[image: image1.png]University of South Australia




University Insurance

Business vs. Private Travel Insurance Calculator
The table is used for calculating the percentage of Private vs. Business Travel or how to classify days of travel.
When classifying days as Business or Private Travel, please note that weekends and Public Holidays which fall inside the Business portion of your trip are still counted as Business Days.
You do not need to declare a weekend as 2 Private days unless it falls inside the time of your own Private Travel.

Once the table is completed, check that you have totalled the days at the bottom, save the document and email the completed document to insurance@unisa.edu.au to receive advice on your Travel Insurance within 5 working days.
Example:
	DATES
	ACTION
	DESTINATION 
	PURPOSE
	NO. OF DAYS 

	eg 02/01/06 to 09/01/06
	Flight
	QLD
	Business - to attend a seminar
	8

	10/01/06 to 14/1/06
	Holiday
	QLD
	Personal - on leave
	5

	15/01/2006
	Holiday
	ADL
	Flight back from QLD
	1

	TOTAL No OF DAYS TRAVELLING FOR UNIVERSITY BUSINESS
	9

	TOTAL No OF DAYS TRAVELLING FOR PRIVATE
	5
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		DATES		ACTION		DESTINATION		PURPOSE		NO. OF DAYS

		TOTAL No OF DAYS TRAVELLING FOR UNIVERSITY BUSINESS								0

		TOTAL No OF DAYS TRAVELLING FOR PRIVATE								0






