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Appendix 2 Dual-purpose Travel Calculator
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Example 1

Total number of travel days: 9
Total number of Personal Days: 4
Total number of Business Days: 5
Personal Days are less than the Business Days portion, therefore travel is not classified as Dual-Purpose and 100% of the airfare is paid by the University.

	Date
	Day
	Category
	Activity

	1/9
	Thursday
	P
	Personal Day

	2/9
	Friday
	P
	Personal Day

	3/9
	Saturday
	P
	Personal Day

	4/9
	Sunday
	P
	Personal Day

	5/9
	Monday
	B
	Business Day

	6/9
	Tuesday
	B
	Business Day

	7/9
	Wednesday
	B
	Business Day

	8/9
	Thursday
	B
	Business Day

	9/9
	Friday
	B
	Business Day



Example 2
Total number of travel days: 10
Total number of Personal Day: 5
Total number of Business Days: 5
Personal Days are equal to or greater than the Business Days; therefore, travel is classified as Dual Purpose and 50% of the airfare is paid by the Traveller to the Travel Management Company at the time of booking, a Travel Diary must be completed.

	Date
	Day
	Category
	Activity

	1/10
	Thursday
	P
	Personal Day

	2/10
	Friday
	P
	Personal Day

	3/10
	Saturday
	p
	Personal Day

	4/10
	Sunday
	p
	Personal Day

	5/10
	Monday
	p
	Personal Day

	6/10
	Tuesday
	B
	Business Day

	7/10
	Wednesday
	B
	Business Day

	8/10
	Thursday
	B
	Business Day

	9/10
	Friday
	B
	Business Day

	10/10
	Saturday
	B
	Business Day
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Calculator



				Dual-Purpose Travel Calculator





				Trip Start								Trip Finish







				Type of Travel		Category						Days		%

						Business Days (including Travel Days)						0		ERROR:#DIV/0!

						Personal Days						0		ERROR:#DIV/0!

						Total						0		ERROR:#DIV/0!



						







				BUSINESS ACTIVITY DETAILS

				Start Date		Finish Date		Duration		Brief Details		City, Country		Type of Activity		Completion Status										Category

																												0				0

																												0				0

																												0				0

																												0				0

																												0				0

																												0				0

																												0				0

																												0				0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0

																																0







Calculations

		Time list				Activity Types				Faculty/ Office

		7:00 AM				Business Days				1000 - Macquarie Business School

		8:00 AM				Personal Days				2000 - Faculty of Arts

		9:00 AM								4000 - Faculty of Science and Engineering

		10:00 AM								5000 - Faculty of Medicine, Health and Human Sciences

		11:00 AM								5800 - Mindspot MQ Health

		12:00 PM								6000 - MU International College & MU Sydney City Campus

		1:00 PM								8010 - Vice-Chancellor's Office

		2:00 PM								8020 - Vice-President People & Services (VPPS)

		3:00 PM								8030 - Vice-President University Services & Strategy (VP US&S)

		4:00 PM								8040 - Division of Strategic Planning and Information

		5:00 PM								8050 - Information Technology

		6:00 PM								8060 - IT Projects

		7:00 PM								8070 - Financial Services Office

		8:00 PM								8090 - Macquarie University Property

		9:00 PM								8100 - DVC Engagement

		10:00 PM								8200 - Human Resources Office

		11:00 PM								8240 - DVC International

		12:00 AM								8300 - Deputy Vice-Chancellor (Research) Office

		1:00 AM								8500 - DVC Academic

		2:00 AM								8700 - Macquarie International

		3:00 AM								8900 - Macquarie University Property

		4:00 AM

		5:00 AM

		6:00 AM
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