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REPORT SUMMARY 

1. REPORT SUMMARY 

INTRODUCTION 

1.1 In 2002-2003, the total expenditure in the ACT Public Sector for 
domestic and international travel and associated expenses (travel and 
accommodation) was $12.3 million.  This compares with $13.2 million 
for the previous financial year.  

1.2 This Report presents a summary of the results of a compliance 
performance audit that reviewed the compliance of ACT Public Sector 
travel arrangements and expenses with the Public Sector Management Act 
1994 and relevant standards, policies and procedures.   

1.3 Compliance performance audits examine corporate matters important 
to the ACT Public Sector as a whole and assess whether government 
agencies comply with legislative and related standards, policies, and 
procedures, in all significant respects.  

AUDIT OBJECTIVE 

1.4 The objective of this Audit was to provide an independent opinion to 
the ACT Legislative Assembly on whether: 

• Government agencies adopt travel processes that are consistent 
with the Public Sector Management Act 1994 and relevant Public 
Sector Management Standards, Best Practice Notes, Agency 
Travel Guidelines and sound practice.  

AUDIT OPINION 

1.5 The independent opinions drawn against the audit objective are: 

Travel processes used by government agencies are consistent with the 
Public Sector Management Act 1994 and relevant Public Sector 
Management Standards, Best Practice Notes, Agency Travel Guidelines 
and sound practice.  There is a high level of compliance with the 
legislative and policy framework in all significant respects.   

1.6 The basis for these opinions are detailed in Chapter 2 of the report. 

TRAVEL ARRANGEMENTS AND EXPENSES 1
 



REPORT SUMMARY 

RECOMMENDATIONS FOR FUTURE ACTION 

1.7 Notwithstanding the positive audit opinions, several areas were 
identified for further improvement based on the Audit findings.   

Recommendation 1 – Revised Travel Guidelines 
Agencies should review their Agency Travel Guidelines to ensure: 

• a provision is included to state that travel is to be authorised prior 
to the travel being undertaken by officers and non-public sector 
employees;  

• a provision is included on lost, stolen or cancelled travel tickets; 

• a detailed section is included on use of corporate credit cards, 
including cash access, the reimbursement of credit cards; and  

• a detailed section is included on the management and control of 
frequent flyer scheme points accrued as a result of official travel.   

Response from audited government agencies 

‘Agreed’ 

Recommendation 2– Revised Travel Processes 
Agencies should review their travel processes to ensure: 

• official travel is not authorised by the officer travelling; 

• the Agency Travel Form includes a section where the officer 
travelling can indicate the accommodation standard that applies to 
the hotel/motel that the officer travelling has booked; 

• the use of individual frequent flyer scheme points are redeemed 
for government travel purposes as permitted under the schemes 
terms and conditions, as and when practicable; and   

• documentation captures a complete, accurate, reliable and useable 
record of travel processes to meet the legal and policy framework 
as well as accountability requirements. 

Response from audited government agencies 

‘Agreed’ 
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BETTER PRACTICE FRAMEWORK 

1.8 The Audit has also included a Better Practice Framework for ACT 
Public Sector Travel Administration (see Chapter 3) to provide guidance 
for the efficient and effective administration of ACT Public Sector travel.  
The framework is aimed at ensuring accountability and transparency of 
the resources used to manage travel arrangements and expenses within 
ACT Government agencies. 

RESPONSE TO THE REPORT 

1.9 In accordance with section 18 of the Auditor-General Act 1996, a 
final draft of this report was provided to the Chief Executive of each 
agency involved in this Audit for consideration and comment.1   

1.10 Responses received regarding the Audit findings were consistently 
supportive of the Audit and its recommendations for improvement.  The 
Chief Minister’s Department stated that it agrees in full to the 
recommendations in relation to revised travel guidelines and revised 
travel processes, and indicated that it will incorporate the 
recommendations into the travel policies and processes for both the Chief 
Minister’s Department and the Department Treasury.   

1.11 The Department of Justice and Community Safety has informed the 
Audit Office that it has commenced implementing the recommendations 
of this report. 

                                                 
1 The following ACT Government agencies were reviewed for this Audit: Chief Minister’s 
Department; Australian Capital Tourism Corporation; ACTION; ACT Gambling and Racing 
Commission; Department of Justice and Community Safety; Kingston Foreshore Development 
Authority (is now part of the Land Development Agency); and ACT Health (including The Canberra 
Hospital).  
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2. AUDIT FINDINGS 

INTRODUCTION 

2.1 This Chapter summarises the key findings of the audit against the 
legislative and policy framework underpinning travel administration in 
the ACT Public Sector, and the implementation of the framework within 
selected agencies.   

TRAVEL EXPENSES IN ACT GOVERNMENT AGENCIES 

2.2 Travel expenditure for all ACT government agencies totalled $12.3m 
in 2002-2003 and $13.2m during the previous year.  The Audit’s 
examination of domestic and international travel and associated expenses 
(accommodation and transport) in seven ACT government agencies 
covered almost 50 per cent of all travel expenses during 2001-2002 and  
2002-2003.  Table 2.1 provides travel expenditure data on the agencies 
reviewed.   

Table 2.1: Travel Expenditure of Selected ACT Government 
Agencies, 2001-2002 and 2002-2003 

Travel Expenditure  
($ 000s) Agency 

2001-2002 2002-2003 
ACTION Authority 142 10 

Australian Capital Tourism Corporation 291 286 

ACT Gambling and Racing Commission 79 62 

ACT Health 748 2,199 

Chief Minister’s Department  374 463 

Department of Justice and Community Safety  3,111 2,515 

Kingston Foreshore Development Authority 48 52 

The Canberra Hospital  1,358 556 

Total 6,151 6,143 

Source:  ACT Department of Treasury. 

Note:  This data represents travel expenses as reported in the Treasury’s consolidated 
financial statements.  These travel expenses include fares and accommodation etc but 
may also include other travel expenses such as motor vehicle expenses and 
allowances, parking fees, car hire, meal allowances and other such costs.  These 
inclusions vary between the expenditure reported for each agency. 
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2.3 Travel expenditure for all ACT government agencies is provided at 
Appendix A. 

LEGISLATIVE AND POLICY FRAMEWORK FOR TRAVEL IN 
THE ACT PUBLIC SECTOR 

2.4 The Public Sector Management Act 1994 (the PSM Act) provides the 
legislative framework for the administration of the ACT Public Sector.  
The PSM Act sets out objectives for ACT government agencies to either 
implement or give effect to important values and general principles such 
as fairness and integrity, efficiency and effectiveness, and the use of best 
management practices.  The PSM Act also sets out provisions for 
employment in the ACT Public Sector.  

2.5 The PSM Act is supported by Public Sector Management Standards 
(PSM Standards) and Best Practice Notes.  The PSM Standards operate 
under the PSM Act and provide the legal basis for personnel and 
administrative actions which have no source of authority elsewhere.  The 
Best Practice Notes provide information and advice on the processes and 
practices required under the PSM Standards and are, for the most part, not 
legally binding.  The PSM Standard applicable to ACT Public Sector 
travel arrangements and expenses is Standard 6 – Administration and 
Training – Part 2 – Travel – Domestic and International.  All public 
sector employees, when travelling for official purposes, are required to 
comply with this Part.   

2.6 Lowest Logical Fare and Reasonable Costs are two overarching 
principles underpinning Standard 6 – Part 2.  Lowest Logical Fare is 
defined as ‘the most economical available air fare that suits the 
requirements of the public sector employee travelling in enabling 
business objectives to be met, and ensures effective use of the public 
sector employee time.’  Reasonable costs are defined as ‘legitimate work 
related expenses that are incurred to conduct official business efficiently 
and effectively.’ 

2.7 Best Practice Note 6.2 – Travel – Domestic and International applies 
to ACT Public Sector travel arrangements and expenses.  This Note sets 
out a travel framework designed to establish efficient, effective and 
accountable travel practices.  Best Practice Note 6.2 also outlines 
provisions to be included in Agency Travel Guidelines.  
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2.8 The Chief Executive of each agency is responsible for developing, 
implementing, and communicating to their officers current Agency Travel 
Guidelines consistent with Standard 6 – Part 2 and Best Practice Note 6.2. 

