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Higher Ed Services Guidelines for Accommodation and Travelling Expenditure

General
The HES Board has determined guidelines in relation to expenditure authorisation for travel and accommodation expenses.
Approval for expenditure is required from the HES CEO except: 
· when the expenditure is within the Board-approved Group budget for travel and accommodation, as detailed in the Group business plan, OR
· when the expenditure is in accordance with  the following Guidelines.

Travel
Air travel, for official purposes, will be by economy class, unless otherwise approved by the CEO. 
· When making airline bookings, efforts should be made to obtain the best and most economical airfare possible with any available carrier.  Reimbursement can be sought by using the HES Expenses Claim form. If you are travelling by a higher class, please supply the cost of the equivalent economy class airfare and this will be reimbursed.
· Where possible, and especially in situations where travel arrangements can be made well in advance of scheduled meetings/conferences, representatives should take advantage of any fare concessions. (Internet bookings can result in significant  savings). 
· Associated travel costs, including taxis, hire or rental car transport and car park charges, will be reimbursed, on production of receipts.   
· When business permits, travel should be undertaken without overnight stays; but where they are unavoidable, all reasonable costs are claimable.

Private Vehicle Use
Where private vehicles are used in respect to Group business, travel will be reimbursed at the rates that apply to the Universities Australia (formerly AVCC).
Current rates are:
up to 1600 cc	63c per/k
1601 to 2600	74c per/k
over 2600		75c per/k
	n.b. rates were current @ 01/07/2007
It should be noted that HES does not accept responsibility for loss or damage to a private vehicle whilst it is being used on HES or Group business.
Reimbursement of private vehicle use can be made by using the Ground Travel Expenses Claim Form.

Accommodation
Generally, meetings and appointments are arranged, as far as possible, to minimise overnight stays.
· Where an overnight stay is necessary, reasonable expenses will be met. 
· The HES Business Consultant concerned will advise intending participants in relation to specific costs that will be covered on the occasion of an official meeting.  
· As a guide, reasonable expenses will include accommodation as per rates at the selected Hotel (as advised by the business consultant), local calls and modem access, laundry, and meals (excluding liquor), unless at an official function eg a conference dinner.  
· Mini-bar consumption is considered a personal expense, unless otherwise advised.
· In-house videos at Hotels is considered a personal expense
· The period of official Group hospitality will continue until the conclusion of the meeting.  During this period, HES will cover the costs of accommodation and meals, and morning and afternoon teas. 
If group accommodation is not arranged, using the following websites for standby accommodation can significantly reduce the rates for hotel stays where late accommodation bookings need to be made:  
http://www.wotif.com
http://www.lastminute.com.au

Claims
Claims should be submitted within four weeks of the event or meeting being held.

HES claims forms are available from all Group websites or by contacting the Executive Assistant at HES.
Please note the following regarding GST and claims:
· Claim for travel and meeting costs - claim forms should be submitted as usual together with supporting documents including a tax invoice from your institution/supplier.
· A tax invoice is not needed for low-value purchases as there is no obligation on suppliers to issue a tax invoice if the value of the sale (excluding GST) is less than $50.00.
· Where an expenses claim comes in with THE UNIVERSITY being the body to be repaid, then THE UNIVERSITY MUST SUPPLY THE TAX INVOICE. 
· Where an individual personally claims for reimbursement of expenses, then a tax invoice from a supplier is acceptable.
Last updated 7 Dec 2011

Enquiries:
Leanne Vaughan
Business Consultant (Project Support)
Higher Ed Services
Ph: +61 2 9286 0710
Email: leanne@hes.edu.au
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