	
	

Example email templates – Travel Requestor 
Request approval for single trip for self or multiple travellersInstructions: The following information must be provided to a travel approver. It can be in an email, or as an attachment where the approval will cover multiple travellers, or a program of travel. 

[bookmark: _Hlk204244568]Email to travel approver
Please approve travel as follows:
	· Purpose of travel and outcome/benefit:
	e.g. attend PD, meeting or consult with

	· Justification that alternative options such as video conferencing are unsuitable: 
· Name[s] of officer[s] travelling and their position:
	e.g. annual conference that is not provided on-line.


e.g. Director, Manager

	· From / To:
	Originating location and destination

	· Dates of travel:	
	Dates of departure and return

	· Types of travel:
	Flight and/or accommodation, accommodation only, charter flight etc    

	· Approximate cost 
[must specify each]:
	· Airfares
· Accommodation
· Meals/Allowances
· Car Hire 
· Other (e.g. taxi)
  =    Total

	· Preferred method for claiming expenses:
	e.g. allowance, estimated cost in advance, reimbursement or corporate card


And if relevant
	· Use of private vehicle:
	If approval is being sought to use and claim expenses for traveller’s private vehicle

	· Travel Insurance:	
	If required in addition to normal insurance

	· Private travel components: 	
	Details, if private travel will be undertaken during the official trip

	· QTravel used/not used:
	Best value for money travel is a requirement and use of QTravel is not mandated. State which system has been used and confirm the best value for money option has been obtained.

	· Costs that exceed Directive:		
	Include reason and justification for costs that exceed Directive
13/23 Domestic travelling and relieving expenses 

	· Human Rights impacted 
(yes / no):	
	If yes, state which rights are impacted, justification and assess if compatible.



I confirm that: 
· This travel is in line with Government and departmental objectives and the requirements of the Domestic travel procedure and the Appropriate and ethical use of public resources policy.
· I have considered, and provided justification that alternate lower cost options such as video conferencing are unsuitable.
· I have considered travel options and I have selected the best value for money option.
[Ensure Signature block of travel requestor is included]

Request approval for a program of travelNote: A program of travel is travel that is planned in advance for multiple trips over a period of time, which may include multiple different officers and locations. For example, where the School Review unit reviews different schools in a term. A program of travel may only be approved for a period of up to three months, i.e., all individual trips included in a program of travel must occur within the 3-month period. 
Instructions: Provide travel approver a schedule including all details outlined on the previous page for a single trip, but for each traveller covered by the program. 

Email to Travel approver

Please approve travel as outlined in the attached schedule or travel itinerary. The attached travel schedule includes all details for each traveller covered by the program. 

This travel is in line with Government and departmental objectives and the requirements of the Domestic travel procedure and the Appropriate and ethical use of public resources policy, and alternative lower cost means of achieving the purpose of the travel have been explored and are not suitable.

Any variations to the schedule will be re-submitted for approval.

[Ensure signature block of travel requestor is included]


Request approval for variation to travel request

Email to Travel approver

Please approve the following travel request variation.

[You / name of approver] approved a schedule of travel relating to a [program of work] on [date]

The required travel has now varied because [reason]. Please approve the [following/attached] variations to the travel as previously approved. [Either attach a revised schedule highlighting the variations, or list the variations]

This travel is in line with Government and departmental objectives and the requirements of the Domestic travel procedure and the Appropriate and ethical use of public resources policy. Alternative lower cost means of achieving the purpose of the travel have been explored and are not suitable.

In accordance with the Domestic Travel Procedure, variations to the schedule in relation to a change the destination or purpose of a trip, increase in the number of travellers, increase in cost, or changes in the private travel components on a trip will be re-submitted for approval.

[Ensure signature block of travel requestor is included]

Example email templates – Approving Officers
Email for centrally instigated travelNote:  Centrally initiated travel may occur when a senior officer provides a blanket approval for regional officers or principals to attend a future conference or event. However, this blanket approval is not the same as individual travel pre-approval. It simply grants high-level permission for a group of officers to travel. Each officer is still required to obtain their own travel pre-approval, which must include all the specific details outlined on page 1.

Details to be included in the email:

I approve travel for [name/s of officer/s] to attend [name of meeting/event] on [date/s of meeting/event]. 

I confirm that the travel and attendance at the meeting or event are appropriate. Justification has been provided that lower cost alternatives, such as telephone or video conferencing, have been explored and deemed unsuitable. 

Each officer is still required to obtain their own travel pre-approval in line with the Domestic travel procedure.

[Ensure signature block of travel approver is included]


Approval of travel request/variation to travel request

I approve the requested travel to be undertaken as outlined in [the attached travel request e.g. attach the completed travel request sample email template; or travel variation request]. I am satisfied that:
· [bookmark: _Hlk202536050]This travel is in line with Government and departmental objectives and the Domestic travel procedure and the Appropriate and ethical use of public resources policy. 
· Justification has been provided that lower cost alternative means of achieving the purpose of the travel such as telephone or video conferencing have been explored and are not suitable. 
· The travel is best value for money for the Department.

[Ensure signature block of travel approver is included]
 

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/domestic-travel-procedure to ensure you have the most current version of this document.

