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Purpose
To streamline the travel planning and approval process, ensuring efficiency and ease for kaimahi travelling on approved Otago Polytechnic business and for designated travel coordinators and approvers. It aims to ensure compliance with organisational policies, manage travel expenses cost-effectively, and maintain consistency in travel arrangements and reimbursements, ensuring fair treatment for all kaimahi travelling.
NOTE: Travel bookings through a preferred supplier refers to air travel, accommodation and transfers.
Procedure
1. Initiation
a. Kaimahi identifies the need for travel and identifies whether it is for research or non-research.

2. Budget Check
a. Is the travel budgeted for?
i. Yes – proceed to next step
ii. No
1. Research / Professoriate – complete Contestable Conference Travel / Professorial Travel application Form
2. Academic areas – add travel details to Travel Budget Spreadsheet (each college has their own) for HOC to review and decide on approval
3. Service areas – complete Travel Approval Application Form 
NOTE:  
· Any travel related expenses (i.e. meals, incidentals etc.) must be pre-approved, documented in the relevant travel application form and in-line with current policy and employment agreements 
· A Travel Budget Spreadsheet is available for tracking all relevant expenses



3. Obtain Quotation from Preferred Supplier
a. FCM Travel is Otago Polytechnic’s preferred supplier of all air travel, including accommodation and transfers
b. Travel arrangements should be made as soon as possible and well ahead of the actual travel date, ensuring cost effectiveness. At a minimum, travel should be booked at least 14 days in advance for domestic travel and 45 days for international.
c. Research / Professoriate
i. Quotations must be attached to travel application
d. Non-Research
i. Academic Areas – Quotation amounts to be included in travel budget spreadsheet
ii. Non-Academic Areas – Quotations must be attached to travel application

4. Travel Details Submission
a. Research / Professoriate
i. Complete Contestable Conference Travel / Professorial Travel Application Form with necessary information 
ii. Email completed form to Research office: researchoutputs@op.ac.nz  
1. Research office emails form to Director for approval signature
b. Academic Areas
i. Complete Travel Budget Spreadsheet with necessary information
ii. Designated travel coordinator sends email to HOC notifying spreadsheet is ready for review with relevant travel details (same spreadsheet used for the year, but group bookings may be done monthly or by term)
1. Domestic Travel – approval process as per below
2. International Travel – upon initial email approval from HOC, a travel motivation application form needs to be submitted for signature approval
a. Complete Travel Approval Application Form with necessary information
b. Email completed form to HOC for approval signature  
c. Non-Academic Areas
i. Complete Travel Approval Application Form with necessary information 
ii. Email completed form to Director for approval signature

5. Internal Approval Process 
a. Delegation of Authority for signatures (determined by Domestic or International)
i. Professoriate – Lead, Director, DED, ED
ii. Non-Professoriate / Research – Director, DED, ED
iii. Academic Areas – HOC, DED, ED
iv. Non-Academic Areas – Director, DED, ED
b. Research / Professoriate 
Approved
i. Director emails signed form to Research office, researchoutputs@op.ac.nz 
1. Domestic Travel	
a. Research Office emails signed form to kaimahi
2. International Travel	
a. Research Office emails signed form to Executive Office, travelapproval@op.ac.nz for further approval
b. Executive Office obtains DED and ED approval signatures, and emails signed form to Research office, researchoutputs@op.ac.nz 
c. Research Office emails signed form to kaimahi
Deny
i. Research Office emails kaimahi with reasons for denial
c. Academic Areas
Approved
i. HOC approves relevant details in travel budget spreadsheet and emails designated travel coordinator notifying them of approval
1. Domestic Travel
a. Designated travel coordinator emails kaimahi confirmation of approval
2. International Travel
a. Designated travel coordinator emails kaimahi confirmation of approval of details in spreadsheet, notifying them that a separate travel application form must be submitted to HOC for signature approval 
b. HOC emails signed form to Executive office, travelapproval@op.ac.nz ,for further approval
c. Executive Office obtains DED and ED approval signatures, and emails signed form to kaimahi
Deny
i. Designated travel coordinator emails kaimahi with reasons for denial
d. Non-Academic Areas
Approved
i. Director emails signed form to kaimahi
1. Domestic Travel 
a. As above
2. International Travel 
a. Director emails signed form to Executive Office, travelapproval@op.ac.nz for further approval
b. Executive Office obtains DED and ED approval signatures, and emails signed form to kaimahi
Deny
ii. Director emails kaimahi with reasons for denial

6. Booking of Travel
a. Booking 
i. Designated travel coordinator confirms travel arrangements for flights, rental cars and accommodation with preferred supplier	Comment by Francesca Brown: Individual kaimahi can't book through FCM - needs to be the designated person/s in the school
NOTE: 
· OP credit cards or personal credit cards must not be used to book any air travel, accommodation or transfer expenses; these must be booked through FCM Travel

7. Online Approval Process
a. Preferred supplier confirms booking, resulting in an automated email, requesting online approval from the relevant delegated authority
b. Delegation of Authority for online approval 
i. Professoriate / Research – Director
ii. Domestic – HOC / DED
iii. International – ED
c. Approved 
d. Preferred supplier forwards travel itinerary to kaimahi 
e. Amendments to Bookings
i. Any changes to travel arrangements after approval, that result in additional costs, must be approved by your formal leader. You may also need to complete a new travel application form

8. Pre-Travel Preparation (Kaimahi)
a. International Travel
i. Passport – verify validity 
ii. Visas – obtain if required 
iii. Travel insurance 
1. International travel – insurance is mandatory
2. Refer to clauses 10.21 – 10.26 of the Sensitive Expenditure Policy for details and requirements
iv. Health requirements – confirm what is required for the country visited (vaccinations etc.)
v. Identification - carry additional photo ID (i.e. Driver’s license)
vi. Financial 
1. Credit card – ensure bank knows of impending travel  
vii. Communication
1. Sim card – follow up with Service Desk for overseas access
2. Laptop – follow up with Service Desk for overseas access
viii. Risk assessment – conduct with Health and Safety partner and register with Safe Travel for travel advisory updates
ix. Cultural sensitivity – understand and respect local customs and business etiquette of the country visited (incl. appropriate dress, greetings and meeting protocols)
x. Gifts / Koha – liaise with relevant departments for any appropriate gifts / koha that may be needed and include these costs in the travel application form    

9. During Travel (Kaimahi)
a. Compliance 
i. Adhere to the Otago Polytechnic travel policies and guidelines
b. Reporting
i. Keep records of expenses and maintain communication with the Otago Polytechnic as needed 

10. Post-Travel (Kaimahi)
a. Debriefing 
i. Arrange a meeting with your formal leader or team to discuss outcomes of the trip, key takeaways, and any follow-up actions required
b. Travel Report 
i. Liaise with your formal leader, prior to travel, as to what the expectation is for reporting 
ii. If applicable, provide report summarising the trip (i.e. report on research activity; enter research outputs and/or contributions into ROMS with evidence), including objectives met, meetings attended, and any significant insights or decisions made. 
c. