
Primary Contact/Traveller completes International Travel
Request by accessing the Service Catalogue Online

(‘international travel request’)

Primary Contact/Traveller completes International Travel
Request by accessing the Service Catalogue Online

(‘international travel request’)
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of 10 
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to 
departureSupervisor/s reviews and endorses travel request

OADG SSRRI – Senior Project Officer and Principal Advisor
reviews and endorses travel request

Executive Director DEi reviews and endorses travel
request

Assistant Director-General SSRRI reviews and endorses
travel request

Deputy Director-General State Schooling reviews and
endorses travel request

Director-General
reviews and endorses
travel request (more

than 5 hours ex
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Director-General
reviews and approves

travel request (less
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Minister’s Chief of
Staff reviews and
Minister approves

application

Application approved 
and traveller proceeds 

to book travel

Application approved
and traveller proceeds

to book travel

Minimum 
of 8 – 10 
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to 

departure
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of 5 – 8 

weeks prior 
to 

departure
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NOTE: It is the responsibility of the Primary Contact/Traveller to monitor the progress of the travel 
application.

Please contact the International Travel Unit on telephone 3513 5748 or international.travel@qed.qld.gov.au 
should you require any clarification on the application process or should you be required to submit a 

variation to your approved travel application.

Official International travel for business and professional development
Application Workflow 
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Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/
pp/official-international-travel-for-business-and-professional-development-procedure to ensure you have the most up 
to date version of this document

https://qlddet.service-now.com/sco/
https://qlddet.service-now.com/sco/
https://ppr.qed.qld.gov.au/pp/official-international-travel-for-business-and-professional-development-procedure
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