
BANK DETAILS    Details previously supplied

See reverse for rates set by NSW Treasury.
To ensure prompt processing please complete ALL fields and attach evidence of prior approval (if required)

Name: 

Email Address (Required for EFT receipt): 

Agency/Department & Location:                                      

Residential Suburb:   

Meeting(s) attended (must be filled in):                 
Date: Start Time: Finish Time:

Is this meeting back-to-back with other meetings?    
Yes      

Date: Start Time: Finish Time:

TRAVELLING 

  From Home      From Work

RETURNING 

  From Home      From Work

TRAVEL   (Receipts required for all parking) BREAKDOWN TOTAL

Public Transport Fares (Bus, Train, Tram, Ferry) $

$ 

Airport Link Train Service to City (No taxi from airport) $

Mileage*: _____  km (35.2c/km) $

Tolls: $

Parking (Valet parking will not be reimbursed): $

Flight: $

Employer reimburses my travel expenses     

SUSTENANCE BREAKDOWN TOTAL

___ nights’ accommodation **  
Location stayed at: $

$___ nights’ actual accommodation (receipt required) $

___ meals only  (City/Country) $

Employer reimburses my sustenance expenses     TOTAL EXPENSES: $

Please note: Reimbursements shall be paid  
via electronic funds transfer. Please provide  
details of your nominated bank account:

BSB ACCOUNT NUMBER

DECLARATIONS

    * This vehicle is comprehensively insured with ______________________ and the policy is current

    ** I hereby agree that I will be staying in paid hotel/motel accommodation

SIGNED: DATED:

Office Use Only	 Attendance Sheet Sighted       Pre Approval Attached        Financial       Scanned   

Recommended:   Dated:   

Name of Industrial Manager: Team:

Approved by General Secretary: Dated:  
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