Instructions and Guidelines

1) This form is used to record details of cash travel expenditure (whether taken through accounts payable or the University Visa Card).  

2) Please complete a separate form for each currency and for each cost centre (this makes processing much simpler) unless your school/unit has advised you otherwise. 

3) It is easier to complete details each night, rather than at the end of the trip.

4) Please obtain receipts whenever these are available.  For hotel expenditure, a single hotel bill is sufficient.
5) Expenses with receipts; you can group expenses of the same nature on one line.
6) Expenditure without receipts must be individually itemised on the bottom section of the form.
7) Refer to the ProMaster Quick Reference Guides  for Credit Card Cash Advance Acquittals and/or reimbursing UniSA a remaining Cash Balance Amount  http://w3.unisa.edu.au/fin/systems/promaster/quickguides.asp 
8) For Cash Advances through Accounts Payable, complete a FS39 & forward to your local administrator.

9) If you change your itinerary, let your supervisor know.
Reasonable Incidental Expenses
In addition to normal accommodation and meal expenses, the University will pay all reasonable expenditure associated with travel on University business.

This includes:

· Insurance on essential personal effects, if not already provided

· Official phone calls, faxes, etc.

· Necessary health examinations, inoculations, vaccinations

· Necessary passports* and visas

· Compulsory exit and entry fees

· Currency exchange rate fees/commissions

· Charges for travellers cheques

· Transport costs

· Postage

· Necessary laundry or dry cleaning (while travelling) – it is expected that staff on extended travel or in difficult climates will need to use laundry or dry cleaning services.  

· Reasonable personal phone calls - it is considered reasonable for staff to telephone home upon arrival at their destination, or when changing accommodation or location.  Further calls should be limited to every second day during absence.  Staff should bear in mind the frequency and duration of their calls and the associated costs to their Academic Unit/Central Administrative Unit.  Individuals will be responsible for excessive personal telephone calls.  

The following incidental expenses may be covered by the University by negotiation with the relevant authorised supervisor:

· Tours (FBT may be applicable – advice should be sought from Finance)
· Tips

· Work related gifts

· Porter fees

· Luggage and equipment

· Airport trolley hire
	Emergency Medical Assistance for Overseas Travel (reverse charges):
· Ph: + 61 2 8907 5995 or 

· Web: www.aceassistance.com 

General Insurance enquiries: 
· Ph: + 61 8 8302 1678 or
· Email: insurance@unisa.edu.au 

· Web: http://w3.unisa.edu.au/fin/Commercial_Support/Insurance/Travel_Insurance/travel_insurance.asp
Emergency UniSA 24 Hour Hotline: 
· Ph: + 61 8 8302 0000
Lost or Stolen Corporate Credit Cards:
· National : 1800 033 103

· International : + 61 3 8641 9121
Increase the Monthly Limit on your Credit Card: 
· Ph + 61 8 8302 1482 or
· Email promaster@unisa.edu.au 
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