2.9 The Territory Records Act 2002 recognises the importance of the 
need for sound documentation and record keeping practices to 
organisational effectiveness.  The Territory Records Act requires that 
ACT Government agencies maintain complete, accurate, reliable, and 
useable records of the activities, decision-making processes, and 
decisions. 

2.10 Together, these instruments provide a robust travel policy 
framework, which provides for authorisation prior to travel, post-travel 
reimbursement arrangements, and sound documentation and record 
keeping practices. 

AUDIT APPROACH 

2.11 Compliance performance audits are conducted under the 
performance audit provisions of the Auditor-General Act 1996 (section 12 
of the Act).  Such audits examine specific and clearly delineated subject 
areas, and are conducted across a selection of ACT government agencies.  
The audit scope is limited to compliance with legislation, policies, and 
procedures, and does not involve evaluating the legislative and policy 
framework.  Departures from the legislative framework identified during 
an audit are analysed and reported so that, where appropriate, 
improvements can be made in the future.   

2.12 The Audit covered travel arrangements and expenses across several 
ACT government agencies.  The scope of the Audit covered compliance 
with the PSM Act, Public Sector Management Standards, Best Practice 
Notes, and the Agency Travel Guidelines of agencies and the efficiency 
of their implementation of the policy.  More than 300 Agency Travel 
Forms and supporting documentation from seven ACT Government 
agencies for 2001-2002 and 2002-2003 were examined in detail during 
the Audit.  Appendix B provides further details regarding the Audit 
approach, including focus, scope, and methodology. 
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OVERVIEW OF FINDINGS 

2.13 The Audit found a high level of compliance with the legislative and 
policy framework in all significant respects.  The Audit concluded that 
the Agency Travel Guidelines developed and implemented by each 
agency were on the whole consistent with the PSM Act, Public Sector 
Management Standard 6 – Part 2 and Best Practice Note 6.2.  The Audit 
also concluded that travel processes employed by agencies were generally 
adequate for efficient, accountable, and transparent travel practices.  The 
Audit did note, however, some areas where practice could be improved to 
align travel information, advice and processes more closely with Public 
Sector Management Standard 6 – Part 2, Best Practice Note 6.2 and the 
Territory Records Act 2002. 

AGENCY TRAVEL POLICY 

Positive Findings 
• The Agency Travel Guidelines developed by the Chief Minister’s 

Department were adopted by each agency, and these guidelines 
provide sound policy advice.   

• The Agency Travel Guidelines of each agency were consistent in 
all significant respects with the PSM Act and the relevant Public 
Sector Management Standard and Best Practice Note.   

• On balance, agencies provided clear and practical guidance to 
their officers, particularly in relation to steps for organising travel 
with the preferred travel provider, Carlson Wagonlit, as well as 
reimbursement of travel expenses. 

Negative Findings 
• Although agencies stipulated that authority is needed for official 

travel, with the exception of one agency, no agency stipulated in 
their Agency Travel Guidelines that the travel is to be authorised 
prior to the travel being undertaken. 

• Important provisions in the Agency Travel Guidelines of agencies 
contained insufficient detail.  For instance: 

• no agency contained a provision for dealing with the 
management of lost, stolen or cancelled travel tickets;  

• not all agencies contained provisions for dealing with cash 
access and the reimbursement of corporate credit cards.  
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There was a tendency of agencies in their Agency Travel 
Guidelines to refer officers to a separate corporate credit 
card policy; and 

• no agency contained comprehensive provisions for dealing 
with the management and control of frequent flyer scheme 
points accrued as a result of official travel.  This makes it 
difficult for agencies to monitor the use of frequent flyer 
scheme points by individual officers in accordance with 
the legislative and policy framework.   

2.14 Although the Audit considers that the Agency Travel Guidelines of 
agencies have deficiencies, as demonstrated by these negative 
observations, the Audit found no instances where the risks of improper 
travel and associated expenditure were realised.   

IMPLEMENTATION OF THE POLICY 

Positive Findings 
• Travel processes employed by agencies were generally consistent 

with their Agency Travel Guidelines.   

• Most Agency Travel Forms submitted for processing were 
completed correctly, including the sections authorising the travel 
and providing the reason for the travel.   

• Appropriate delegate approvals existed for most travel 
arrangements and the majority of travel reimbursements.   

• The vast majority of air travel bookings were made in accordance 
with the specified air travel class.   

• Processing and reimbursement of travel expenses was accurate 
and undertaken in a timely manner.  Invoices and other supporting 
documentation were attached in the vast majority of cases. 

Negative Findings 
• In some instances, the officer travelling approved his or her own 

travel, and a number of travel forms had delegate approval after 
the travel had taken place.   

• Officers who accrued frequent flyer points through official travel 
were not using the points when booking air travel or 
accommodation.   
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• In some instances there was insufficient documentation 
supporting pre-travel arrangements for accountability purposes.  
This made it difficult for the Audit to assess whether travel 
processes complied with the legislative and policy framework.   

Approval for Travel  

2.15 Table 2.2 provides data on agency compliance with travel approval 
processes.  Although the table shows a high level of compliance with 
travel approval, there is a need in a small number of cases for officers 
processing the travel agency forms to ensure that the written approval 
section is completed by the appropriate delegate prior to processing. 

Table 2.2:  Agency Compliance with Travel Approval Processes 
Compliance (%) Travel Activity 

Yes No N/A Not 
sure* 

Travel authorised 86 5 9 0 

Reason for travel provided 88 3 9 0 

Total sample number (N=322)  
* Unable to determine compliance 

Use of the Territory’s Travel Manager  

2.16 The Audit found that most agencies used the preferred travel 
provider, Carlson Wagonlit, for air travel and accommodation bookings, 
where practicable.  Table 2.3 provides data on agency compliance with 
the use of the Territory’s travel manager.  This table shows high usage of 
the Territory’s travel manager for air travel and accommodation bookings 
where appropriate.  Where the Territory’s travel manager was not used, 
non-compliance was not an issue as either accommodation approval was 
given to use another travel provider or further approval did not apply.   
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Table 2.3:  Compliance with Use of the Territory’s Travel Manager  
Compliance (%) Travel Activity 

Yes No N/A Not 
sure* 

Preferred travel provider used – Air Travel  82 4 12 2 

Preferred travel provider used – 
Accommodation  

17 37 37 9 

- If no, another travel provider was approved 
(N=120) 

90 1 0 9 

Total sample number (N=322)  
* Unable to determine compliance 

Documentation 

2.17 The Audit found a high level of compliance with the provision of 
documentation to support travel expenses incurred.  Table 2.4 provides 
data on agency compliance with the need for travel receipts, and shows 
that processing and reimbursement of travel expenses was accurate and 
undertaken in a timely manner.  The table also shows a high level of 
compliance with the requirement that officers provide documentation 
necessary to support travel expenses incurred during official travel. 

Table 2.4:  Agency Compliance with the Need for Travel Receipts 
Compliance (%) Travel Activity 

Yes No N/A Not 
sure* 

Travel expenses’ calculations correct 88 0 4 7 

Payment posted to the journal within acceptable 
timeframe 

92 0 5 4 

Travel expenses supported by tax invoices 
and/or receipts  

12 1 86 1 

Expenses charged to corporate credit card 
supported by tax invoices and/or receipts   

24 1 72 4 

Total sample number (N=322)  
* Unable to determine compliance 

2.18 However, the Audit found that not all agencies provided sufficient 
documentation to support pre-travel arrangements.  Examples include 
incomplete Agency Travel Forms and travel itineraries.  Also, because 
the Agency Travel Form does not contain a section for the travelling 
officer to indicate the accommodation standard that applies to the 
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hotel/motel that the travelling officer has booked, the Audit cannot reach 
a definitive conclusion on whether accommodation bookings were made 
in accordance with the specified standard.  The implication of this finding 
is that it could negatively impact on the accountability and transparency 
of decision-making. 

Frequent Flyer Schemes 

2.19 Table 2.5 provides data on agency compliance with policy on the 
management and control of frequent flyer scheme points, and supports the 
finding that agencies have not taken advantage of benefits available under 
frequent flyer schemes such as free flights and other travel services.  

