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	BUSINESS TRAVEL RECORD (TRAVEL DIARY)
Finance Unit FS37



	TRAVELLER DETAILS

	Name:
	
	Email: 
	

	Area:
	

	Phone (work):
	
	Phone/Mobile: 
	

	Purpose of Travel*: 
	

	*If attending a Conference/Seminar please enter the full description (e.g. Australian National Symposium) not acronym or abbreviation.

	Date of Departure:
	
	Date of Return:
	

	Date of departure should be listed from first departing flight on travel itinerary 
	Date of return is date arriving back into original departing location 


	IMPORTANT INFORMATION: When completing the below section please remember the following points: 
1) Each day of travel must be separately entered below if activity is the same each day 
2) Refer to instructions to determine difference between business and private travel 
3) Include the name of any person you will be meeting with. 
4) Personal days do not require a description.

	Place of Activity
	Date (in location)
	Time Started
	Time Finished
	Description of Activity
	Business or Private?

	(e.g.)  Rome
	(e.g.) 27 Sep
	(e.g.) 0900
	(e.g.) 1700
	(e.g.) Teaching (6 hours) / Meeting Prof. Smith (2 hours)
	(e.g.)Business

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total Business days:
	

	Total Private days:
	


	FBT Checklist
	Yes/No

	Is a staff reimbursement/contribution for private travel required for FBT purposes?
	

	If yes, has this reimbursement/contribution for private travel been provided?
	


	Signature (For physical copy)

	I declare that the above Business Travel Record is a true representation of the business related travel undertaken.

	Signature (electronic accepted): ___________________________________
	Date: __________________

	PLEASE NOTE: Electronic signatures are accepted provided that it is submitted to the travel team via the traveller’s secure UniSA email account. The email will act as a signature for all documents that are attached to this email. The traveller’s name must appear either in the ‘from’ line of the email.


	How to lodge a Travel Diary (FS37)

	Scan signed copy and email to travelteam@unisa.edu.au 
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	BUSINESS TRAVEL RECORD (TRAVEL DIARY)
Finance Unit FS37



Instructions for completing this form
The FS37 Business Travel Record must be completed for Australian Taxation Office purposes where the traveller is away from home for six nights or more.  Failure to complete this form may result in the entire trip and all associated expenses being subject to Fringe Benefits Tax.  
Lodging the form

The completed Business Travel Record is to be returned, together with a copy of the itinerary and any other supporting documentation, via email to travelteam@unisa.edu.au within the Finance Unit.  You can also retain a second copy of this form if you wish with your other travel and acquittal records (for example, with the authorised Travel Approval retained by the School or Division).
Important information for travellers
Insurance: Where personal travel days exceed 50% of the total trip the traveller may not qualify for University Travel Insurance.  Please contact the Insurance Office on x21678 or email insurance@unisa.edu.au for more Information.
FBT implications: Where personal travel days equal or exceed 50% of the total trip, the traveller will be required to reimburse (or otherwise contribute) the personal component of the flight costs.  
Please note – a traveller may be asked to prepare a FS37 in advance of travel where a proposed trip contains private travel close to or exceeding 50% to determine any contribution requirements.  This form will then be confirmed at the completion of the travel.
Please contact the UniSA Travel Team (x26430) or email travelteam@unisa.edu.au with any questions.
Classifying business travel and private travel
What is a “Business Day”?

University business is defined in the travel guidelines as:

- University representation (e.g. member of the AVCC, ATN meetings);

- Overseas and regional program delivery;


- Administration (e.g. appointment process, external reviews, collaborative arrangements);

- International marketing and recruitment activities;

- Research interactions; and

- Conferences/PEP/Graduations.

It is appropriate to also include unavoidable time spent between business activities:


- Weekends & public holidays (generally where occurring between two business days only);

- Days only spent in a location due to flight times and availability;

- Days only spent in a location due to practicalities;

- Required rest and/or recovery days for long flights (subject to specific approval).
What is a “Private Day”? 
All other travel is by definition private.

Treatment of Transit Days
Transit days are days in which you are actively travelling from one location to another.  Transit days may be Business or Private.  Travelling to a business location is a Business day.  Note that any Transit days in which a business activity also occurs should be classified as Business.

If travelling to or from a location where no business activity occurs at all (i.e. for a purely private purpose) this is a Private Transit day – this includes a stop off on the way to a business location where that stop off is not required for business reasons.
http://w3.unisa.edu.au/fin/forms/default.asp
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