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Travel Diary  Template


Travel Diary Template
Travel Diary



				TRAVEL DIARY 				Travellers must populate all the grey cells



				EMPLOYEE DETAILS

				Travellers Name						Travellers ID: MQ																Staff



				Faculty/Office



				Trip Start								Trip Finish



				Signature								Date



				Terms and Conditions

				In signing this document, I acknowledge that it will be used by the Macquarie University to calculate any Fringe Benefits Tax (FBT) liability arising from my trip AND I confirm that all the information declared by me in this document is true and correct. I have attached other relevant supporting documentation such as conference itineraries, travel reports, research summaries, etc.





				Travellers must sign and retain the Travel Diary for future reference. 

				For further information, refer to the TravelRight Intranet page.  <insert link>



				TRAVEL PLANS

				Purpose









				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
Ensure supporting documentatation is provided which provides the time, location and description of various activities.  
Eg confernce agenda, extract from diary etc		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



				APPROVAL

				Approver's Full Name



				Approver's Signature								Date





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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