Table 2.5:  Agency Compliance with Policy on Frequent Flyer 
Schemes   

Compliance (%) Travel Activity 
Yes No N/A Not 

sure* 
Frequent flyer points     

- used to book flight 0 55 38 7 

- used to book accommodation 0 42 49 9 

- Agency Travel Form showed accumulated 
points 

0 56 37 7 

Total sample number (N=322)  
* Unable to determine compliance 

CONCLUDING COMMENTS  

2.20 The Audit notes that each agency is responsible for developing and 
maintaining their own Agency Travel Guidelines in accordance with the 
legislative and policy framework.  The Audit observed that Travel 
Guidelines developed by the Chief Minister’s Department were adopted 
by each agency.  These guidelines provide sound policy advice and 
generally adequate step-by-step guidance for managing travel processes.  
This approach facilitates consistency across the ACT Public Sector.  

2.21 Although all Agency Travel Guidelines stipulated that authority to 
travel is required, the Audit found that these guidelines contained 
deficiencies that could potentially expose the Territory to unnecessary 
risks.  For example, the Agency Travel Guidelines of agencies did not 
stipulate that authority is required prior to travel.  By not including the 
phrase ‘prior written approval’ in Agency Travel Guidelines, there is a 
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risk of inconsistency in the implementation of the policy and the potential 
for unauthorised travel and expenditure.  This requirement is clearly a 
simple and effective control mechanism, and fundamental to best 
management practices.   

2.22 Similarly, sound accountability mechanisms would seek to 
minimise the potential for conflicts of interest that may arise from an 
officer authorising his or her own travel.  Indeed, Public Sector 
Management Standard 6 – Part 2 states that travel must not be authorised 
by the public sector employee travelling under any circumstances.  This 
requirement is related to the exercise of delegation.  The Model Chief 
Executive Instructions issued by the ACT Department of Treasury note 
that:  

No manager is permitted to approve her or his own personal 
expenses, or any expenses in which the manager has a conflict of 
interest.  Such expenditure is to be approved by the officer’s 
immediate supervisor.  In the case of the Chief Executive, the 
Deputy Chief Executive should counter-sign. 

2.23 The absence of such a provision in Agency Travel Guidelines 
creates the risk of unauthorised or improper travel and associated 
expenditure.  It also increases the risk of a conflict of interest (or the 
perception of such conflict) arising in the workplace.  

2.24 Public Sector Management Standard 6 – Part 2 and Best Practice 
Note 6.2 also require that provisions on the use of corporate credit cards 
include additional guidelines on cash access facility, disciplinary 
provisions and reimbursement procedures for expenses charged to 
corporate credit cards.  If these guidelines are absent, there is a greater 
risk that corporate credit cards may be misused due to confusion about 
the requirements. 

2.25 Although there are no provisions in Public Sector Management 
Standard 6 – Part 2 and Best Practice Note 6.2 about what documents are 
to accompany travel claims, sound documentation and record keeping 
practices are clearly a key requirement for organisational effectiveness.  
The Territory Records Act 2002 recognises the importance of this and 
aims to ensure agencies maintain complete, accurate, reliable, and useable 
records of the activities, decision-making processes, and decisions.  The 
implication of the Audit finding that not all agencies provided 
documentation to support pre-travel arrangements is that it impacts upon 
accountability and transparency of decision-making. 
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2.26 Overall, the Audit supports moves by agencies to review their 
Agency Travel Guidelines in accordance with the Better Practice 
Framework for Travel Administration in the ACT Public Sector provided 
in the next Chapter.  This framework is aimed at ensuring the 
accountability and transparency of the resources used to manage travel 
arrangements and expenses within ACT government agencies, and the 
efficient and effective administration of ACT Public Sector travel. 
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3. BETTER PRACTICE FRAMEWORK 

INTRODUCTION 

3.1 This Chapter provides a Better Practice Framework for ACT Public 
Sector Travel Administration.  In constructing this framework, the Audit 
incorporated the relevant Public Sector Management Standards and Best 
Practice Notes issued by the ACT Government.  The Audit also 
considered ‘Better Practice Guide – Public Sector Travel’ issued by the 
Australian National Audit Office, ‘A Good Practice Guide – The 
Management of Official Travel’ issued by Northern Territory Audit 
Office as well as travel policies from other State jurisdictions, and the 
‘Guidelines for Frequent Flyer Schemes’ issued by the Queensland 
Government.   

3.2 Embodied in this Chapter is guidance for the efficient and effective 
administration of ACT Public Sector travel.  This guidance is aimed at 
ensuring the accountability and transparency of the resources used to 
manage travel arrangements and expenses within agencies.   

3.3 There are a number of benefits of developing a better practice 
framework for ACT Public Sector travel administration. It will provide 
agencies with a framework from which they can review or benchmark 
current travel arrangements. This framework will also assist agencies to 
ensure compliance with legislative, policy and procedural requirements.  
This will promote a consistent approach by ACT government agencies to 
travel arrangements.   

3.4 The better practices, which the Audit identified as being of 
significance to the conduct of this Audit, are summarised below.   

POLICY AND PROCEDURES 

Content  

3.5 Clearly written policy and procedures for public sector travel is an 
effective means of ensuring accountability of public monies and 
consistency in the implementation of the travel policy.  

3.6 All ACT government agencies should have a comprehensive travel 
policy consistent with Public Sector Management Standard 6 – Part 2 and 
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Best Practice Note 6.2.  This travel policy should apply to officers at all  
levels within the agency.  To ensure compliance with these instruments, 
any travel policy should cover the following areas:  

• application; 

• interpretation; 

• travel authorisation; 

• reason for travel; 

• Territory’s Travel Manager; 

• air travel class;  

• accommodation standards; 

• lost or cancelled tickets; 

• booking procedures; 

• acceptable range of travel expenses; 

• use of corporate credit cards; 

• cash advances; 

• frequent flyer point management;   

• travellers’ health and safety; and  

• provision of documentation. 

Application 

3.7 The travel policy should indicate who the policy applies to. 

Interpretation 

3.8 The travel policy should include a section on interpretation to 
provide definitions important to the interpretation of the overall policy.  
At the very least, this section should provide definitions of lowest logical 
fare, reasonable costs and official traveller. 
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Travel Authorisation  

3.9 The travel policy should specifically provide for: 

• travel to be approved prior to travel.  The officer approving the 
travel to have the appropriate delegation; 

• domestic travel undertaken by Chief Executives to be approved by 
the Deputy Chief Executive or a nominated delegate within their 
agency.  For international travel undertaken by Chief Executives, 
travel approval should be given by the relevant Minister or 
delegate;  

• a statement that the officer travelling cannot approve his or her 
own travel under any circumstances;  

• approval to be sought for any variations to the original travel; 

• the officer travelling to complete an Agency Travel Form prior to 
travel.  

Reason for Travel 

3.10 The travel policy should state that the officer travelling should 
provide a full explanation for the reason for travel on the Agency Travel 
Form.  That reason needs to incorporate a statement linking the travel to 
the agency’s business activities.  

Territory’s Travel Manager 

3.11 The travel policy should contain the full details of the Territory’s 
Travel Manager.    

3.12 The policy should require that the Territory’s Travel Manager be 
used to book all air travel and accommodation.   

3.13 The policy should outline the procedures where the Territory’s 
Travel Manager is not used in exceptional circumstances, for example 
when booking conference-related travel and accommodation.  These 
procedures should specifically provide for the approval of another travel 
provider by the relevant Chief Executive or his or her delegate and a 
reason for not using the Territory’s Travel Manager.     
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Air Travel Class  

3.14 The Air Travel Class Standard table outlined in Public Sector 
Management Standard 6 – Part 2, Section 5.1 should be incorporated into 
the travel policy in full.  This table provides a clear way of identifying the 
appropriate air travel class applicable to the officer travelling. 

Accommodation Standard  

3.15 The Accommodation Standard table outlined in Public Sector 
Management Standard 6 – Part 2, Section 5.1 should be incorporated into 
the travel policy in full. This table provides a clear way of identifying the 
appropriate accommodation standard applicable to the officer travelling. 

