[image: ]


Travel Booking Requests
[bookmark: _Hlk196906612]This form is to be used to notify the VCAA HR Unit of travel booking requests for flights, accommodation, and/or car hire for VCAA work purposes. Before completing the below form, make sure you have read and acknowledged the VCAA Travel Policy and Guidelines found here: Pages - Casual jobs (vcaa.vic.edu.au)

The employee must complete the relevant sections below and submit to their immediate manager for review and approval no later than five working days before travel. Accommodation, car hire and/or flights will be booked on your behalf by VCAA HR via CTM. Booking confirmation will be emailed through to the employee prior to commencement of travel. Further information and advice is available on the VCAA Website or from the VCAA HR Unit on 1800 718 320 or vcaa.hr@education.vic.gov.au.

	Employee Details

	Employee ID: 
	Full Name: 

	Department Name: 
	Position Title: 

	Reason for Travel: 



	Accommodation Booking Request
	

	If you have special requirements for accommodation, you must specify this clearly below – the VCAA reserves the right to reject such requests. 

	Address of VCAA work location
	Check In Date
	Check Out Date
	Special Requirements

	
	
	
	

	
	
	
	

	
	
	
	



	Car Hire Booking Request
	

	The VCAA hires standard-sized automatic vehicles of a 4-door type pending availability. If you have special requirements for a type of car that is not standard, you must specify this clearly below – the VCAA reserves the right to reject such requests. To request a car hire you must be over the age of 25 and have a full and valid driver’s licence. Only VCAA employees are permitted to drive the vehicle. 

	Hire Car Company (i.e. AVIS/HERTZ)
	Hire Car Company Address
	Pick Up Date & Time
	Drop Off Date & Time
	Special Requirements

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Flights Booking Request
	

	If you have special requirements for flights, you must specify this clearly below – the VCAA reserves the right to reject such requests. 

	Departure Location
	Destination
	Date of Departure
	Approx time of Departure Flight
	Date of Return
	Approx time of Return Flight
	Special Requirements

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



	Declaration By Claimant

	I declare that the information provided is true and correct and I acknowledge that I have read the Travel Bookings and Reimbursement Guidelines Booklet. 
I declare that this booking is made solely for my own use in my capacity as a VCAA employee.

	Date:  ____/____/______
	Employee signature:   

	
	Employee name (please print):   



	Managers Approval

	I hereby certify that the appointment of this employee has been duly authorised in accordance with VCAA Ministerial Order No.1451 and is still current. The information provided is true and correct and funding for this travel is approved in the current budget in accordance with budget classifications. 

	Date:  ____/____/______
	Managers signature:   

	
	Managers name (please print):   

	Manager to send to vcaa.hr@education.vic.gov.au for processing once approved.



	Funding Confirmation (to be completed by Manager)

	Charge Code: Refer to VCAA MO Department Structure & GL Project Costings.xlsx to determine GL by MO role
	Entity (56)
_ _
	Business Unit (56XX)
_ _ _ _
	Account (XXXXX)
Choose an item.
	Project (XXXXXX)
_ _ _ _ _ _



The completed form is to be placed on the employee’s personnel file.
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