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Payment for Travel (other than BCD charges) 

A traveller/travel arranger will organise the payment of approved ABC travel expenditure through the 
ABC’s various payment systems (Concur or myRequests for invoice payments).  Where possible, these 
costs should be settled prior to departure.  A traveller is responsible for settling their own personal costs 
and must not use ABC resources to do so.   

Claiming Approved Business Expenses 

A traveller must ensure that any expenses incurred or claimed are approved business expenses, and 
where possible, provide appropriate receipts.  

A business expense is one which would not be considered by the Australian Tax Office to attract Fringe 
Benefits Tax.  The expense must be directly related to the business trip (not merely as a consequence 
thereof) and be considered ‘otherwise deductible’ to the traveller prior to reimbursement. 

For advice on whether an item can be claimed with or without attracting FBT, please contact ABC Tax 
on  preferably before the expense is incurred. 

An expense is considered approved if it falls within the scope (both the nature and amount) of what was 
originally approved by the relevant delegate.  A traveller should always seek advice from their manager 
on what expenses will be approved prior to incurring the expense. 

Expenditure which is excessive and/or not in accordance with an approved travel plan/budget, ABC 
policies, procedures, and guidelines, may not be approved by the delegate. 
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