3.16 The policy should specifically provide for situations where there is 
a departure from the Accommodation Standard, for example when 
booking conference-related accommodation.  The policy should require 
that the accommodation be approved by the relevant Chief Executive or 
his or her delegate and a reason for not following the Accommodation 
Standard be provided. 

Lost, Stolen or Cancelled Tickets 

3.17 The travel policy should specifically provide for:  

• where the officer travelling loses his or her travel ticket/s, he or 
she should report the lost ticket promptly to obtain the maximum 
refund;  

• where the officer travelling cancels or changes his or her travel 
ticket/s, he or she should promptly advise the Travel Manager and 
arrange for a refund on unused tickets or portions of tickets. This 
includes all paper and electronic tickets; 

• unused official tickets should not be used for unofficial purposes.   

Booking Procedures 

3.18 The travel policy should include procedures for booking air travel, 
accommodation and other travel related services.  It should refer to the 
Model Chief Executive Financial Instructions issued by the ACT 
Department of Treasury for booking procedures.  The agency should 
modify these procedures, where appropriate, to meet their own particular 
operating requirements.  

TRAVEL ARRANGEMENTS AND EXPENSES 17
 



BETTER PRACTICE FRAMEWORK 

3.19 These booking procedures should be kept up to date, including 
current contact details for the Territory’s Travel Provider. 

Acceptable Travel Expenses 

3.20 The travel policy should clearly set out what travel expenses are 
acceptable and what expenses are not.  Particular attention should be 
given to expenses such as alcohol and entertainment.  The policy should 
also include a table of acceptable expenses similar to the table contained 
in Best Practice Notes 6.2.  The policy should require that, where a travel 
expense is not on the approved list, the expense be approved by the 
relevant Chief Executive or his or her delegate.   

3.21 The policy should require that appropriate documentation (i.e. tax 
invoices) be submitted with any request for reimbursement of travel 
expenses. 

Use of Corporate Credit Cards 

3.22 The travel policy should include specific guidance on the use of 
corporate credit cards and not refer officers to other agency policy 
documents.  Provision of a cash access facility, expenses charged to 
corporate credit cards and disciplinary action for the misuse of corporate 
credit cards should form the basis of the policy and procedures.    

• Provision of a cash access facility should be authorised in 
accordance with arrangements determined by individual agencies.   

• Expenses charged to corporate credit cards should be certified 
monthly in corporate credit card statements, confirming that all 
costs were reasonable and incurred for official purposes.  Receipts 
or other acceptable documentation should support all expenses 
charged to corporate credit cards.  Officers with the appropriate 
delegation should approve all expenses as being reasonable and 
for travel related purposes prior to authorising payment of the 
account.  This should include an audit of expense claims for 
accuracy, validity, and compliance.  

• Misuse of corporate credit cards, including non-approved or 
unaccountable expenses, should be subject to both recovery and 
disciplinary action in accordance with arrangements determined 
by individual agencies.   
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Cash Advances  

3.23 The travel policy should include authorisation procedures for a cash 
advance facility.  The policy should require that: 

• advances only be used in instances where the officer travelling 
expects to incur significant out-of-pocket expenses; 

• Managers approve the level of advance to be paid via EFT;  

• receipts/tax invoices be provided for all expenses paid for with 
EFT advances; and  

• officers settle advances within three working days of returning 
from travel. 

Management and Control of Frequent Flyer Scheme Points 

3.24 The travel policy should incorporate detailed policy and procedures 
for the management and control of frequent flyer scheme points accrued 
as a result of official travel given so that such points can generate benefits 
to agencies in the form of free flights and other travel services.    

3.25 In addition to air travel, such policy and procedures should cover 
frequent flyer points earned on purchases such as car rental; hotel 
accommodation and meals connected with a travel episode; and on 
general purchases using selected credit cards and in some cases for 
internet based purchases from selected buyers.      

3.26 To ensure appropriate use of frequent flyer points accrued as a 
result of official travel, the following policy and procedures should be 
implemented: 

• Officers who accrue frequent flyer points as a result of official 
travel should not accept benefits from a frequent flyer scheme for 
personal or private use.  

• Frequent flyer points accrued as a result of official travel should 
not be used to upgrade to a level of travel or accommodation 
above the standards set out in Best Practice Note 6.2.  

• Officers should make every endeavour to redeem available 
frequent flyer points as a result of official travel as and when 
practicable and provide supporting documentation on request.   

• Agencies should provide for the identification and monitoring of 
the use of frequent flyer schemes, as well as implement suitable 
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processes to realise the benefits from the redemption of frequent 
flyer scheme points generated by the official travel of officers.   

• Officers who accrue frequent flyer points as a result of official 
travel should nominate a corporate address for all frequent flyer 
schemes and/or corporate access to electronic records.  

• Misuse of government-generated frequent flyer points for private 
or personal benefits should incur disciplinary action.   

• Officers who accrue frequent flyer points as a result of official 
travel should transfer these points upon leaving the ACT Public 
Sector for corporate use. 

Travellers’ Health and Safety 

3.27 The travel policy should include information and procedures for 
ensuring that appropriate precautions are taken to ensure the health and 
safety of officers travelling.   

3.28 This section of the policy could include: 

• procedures for organising travel insurance for travellers; 

• emergency contact numbers and procedures for travellers;  

• links to Travel Advisory Services such as the Department of 
Foreign Affairs and Trade’s “Smart Traveller”, 
http://www.dfat.gov.au/travel/; and 

• information such as, advising managers and family members of 
contact numbers in case of emergency; having all necessary 
vaccinations and medication as recommended by the traveller’s 
medical practitioner; and the size, shape and weight of luggage.  

Official Non-ACT Public Service Travel 

3.29 The travel policy should require: 

• prior written approval be obtained from the Chief Executive or 
delegate for official non-ACT Public Sector travel;  

• an Agency Travel Form should be completed prior to travel for  
non-ACT Public Sector travellers; and 

• reimbursement of travel expenses be authorised by the Chief 
Executive or delegate after travel.  
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Provision of Documentation  

3.30 The travel policy should require that agencies include the relevant 
provisions of the Territory Records Act 2002 on the maintenance of 
complete, accurate, reliable, and useable records of the travel activities, 
decision-making processes, and decisions. 

CONCLUDING COMMENTS 

3.31 The Better Practice Framework for ACT Public Sector Travel 
Administration provides a policy framework which is based on 
authorisation prior to travel, post-travel reimbursement arrangements and 
sound documentation and record keeping practices.  The framework is not 
intended to be prescriptive or fully comprehensive.  Rather, the 
framework is presented for guidance only.  ACT Government agencies 
are ultimately responsible for implementing efficient, effective, 
accountable and transparent mechanisms for implementing travel policy 
in accordance with the legislative and policy framework. 
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Appendix A – Travel Expenditure in the ACT Public 
Sector, 2001-2002 and 2002-2003  

Agency 2001-2002 
($ 000s) 

2002-2003  
($ 000s) 

ACTION Authority 142 10 
ACTION Department 189 0 
Agents Board 0 1 
ACT Auditor-General’s Office 42 16 
ACT Community Care 690 836 
Australian Capital Tourism Corporation 291 286 
ACTEW 101 0 
ACT Executive 159 334 
ACT Forests 182 160 
ACT Gambling and Racing Commission 79 62 
ACT Health 748 2,199 
ACT Housing 448 321 
ACT Insurance Authority 0 13 
Australian International Hotel School  277 175 
ACT Superannuation Unit 5 32 
ACTTAB 34 0 
ACT Workcover 180 202 
Canberra Cemeteries 32 39 
Canberra Institute of Technology  638 606 
Central Financing Unit  2 6 
Chief Minister’s Department  374 463 
CIT Solutions 181 271 
Cultural Facilities Corporation  184 235 
Department of Education, Youth and Family Services  2,845 1,699 
Department of Justice and Community Safety  3,111 2,515 
Department of Treasury 61 131 
Department of Urban Services  453 375 
Gungahlin Development Authority  23 27 
Health Promotion Fund 11 12 
Independent Competition and Regulatory Commission  8 27 
InTACT 38 180 
Kingston Foreshore Development Authority 48 52 
Land and Property (Land 2003) 48 76 
Legal Aid 66 62 
Legislative Assembly 58 99 
Public Trustee 9 26 
Stadiums Authority 15 98 
The Canberra Hospital  1,358 556 
Totalcare 79 86 
Workers Compensation Fund 3 7 
Total 13,212 12,295 
Source:  ACT Department of Treasury. 
Note:  This data represents travel expenses as reported in the Treasury’s consolidated financial statements.  These 
travel expenses include fares and accommodation etc but may also include other travel expenses such as motor 
vehicle expenses and allowances, parking fees, car hire, meal allowances and other such costs.  These inclusions 
vary between the expenditure reported for each agency. 
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Appendix B – Audit Approach 

COMPLIANCE PERFORMANCE AUDITS 

Compliance performance audits provide an assessment of whether 
legislative and related standards, policies and procedures are being 
complied with, in all significant respects. 

