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Amend or cancel an existing business travel request
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5. Input the details of your
required amendment or
cancellation in the text box
provided. Include as much
information as possible.

Details of required amendment or cancellation
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6. Click on ‘SEND TO TRAVEL
ADMINISTRATOR’.

The Travel Team member that is assigned to the travel booking will receive your request and will make the required
amendments/cancellation.

Once your required amendments/cancellation has been actioned by the Travel Team, you will receive an email notification
advising completion/and or next steps.

Need further help? Please contact the UniSA Travel Team on Ph: (08) 8302 6430
Email: travelteam@unisa.edu.au
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