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Travel Policy 

THE AUSTRALASIAN SOCIETY FOR BREAST DISEASE (ASBD), recognises the importance of 
travel for business purposes and is committed to ensuring the safety, eƯiciency, and cost-
eƯectiveness of all business travel. This policy outlines the guidelines and procedures for 
planning, booking, and reimbursing business travel expenses. 

Scope 

This policy applies to all employees, contractors, scholarship recipients and authorised 
individuals who are required to travel for business purposes on behalf of ASBD. It encompasses 
domestic and international travel, including transportation, accommodation, meals, and other 
related expenses. 

Responsibilities 

Employees and Members of the Board: 

 Employees and Members of the Board are responsible for adhering to this travel policy 
and obtaining necessary approvals for all business travel in advance. 

 They must make travel arrangements in a timely manner, selecting cost-eƯective 
options that meet business needs and comply with company policies. 

 Employees should keep accurate records of their travel expenses and submit expense 
reports promptly upon returning from a business trip. 

Approval and Guidance: 

 The Executive OƯicer & The President are responsible for approving employee travel 
requests and ensuring that travel expenses are reasonable, necessary, and within 
budgetary constraints. 

 They must provide guidance and support to employees and members of the Board in 
planning and booking business travel, including assistance with itinerary planning and 
expense reporting. 

 Employee expense reports should be reviewed and approved promptly and ensure 
compliance with this travel policy. 

Financial Reporting: 

 The Executive OƯicer is responsible for processing travel expense claims and 
reimbursing employees for approved expenses in a timely manner. 

 They must ensure that expense claims are supported by appropriate documentation, 
such as receipts and invoices, and comply with company policies and tax regulations. 

 The Executive OƯicer should communicate any updates or changes to travel 
reimbursement rates or procedures to employees and the Board as necessary. 
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Travel Booking Procedures 

Advance Approval: Employees must obtain advance approval from the Executive OƯicer for all 
business travel. Travel requests should include details such as destination, purpose, dates, and 
estimated expenses. Best priced conveniently timed economy airfares will be approved for 
domestic flights; Best priced conveniently timed business class international flights will only be 
approved for flights over eight hours duration. 

Booking Options: Employees should use approved booking channels, such as designated travel 
agencies or online booking platforms, to make travel arrangements. They should compare 
options to find the most cost-eƯective and convenient travel options. 

Expense Pre-Approval: Certain expenses, such as airfare, accommodation, and car rental, may 
require pre-approval from management before booking. Employees should obtain approval for 
these expenses as necessary. 

Travel Itinerary: Employees should create a detailed travel itinerary, including transportation, 
accommodation, meeting schedules, and contact information, and share it with their 
supervisor or manager and any relevant colleagues. 

Expense Reporting: Upon returning from a business trip, employees must submit an expense 
report detailing all incurred expenses, supported by receipts and other relevant documentation. 
Expense reports should be submitted promptly according to company procedures. 

Expense Reimbursement 

Eligible Expenses: Eligible travel expenses may include transportation (e.g., airfare, train 
tickets), accommodation, meals, ground transportation (e.g., taxi fares, rental cars), and other 
reasonable and necessary expenses incurred during business travel. 

Receipts and Documentation: Employees must retain all receipts and documentation for 
expenses incurred during business travel and submit them with their expense report for 
reimbursement. 

Currency Conversion: Expenses incurred in foreign currency should be converted to the 
employee's home currency using the appropriate exchange rate on the date of the expense. 

Reimbursement Process: The Executive OƯicer will process expense claims and reimburse 
employees for approved expenses in accordance with company policies and procedures. 
Reimbursements will be made via direct deposit or other approved payment methods. The 
ASBD reimbursement form needs to be completed and returned with accompanying receipts. 

Travel Safety and Security 

Health and Safety: Employees should prioritise their health and safety while traveling for 
business and adhere to any travel advisories or guidelines issued by relevant authorities. 

Travel Insurance: ASBD may provide travel insurance coverage for employees traveling on 
oƯicial business. If an employee books their own travel, they must include travel insurance. 
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Employees should familiarise themselves with the terms and coverage limits of the travel 
insurance policy. 

Emergency Contacts: Employees should carry a copy of their travel itinerary and emergency 
contact information for ASBD and local authorities in case of emergencies. 

Travel Alerts: Employees and Board Members should follow guidance via the 
smartraveller.gov.au website and not enter countries or regions where it is advised against. 

Compliance and Monitoring 

Non-compliance with this travel policy may result in disciplinary action or other consequences 
as deemed appropriate by management. Employees or Board Members who have concerns or 
questions about travel procedures should contact the Executive OƯicer or President for 
guidance and support. 

Review and Updates 

This policy will be reviewed periodically to ensure its eƯectiveness and compliance with 
Australian legislative requirements and industry best practices. Updates may be made as 
necessary to reflect changes in travel procedures, reimbursement rates, or other relevant factors. 

 

Authorised by 

 

 
Maureen Ryan 
Executive Officer 
Australasian Society for Breast Disease 
 