Typically, a compliance performance audit examines matters important to 
the ACT Public Sector as a whole, and seeks to provide assurance to the 
ACT Legislative Assembly on specific and clearly delineated subject 
areas, based on an examination of financial or administrative activity in a 
selection of ACT government agencies.  The audit is reported generically; 
that is, common findings only are included in the report to the ACT 
Legislative Assembly, and these findings are not attributed to any 
particular agency. 

Several factors influence the extent of the number of agencies audited and 
the number of subject areas examined, including: 

• the significance of the proposed subject area to agency functions, 
operations and accountability (including financial materiality); 

• risks to good administration; 

• the extent of recent independent review of the proposed subject 
area (for example, by internal audit); 

• overall potential audit impact; and 

• the resources available to undertake the audit. 

Typically, a compliance performance audit includes the following 
activities: 
a) the identification of those documents that set down the policies and 

procedures to be followed when conducting financial or 
administrative activity.  This may involve researching documents 
and discussion with the relevant agency staff. 

b) the identification of procedures and controls used to give effect to 
the legislation to ensure that these  procedures and controls are 
consistent with the legislation and are implemented when 
conducting financial or administrative activity. 
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c) a determination of whether all the relevant standards, policies and 
procedures have been followed and relevant documentation had 
been prepared.   

d) a determination of whether the administrative decisions made were 
based on information that was accurate, complete, interpreted 
correctly and used appropriately. 

FOCUS AND SCOPE 

The Audit covered travel arrangements and expenses across several ACT 
government agencies.  ‘Travel arrangements’ is defined to include 
domestic and international travel undertaken by ACT public sector 
employees when travelling away from their normal place of work for 
official purposes.  ‘Travel expenses’ is defined as all legitimate and 
reasonable expenses that are incurred to conduct official business 
efficiently and effectively.  These expenses include transportation, 
accommodation, meals and incidental expenses.    

The ACT government agencies reviewed for this Audit were: 

• Chief Minister’s Department; 

• Australian Capital Tourism Corporation; 

• ACTION; 

• ACT Gambling and Racing Commission;  

• Department of Justice and Community Safety;  

• Kingston Foreshore Development Authority (is now part of the 
Land Development Agency); and 

• ACT Health (including The Canberra Hospital). 

The scope of the Audit was limited to compliance with the PSM Act, 
Public Sector Management Standard 6 – Administration and Training – 
Part 2 – Travel – Domestic and International, and Best Practice Note 6.2 
– Travel – Domestic and International.  The Audit did not involve an 
evaluation of the legislative framework underpinning travel 
administration in the Territory.  However, any departures from the 
legislative or policy framework are analysed and reported so that 
improvements can be made in the future.  
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METHODOLOGY  

The broad approach applied consisted of:  

• identifying those documents that set down the policies and 
procedures to be followed when assessing travel arrangements 
and expenses.  This involved identifying the legislative 
framework and related policy and procedures, researching 
documents and discussion with the relevant agency staff;  

• identifying procedures and controls used to give effect to the 
legislation and to ensure compliance, and developing a normative 
test program covering the major areas of the travel processes, 
including authority to travel, use of preferred provider of travel, 
air travel class and booking, use of vehicles, accommodation 
rating and booking, use of Frequent Flyer Points and corporate 
credit cards, processing of payments and reimbursement, and 
record keeping.  The test program was designed to capture all 
major travel processes;   

• determining whether all the relevant policies and guidelines had 
been followed and relevant documentation had been submitted. 
This was undertaken through the detailed examination of a 
representative sample of Agency Travel Forms submitted by 
public sector employees and supporting documentation using the 
Audit’s test program.  More than 300 Agency Travel Forms and 
supporting documentation were examined in detail in this phase of 
the Audit; 

• determining whether the decisions made were based on 
information that was accurate, complete, interpreted correctly and 
used appropriately; 

• briefing, interviews, and correspondence with relevant agency 
staff; 

• ongoing discussions with agency representatives; and 

• preparation and finalisation of a report to the ACT Legislative 
Assembly and to specific agencies (as required). 

After identifying the legislative and policy framework, the Audit 
identified the procedures and controls used to give effect to the legislation 
and policy.  From this information, the Audit developed a normative test 
program covering the major areas of the travel processes, including 
authority to travel, use of preferred provider of travel, air travel class and 
booking, use of vehicles, accommodation rating and booking, use of 
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Frequent Flyer Points and corporate credit cards, processing of payments 
and reimbursement, recreation leave taken during travel and record 
keeping.  The test program was designed to capture all major travel 
processes.  The Audit checked the appropriateness of the test program in 
two agencies before its implementation to ensure the program was a 
robust model for application across public sector agencies. 

Use of Sampling 

A representative sample of Agency Travel Forms and supporting 
documentation for each agency for 2001-2002 and 2002-2003 were 
selected for detailed examination using the Audit’s test program.   

The Audit’s findings and opinions are based largely upon the results of 
the detailed testing of selected travel processes; that is, the opinions are 
based on sampling.  For this Audit, sampling was considered the most 
appropriate means for selecting documents for testing.   

More than 300 Agency Travel Forms and supporting documentation were 
examined in detail during the Audit.  It should be noted that audit 
procedures are designed to provide reasonable – not absolute – assurance 
regarding the audit opinion.  Use of testing based on sampling introduces 
some risk that the auditor will reach an erroneous conclusion because, for 
example, the sample tested was not representative of all travel processes.  
The Audit considers that the risk in this instance is small.  
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Appendix C – Chief Minister’s Department: 
Guidelines for Travel and Related Services 
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1. Introduction 

These guidelines provide a practical overview of official travel arrangements for 
people travelling on behalf of the Chief Minister’s Department. 

They have been updated to reflect the commencement on 1 May 2001 of a two year 
travel management contract with Carlson Wagonlit Travel Pty Ltd. 

2. ACT Public Service travel policy 

The basis for the ACT Public Service (ACTPS) travel policy is defined in the Public 
Sector Management Standard No. 6, Part 2, Travel – Domestic and International and 
the Best Practice Note 6.2. 

The policy is based on a post-travel reimbursement arrangement for all reasonable 
official travel expenses.  Reimbursable work related expenses incurred during official 
travel include accommodation, meals and incidental expenses.  Under this framework 
all travellers are required to provide expenditure receipts and to substantiate that 
expenses are reasonable and legitimate. 

These travel guidelines further define the requirements of the Public Sector 
Management Standard. 

3. Travel management 

As of 1 May 2001 the ACTPS has a contract in place for the provision and 
management of all travel and related services.  These services include 
accommodation; air; road and rail transport; en-route changes; and car hire.  The 
Territory’s contracted travel manager is Carlson Wagonlit Travel (CWT). 

For clarification of whole-of-government contract or travel policy issues contact the 
Public Sector Management Group on  620 50458. 

To discuss travel booking and other departmental travel issues contact Corporate 
Services on  620 50366. 

4. Travel authorisation 

Potential travellers should ensure that economical and practical alternatives to travel 
are considered where they can deliver the same business outcomes.  Approval for: 

Domestic travel        - requires authorisation by a Director or delegate.  The Chief 
Executive should gain authorisation from the Deputy Chief Executive. 
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International travel - in addition to any domestic travel authorisation requirements, 
authorisation must also be obtained from the Chief Executive and Chief Minister. 

