traveloncompanybusinessprocedure.asp;/ETCA%20Rates" \o "ETCA Rates" ETCA Rates (19 KB) 

Meal & District Allowance 

An employee is not eligible for Meal Allowance or District Allowance whilst TCA is payable. 

Leave
An employee is not eligible for TCA payments whilst on periods of leave, except for leave due to illness.   The one-up manager decides when to return an employee home based upon the severity and/or duration of the illness. 

Frequent Absence Allowance
· An employee becomes eligible for Frequent Absence Allowance where they have received TCA for a minimum of 14 nights in a rolling 28 night period.
· Where the above threshold is met, the employee is eligible for payment in addition to TCA for the actual number of nights for which TCA is paid.
· Public holidays will count towards meeting the 14 within 28 day threshold, but not for payment purposes.  This occurs where an employee is not receiving TCA on a public holiday, and the public holiday:

· would be regarded as an ordinary working day but for the public holiday occurring 

· is within the travel period or, ignoring scheduled days off work and weekends, and 

· is immediately on either side of the travel period. 

Refer to the [image: image20.png]il





 HYPERLINK "http://www.in.telstra.com.au/ism/payandbenefits/ismisapi.aspx?GetFileEnc=7372655;6617612;40&ETCA%20Rates;http%3A//www.in.telstra.com.au/ism/payandbenefits/traveloncompanybusinessprocedure.asp;/ETCA%20Rates" \o "ETCA Rates" ETCA Rates (19 KB) for the current Frequent Absence Allowance rate. 

How do I claim TCA?
All Travel Cost Allowance Claims must be made using PeopleOnline (My Details  > Travel).

For employees that utilise a Pen Person, please complete the Travel Cost Allowance Form then forward to your Pen Person for entry into PeopleOnline.

[image: image21.wmf]Employee Travel Costs Allowance - Effective from 1July 2009

Location

Accommodation

Incidentals

Total

Breakfast

Lunch

Dinner

Adelaide

136.20

20.70

23.30

40.00

15.90

236.10

Brisbane

132.00

20.70

23.30

40.00

15.90

231.90

Canberra

113.10

20.70

23.30

40.00

15.90

213.00

Darwin

133.60

20.70

23.30

40.00

15.90

233.50

Hobart

106.30

20.70

23.30

40.00

15.90

206.20

Melbourne

153.20

20.70

23.30

40.00

15.90

253.10

Perth

125.80

20.70

23.30

40.00

15.90

225.70

Sydney

167.00

20.70

23.30

40.00

15.90

266.90

Country Centres

87.50

18.50

20.50

37.90

15.90

180.30

Camping rate

83.10

16.80

18.70

31.60

14.40

164.60

Night Rate of Frequent Absence Allowance

$21.40

Employee Travel Costs Allowance - Effective until 30 June 2009

Location

Accommodation

Incidentals

Total

Breakfast

Lunch

Dinner

Adelaide

133.10

20.20

22.70

39.00

15.50

230.50

Brisbane

128.00

20.20

22.70

39.00

15.50

225.40

Canberra

110.10

20.20

22.70

39.00

15.50

207.50

Darwin

130.00

20.20

22.70

39.00

15.50

227.40

Hobart

104.00

20.20

22.70

39.00

15.50

201.40

Melbourne

150.00

20.20

22.70

39.00

15.50

247.40

Perth

123.10

20.20

22.70

39.00

15.50

220.50

Sydney

163.10

20.20

22.70

39.00

15.50

260.50

Country Centres

85.40

18.00

20.00

37.00

15.50

175.90

Camping rate

81.10

16.40

18.20

30.80

14.00

160.50

Night Rate of Frequent Absence Allowance

$21.40

Meals

Meals


Travel Payment

  

	[image: image22.jpg]



	Overview

	[image: image23.jpg]



	 - Eligibility

	[image: image24.jpg]



	 - Travel Payment Advance
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	 - Travel schedules & return home
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	How do I claim Travel Payments?


Overview 

This policy will be effective from 1st January 2007 

Travel Payment is a method of reimbursing AWA employees working in field based roles for the costs associated with meals and incidentals when working away from their usual work location.  

An employee receiving a Travel Payment (TP) uses the Corporate Liability Card for accomodation, flight booking and taxis (including private hire cars) only.  Travel payments are made to an employee to cover meals and incidentals incurred whilst working away from their usual work location. 

An AWA employee may agree with their 1-Up manager to move to reimbursement of all expenses using the Corporate Liability Card.  In the circumstances of remote travel by field based employees, an employee's 2-Up Manager may approve the payment of Travel Cost Allowance (TCA) for all travel expenses. 

Eligibility
· An employee is eligible for TCA payment where: 

· the employee is employed via an AWA and works in a field-based role.
· their 1-Up Manager has pre-authorised business travel which includes at least an overnight stay; and
· the employee actually incurs costs as a result of the business travel; and
· the employee completes a claim for the period of travel to the 1-Up Manager for payment approval; and 

· Team Managers are not eligible for the Travel Payment and should use their Corporate Liability Card for meals and incidentals. The 2-up manager can approve exceptions to this eligibility

· Travel Payments are not made when the employee is scheduled to return home.
· The payments may be made for periods up to three months.  Note: Travel that is to extend beyond 3 months should be arranged by using Telstra's Relocation Procedure.
· The flat rate of $99.90 is paid for each overnight stay away from the usual work location.  This rate will be reviewed periodically in line with timeframes for review of TCA rates.   

Travel Payment Advance
The one-up manager may approve up to 100% advance Travel Payment in order to meet immediate travel costs.  Advance payment is only made to anticipate costs for a maximum of 4 weeks. 

Travel Schedules and Return Home
· Where an employee travels on a continuing basis, the one-up manager plans a work schedule which includes weekend returns to home by taking into account work performance, health & safety, logistics and costs, and group choice.
· The one-up manager ensures the employee returns home every 4th weekend, regardless of cost and logistics.
· An employee may return home on a weekend, at their own expense, where the one-up manager has determined that it is not cost effective for Telstra to do so. Note: Travel Payment is not payable in this circumstance.  

Accommodation
· An employee selects accommodation from the Hotel Accommodation List.
· An employee should book accommodation using Corporate Travel Accomodation

 HYPERLINK "http://ism/travel/accommodation.asp" .
· Payment of accommodation is made by the employee by Corporate Liability Card .  

Leave
An employee is not eligible for Travel Payments whilst on periods of leave, except for leave due to illness.   The one-up manager decides when to return an employee home based upon the severity and/or duration of the illness. 

How do I claim Travel Payments? 

All employee Travel Payment Claims must be made using the Travel Payment claim form.   Please contact Payroll Services on 1300 363 833 (Option 3) for assistance with Travel Payment Claims. 