The CMD Travel Form should be used when seeking travel authorisation (available at 
Information/Business & Financial Management Information/Travel on the CMD 
Business Portal).  For advice on completing this form contact Corporate Services on 

 620 50366. 

When completing the travel approval form, travellers should indicate the number of 
Frequent Flyer points earned through previous official travel.  If the current accrual of 
these points exceeds 15,000 the manager responsible for authorising the travel should 
consider requiring that these points be utilised for the proposed travel when possible. 

5. Booking procedures for travel, accommodation and related services 

All travel services, including accommodation, air, road and rail transport, en-route 
changes, car hire and related travel services should be booked through CWT.  In 
exceptional circumstances bookings may be made with another travel provider, 
provided approval from an Executive or delegate is obtained.  Reservations made 
through travel providers other than CWT without approval may not be reimbursed. 

CWT has set up accounts for each Group within CMD.  Account details can be 
obtained from Corporate Services on  620 50366. 

CWT employs a Traveller Profile system where travellers’ personal details, travel 
requirements etc are entered into CWT’s independent profile database.  
Confidentiality of this data is assured.  Once a Traveller Profile has been created, 
quoting an account number when booking travel services is not required.  The 
traveller simply states that he/she is from the ACT Government and his/her name.  
This will enable the CWT consultant to access the traveller’s personal details and 
travel requirements, including the account number for correct billing purposes. 

All travellers are encouraged to complete a Traveller Profile form (available at 
Information/Business & Financial Management Information/Travel on the CMD 
Business Portal).  Upon completion, the forms should be e-mailed to CWT at 
profiles@carlsonwagonlit.com.au.  If required, completed forms can be faxed to 
CWT on (02) 9518 5053.  If a Traveller Profile has not been completed before a first 
travel booking is made with CWT, the consultant will request the information over the 
phone. 

Air travel class 

CWT has been instructed to book all travel at the Lowest Logical Fare.  Lowest 
logical fare is defined as the most economical available air fare that suits the 
requirements of a traveller in enabling business objectives to be met, and ensures 
effective use of the traveller’s time. 
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All travel should be undertaken at the lowest logical fare achievable within the class 
specified in the table below, and every effort should be made to utilise any carriers’ 
flexible business fare options and any discount tickets available. 

 Domestic International 
Chief Executives 
and Executives 

• Lowest Logical Fare, Economy Class, 
for all trips or parts of trips under 
4 hours in the air; 

• Lowest Logical Fare, Business Class,
for all trips or parts of trips exceeding 
4 hours in the air. 

Lowest Logical Fare, 
Business Class. 

Non-Executives Lowest Logical Fare, Economy Class,
for all travel. 

Lowest Logical Fare, 
Economy Class. 

Accommodation ratings 

The following table provides approved accommodation standards that should be 
adhered to at all times.  Any deviation must be justified as being a reasonable cost 
when seeking travel approval. 

The cost of the proposed accommodation is to be indicated on the travel approval 
form. 

 Domestic International 
Chief Executives 4.5 Star 4.5 Star 
Executives 4 Star 4 Star 
Non Executives 3 Star 3.5 Star 

Steps for organising travel 

Domestic and international air travel 

1. If the traveller already has a CWT Traveller Profile, it is not necessary to 
know an account number when booking travel.  If not, the traveller should 
obtain the CWT travel account number for their area from Corporate 
Services -  620 50366. 

2. To book domestic and international air travel call the CWT Canberra Cell on 
 1300 555 051.  Select Option 1 or Option 2 to be connected to the 

international or domestic travel consultant respectively.  Operating hours for 
the CWT Canberra Cell are between 8.00 am and 6.00 pm Monday to Friday.  
Calls to this number outside these hours will be automatically diverted to the 
CWT After Hours Emergency Service number, i.e.  1300 302 578. 

3. The preferred ticketing option when booking travel is the use of electronic 
ticketing (E-Ticket).  When using E-Ticket, photo identification such as a 
driver’s licence will be required when checking in at the airport.  The use of 
E-Ticket enables travel to be undertaken without the need for conventional 
paper tickets.  Paper ticketing can be arranged if necessary. 
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4. Confirmation of itineraries and bookings will be provided by CWT via e-
mail.  Confirmation can be provided by fax if necessary. 

5. Travellers approved to hold a corporate credit card should not use the card 
for the purchase of airline tickets. 

6. If an EFT advance is required, contact Corporate Finance on  620 75372 
within a reasonable time prior to travelling. 

7. If Cabcharge vouchers are required, travellers should contact the relevant 
officer within their area. 

Accommodation 

1. Travellers will be required to state their approved accommodation rating 
when completing their CWT Traveller Profile. 

2. To book domestic and international accommodation call the CWT Canberra 
Cell on  1300 555 051. 

3. Travellers may nominate a hotel of their preference when booking 
accommodation.  Alternatively, they can request the CWT consultant to 
select an appropriate hotel located close to the venue of the event they are 
attending, in order to minimise transportation expenses. 

4. CWT employs a charge card facility for automatic charging of 
accommodation costs.  Although no physical cards as such are issued, the 
CMD charge account facility is linked to the traveller’s account number in 
their Traveller Profile. 

5. A monthly invoice from the credit card provider will be received for all 
accommodation booked through CWT. 

Other booking services (car hire, coach and rail travel) 

Access to a range of services for car hire, coach and rail travel on a national and 
international basis can be obtained by calling the CWT Canberra Cell on 

 1300 555 051. 

Use of ACTPS or private vehicles 

It may be appropriate to use an ACTPS vehicle or a private vehicle for official travel. 

When considering the use of an ACTPS vehicle, current booking procedures should 
apply. 
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When considering use of a private vehicle, the travel should not: 

• result in less efficiency; 
• be more expensive than public transport or the use of an ACTPS vehicle; 
• result in the officer taking more time on the journey than they would 

otherwise take; or 
• be contrary to the interests of the ACT Government. 

An officer may use their private vehicle for official travel with prior approval from 
their Manager.  The officer is entitled to be reimbursed an amount equal to the 
relevant air fare or mileage allowance – whichever is lesser.  The use of a private 
vehicle and subsequent payment of an allowance should be in accordance with Public 
Sector Management Standard No. 3, Part 8, Motor Vehicle Allowance.  The ACT 
Government Application for Motor Vehicle Allowance form should be used when 
claiming a vehicle allowance (available at Information/Business & Financial 
Management Information/Travel on the CMD Business Portal). 

Additional costs may be paid where the allowance is insufficient to meet the amount 
of the expenses reasonably incurred and paid by the officer in using a motor vehicle 
for official purposes, provided this is not more than the cost of the air fare. 

Related services 

CWT can provide advice and services on: 

• travel related insurance; 
• visa, passport and Customs requirements and processing for international 

travel; 
• foreign currency and travellers cheques; and 
• health and safety issues. 

Call the CWT Canberra Cell on  1300 555 051 and access the international 
consultant by selecting Option 1. 

6. Flexible business fare structures 

Travel should be well planned and every effort should be made to use the various 
flexible business fare options and any discount tickets offered by carriers.  Travellers 
should ask for details on any restrictions that may apply to these fares when booking 
travel. 

A new Qantas flexible business fare structure was introduced on 28 March 2001.  
This is available at Information/Business & Financial Management 
Information/Travel on the CMD Business Portal). 

Consideration must be given to group travel (10 or more people) as additional 
discounts may be negotiated with the travel manager.  Contact the CWT Canberra 
Cell on  1300 555 051 to organise group travel. 
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7. Travel changes/cancellations 

It is the traveller’s responsibility to immediately advise CWT of changes or cancelled 
travel arrangements and to arrange a refund on unused tickets where this is available. 

Air travel changes/cancellations/refunds/downgrades 

To change or cancel air travel during business hours contact the CWT Canberra Cell 
on  1300 555 051.  If after hours, this number will automatically divert to the CWT 
Emergency Service number, i.e.  1300 302 578. 

Unused or partially used air tickets should be returned to: 

 Carlson Wagonlit Travel 
 Level 1 
 507 Kent Street 
 SYDNEY   NSW   2000 

Refunds cannot be actioned without supporting documents.  Unused tickets or flight 
coupons should not be discarded or destroyed, as they are negotiable items.  Should a 
downgrade occur, the airline will provide the traveller with supporting documentation 
that can be used to action a refund. 

Airlines may impose charges for late cancellation of bookings.  To avoid no-show 
charges, travellers should cancel guaranteed reservations prior to the scheduled flight 
departure. 

No-show charges incurred may not be reimbursed unless there is a legitimate reason 
for why notification was not provided sufficiently early to CWT. 

Accommodation changes/cancellations 

To change or cancel accommodation during business hours contact the CWT 
Canberra Cell on  1300 555 051. 

Cancellation fees will apply for failure to cancel a hotel reservation, for late 
cancellations and for non-arrival.  As hotel policies vary, the cancellation deadline is 
generally between 4.00-6.00 pm on the expected day of arrival.  However, some 
hotels require up to 48 hours notice of a cancellation to avoid cancellation fees. 

8. Frequent Flyer Points 

It is the responsibility of travellers to effectively manage Frequent Flyer Points 
accrued as a result of travel or accommodation paid for by the ACTPS and to ensure 
that these points are redeemed for further official travel. 
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When seeking travel authorisation, travellers should indicate the current number of 
points accrued as a result of previous official travel.  This information may be 
obtained from monthly statements issued directly to the traveller by the Frequent 
Flyer Program.  If the current accrual of these points exceeds 15,000 travellers should 
seek to utilise the points for the proposed travel. 

Frequent Flyer Points are not to be used to upgrade the class of travel beyond the level 
stated in these guidelines. 

Frequent Flyer redemptions are to be booked directly with Qantas on  131064. 

9. Qantas Club membership 

CWT has negotiated special commercial rates for Qantas lounge membership for 
ACTPS travellers.  Membership is available to all eligible travellers and is at their 
own expense.  For further information contact Qantas on  131064 or the Public 
Sector Management Group on  620 50458. 

10. Payment arrangements for travel related expenses 

The preferred arrangement for payment of travel expenses (including airfares, 
accommodation and car hire) is through the agreed charging arrangements with CWT.  
Other payment options available for expenses are: 

• reimbursement of reasonable travel expenses; 
• EFT advances; 
• use of Cabcharge vouchers; and 
• use of corporate credit cards. 

11. Reimbursement of reasonable travel expenses 

Reimbursement will only be provided for legitimate work related expenses incurred 
while conducting official business.  Appendix 1 provides a guideline to these 
expenses.  All expenses must be supported by tax invoices or receipts. 

Common sense, sound judgment and ethical behaviour should be used to keep all 
travel related expenses to a practical minimum and to ensure that all expenses can be 
justified as being reasonable. 

Travel and accommodation expenses 

Payment for all air travel and accommodation booked through CWT is through the 
current invoice arrangements with the travel manager. 
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Meals 

Travellers will be reimbursed for actual, reasonable and appropriate meal expenses, 
provided that receipts are produced. 

Meal expenses must not be reimbursed for travel that is less than ten hours or during 
single day travel, when meals would normally be provided by the traveller in the 
course of the working day. 

Meal expenses are not reimbursable when included in other travel expenses (eg when 
the cost of attending a conference includes lunch). 

Alcohol 

While the consumption of alcohol is not permitted when on duty or during core 
business hours without prior approval by the relevant Director, there may be 
occasions during official travel where it is appropriate to consume alcohol and seek 
reimbursement of the expense.  Approval for the reimbursement of reasonable 
expenses for the consumption of alcohol at a function related to the department’s 
business should be sought from the Chief Executive prior to the event. 

Incidental expenses 

Incidental expenses are reimbursable when they are directly related to official travel.  
These include reasonable work related expenses incurred during travel, not normally 
incurred in the normal course of the working day. 

The traveller can claim an EFT reimbursement, provided legible receipts/tax invoices 
are provided. 

12. Advances 

Aquittable advances can be made available to travellers in certain circumstances. 

Advances may only be used in instances where travellers expect to incur significant 
out-of-pocket expenses.  Managers must approve the level of advance to be paid via 
EFT. 

For more information on these guidelines contact Corporate Finance on 
 620 75372. 

Receipts/tax invoices must be provided for all expenses paid for with EFT advances 
and travellers must settle advances within three days of returning from travel. 
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13. Cabcharge vouchers 

The use of Cabcharge vouchers is an efficient payment method for taxi expenses.  
Travellers should contact the issuing officer in their area to obtain a sufficient number 
of vouchers prior to travelling.  Used voucher stubs and unused vouchers should be 
returned to the issuing officer within three days of returning from travel. 

14. Corporate credit cards 

Corporate credit cards are a payment mechanism for official travel and related 
expenses for those travellers formally issued with a card. 

Travellers issued with a corporate credit card should use the card to settle costs 
incurred when travelling for official purposes, where these costs are not able to be 
paid under the agreed charging arrangements with the ACTPS selected travel 
manager. 

Corporate credit cards must not be used for the purchase of airline tickets except in 
exceptional circumstances, such as cancelled flights, lost tickets etc. 

Corporate cards must be used in accordance with the relevant section of the Public 
Sector Management Standard 6, Part 2 on Travel, the CMD Corporate Credit Card 
Guidelines and the ACTPS contractual obligations with the Commonwealth Bank of 
Australia. 

Corporate cards are intended for official use only and must not be used for personal 
expenses. 

15. Travel insurance 

Travel insurance decisions should be based on risk management principles and 
include factors such as the nature and destination of the trip.  International travel will 
normally require travel insurance.  If necessary, the cost of travel insurance will be 
met as a reasonable work related expense by the ACTPS. 

The Department of Treasury has an arrangement in place with the American Home 
Assurance Company, and is able to offer insurance coverage for all ACTPS overseas 
travellers.  The insurance will cover a number of aspects including overseas medical 
expenses, baggage, personal liability etc.  Travellers taking out a policy will be 
provided with a travel emergency card to assist them in the event of an emergency 
while travelling. 

To arrange insurance or for insurance and risk management advice contact the ACT 
Insurance Authority on  620 70184. 
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For clarification of workers’ compensation arrangements relating to domestic and 
international travel contact Government Workplace Safety Support on  620 50349. 

CWT can also provide advice on travel insurance – contact the CWT Canberra Cell 
on  1300 555 051. 

16. Traveller health and safety 

The Chief Minister’s Department will take every reasonable and practicable step to 
ensure the safety of travellers. 

Issues travellers should consider when travelling include: 

• advising managers and family of contact numbers and destinations while 
travelling; 

• gaining medical approval in instances where existing medical conditions are 
likely to be aggravated or exacerbated by travel; 

• having all necessary vaccinations and medication as recommended by 
medical advisers; 

• organising travel insurance when necessary and providing next of kin details 
to CWT and to managers; and 

• the size, shape and weight of luggage and ease of transportation. 

17. Official travel by non ACT public servants 

Travel paid for by the ACTPS for non ACTPS personnel may include official spouse 
travel, travel by interviewees and travel by consultants or contractors.  
Reimbursement requires approval of the Chief Executive or delegate and will not be 
authorised unless the travel is essential and directly related to the effective 
accomplishment of official business. 

18. Leave or non-official travel associated with official travel 

An officer on official travel may take leave directly before or after the travel provided 
that there is no additional cost to or no negative impact on the department.  All leave 
associated with official travel must be approved in accordance with the usual 
arrangements. 

A traveller may choose to extend their travel for reasons other than official business if 
the official travel is adjacent to a weekend or public holiday. 

Information relating to leave or extended non-official travel must be provided on the 
travel form.  Care must be taken to ensure that private and business expenses are 
separated during the reconciliation process.  Where it is not possible to separate 
expenses, the difference in cost between official travel expenses and any additional 
expenses incurred as a result of private travel must be clarified at the time of 
reconciliation.  Insurance or that part of insurance paid for by the department will not 
cover the traveller for the duration of the leave or non-official travel. 
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Appendix 1 

SCHEDULE OF REASONABLE COSTS 

The following provides a guide to reasonable travel related expenses when travelling 
for official purposes.  Acceptable travel related expenses must be incurred as a result 
of work related activity and will vary according to the destination, duration and nature 
of the travel.  It is the responsibility of the traveller to ensure that expenses incurred 
are necessary to conduct business efficiently and effectively and to minimise all 
expenses to a reasonable and practical level. 

Work related travel expenses should be considered on a case-by-case basis.  These 
expenses may include: 

• Tickets for air, bus, ferry, rail 
• Accommodation - room only costs 
• Car rental and hire costs - when other 

means of transportation are unavailable, 
more costly, or impractical 

• Taxis 
• Main Meals (where the cost of meals has 

not already been paid for by the ACTPS 
or other parties) 

• Parking costs (does not include parking 
or traffic fines) 

• Tolls 
• Laundry and dry cleaning (if away from 

home for 3 nights or more) 
• Telephone costs - business and a short 

call home once every day 
• Postage, fax and modem costs for work 

related purposes 
• Bed tax 

• Photocopying and business 
services where these could not be 
arranged prior to departure or at the 
offices visited 

• Clothing when visiting harsh 
climates (requires prior approval) 

• Local taxes, stamp duties and 
transaction costs for work related 
activities 

• Travellers cheque fees 
• Travel insurance when deemed 

necessary 
• Pre-travel medical costs 
• Excess baggage for work related 

documentation or equipment 
• Visas and special documentation 

requirements for foreign countries 
visited 

 

Non-reimbursable expenses are those that are not work related, excessive, 
unnecessary, inappropriate or have been inclusive in other expenses.  These may 
include traffic fines, mini-bar and in-house movies, room service, toiletries, gym fees, 
in-flight refreshments, recreational expenses, or meal expenses for travel less than ten 
hours. 
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PREVIOUS AUDIT REPORTS2

 
Reports Published in 2004 
 
1. Administration of Policing Services  
 
Reports Published in 2003 
 
1. Effectiveness of Annual Reporting  
 
2. Belconnen Indoor Aquatic Leisure Centre 
 
3. Emergency Services 
 
4. Management of Fraud and Corruption Prevention in the ACT Public Sector 
 
5. Lease of FAI House  
 
6. Allegations of Financial Mismanagement University of Canberra Union  
 
7. Compliance Performance Audit – Recruitment Processes  
 
8. Financial Incentive Package for Fujitsu Australia Ltd (FAL)  
 
9. Annual Management Report for the Year Ended 30 June 2003  
 
10. Financial Audits with Years Ending to 30 June 2003  
 
Reports Published in 2002 
 
1. Special Purpose Review of Part of the Commission of Audit Report on the State of the 

Territory’s Finances at 31 October 2001 
 
2. Operation of the Public Access to Government Contracts Act 
 
3. Governance Arrangements of Selected Statutory Authorities  
 
4. Frameworks for Internal Auditing in Territory Agencies 
 
5. V8 Car Races in Canberra – Costs and Benefits 
 
6. Annual Management Report for the Year Ended 30 June 2002 
 
7. Financial Audits with Years Ending to 30 June 2002 
 
Reports Published in 2001 
 
1. Financial Audits with Years Ending to 30 June 2000 
 
2. Enhancing Professionalism and Accountability 
 
3. Market Research and Marketing (Second Report) 
 
4. Peer-Based Drug Support Services Tender – 1998 
 

                                                 
2 46 Reports were issued prior to 1996.  Details can be obtained from the ACT Auditor-
General’s Office or the ACT Auditor-General’s homepage:  http://www.audit.act.gov.au. 

 



 

Reports Published in 2001 (Con’t) 
 
5. The Administration of Payroll Tax 
 
6. Annual Management Report for the Year Ended 30 June 2001  
 
7. Managing Canberra Urban Parks and Open Spaces 
 
8. Canberra Tourism and Events Corporation – Relocation to Brindabella Business Park 
 
9. Agents Board – Financial Administration of Training Grant Program 
 
10. Corrective Services – Review of Certain Allegations  
 
11. Financial Audits with Years Ending to 30 June 2001 
 
12. The Freedom of Information Act  
 
 
Reports Published in 2000 
 
1 Bruce Stadium Redevelopment — Summary Report 
 
2 Bruce Stadium Redevelopment — Value for Money 
 
3 Bruce Stadium Redevelopment — Costs and Benefits 
 
4 Bruce Stadium Redevelopment — Decision to Redevelop the Stadium 
 
5 Bruce Stadium Redevelopment — Selection of the Project Manager 
 
6 Bruce Stadium Redevelopment — Financing Arrangements 
 
7 Bruce Stadium Redevelopment — Stadium Financial Model 
 
8 Bruce Stadium Redevelopment — Actual Costs and Cost Estimates 
 
9 Bruce Stadium Redevelopment — Market Research and Marketing 
 
10 Bruce Stadium Redevelopment — Stadium Hiring Agreements 
 
11 Bruce Stadium Redevelopment — Lawfulness of Expenditure 
 
12 Bruce Stadium Redevelopment — Governance and Management 
 
13 Annual Management Report for the Year Ended 30 June 2000 
 
 
Reports Published in 1999 
 
1 Stamp Duty on Motor Vehicle Registrations 
 
2 The Management of Year 2000 Risks 
 
3 Annual Management Report for Year Ended 30 June 1999 
 
4 Financial Audits With Years Ending to 30 June 1999 
 
 
 

 



 

 
Reports Published in 1998 
 
1 Management of Preschool Education 
 
2 Lease Variation Charges - Follow-up Review 
 
3 Major IT Projects - Follow-up Review 
 
4 Annual Management Report for Year Ended 30 June 1998 
 
5 Management of Housing Assistance 
 
6 Assembly Members’ Superannuation and Severance Payments to Former Members’ Staffers 
 
7 Magistrates Court Bail Processes 
 
8 Territory Operating Losses and Financial Position 
 
9 Financial Audits with Years Ending To 30 June 1998 
 
10 Management of Schools Repairs and Maintenance 
 
11 Overtime Payment To A Former Legislative Assembly Member’s Staffer 
 
 
Reports Published in 1997 
 
1 Contracting Pool and Leisure Centres 
 
2 Road and Streetlight Maintenance 
 
3 1995-96 Territory Operating Loss 
 
4 ACT Public Hospitals - Same Day Admissions 
 Non Government Organisation - Audit of Potential Conflict of Interest 
 
5 Management of Leave Liabilities 
 
6 The Canberra Hospital Management’s Salaried Specialists Private Practice 
 
7 ACT Community Care - Disability Program and Community Nursing 
 
8 Salaried Specialists’ Use of Private Practice Privileges 
 
9 Fleet Leasing Arrangements 
 
10 Public Interest Disclosures - Lease Variation Charges and Corrective Services 
 
11 Annual Management Report for Year Ended 30 June 1997 
 
12 Financial Audits with Years Ending to 30 June 1997 
 
13 Management of Nursing Services 
 
 
 
 
 
 

 



 

 
Reports Published in 1996 
 
1. Legislative Assembly Members – Superannuation Payments/Members’ Staff – Allowances and 

Severance Payments 
 
2 1995 Taxi Plates Auction 
 
3 VMO Contracts 
 
4 Land Joint Ventures 
 
5 Management of Former Sheep Dip Sites 
 
6 Collection of Court Fines 
 
7 Annual Management Report For Year Ended 30 June 1996 
 
8 Australian International Hotel School 
 
9 ACT Cultural Development Funding Program 
 
10 Implementation of 1994 Housing Review 
 
11 Financial Audits with Years Ending to 30 June 1996 
 

 
 

 



 

 
 

Availability of Reports 
 
 

Copies of Reports issued by the ACT Auditor-General’s Office are available from: 
 

ACT Auditor-General’s Office 
Scala House 

11 Torrens Street 
BRADDON  ACT  2612 

 
or 
 

PO Box 275 
CIVIC SQUARE  ACT  2608 

 
Phone (02) 62070833 / Fax (02) 62070826 

 
 

Copies of Reports are also available from the  
ACT Auditor-General’s Homepage:  http://www.audit.act.gov.au 
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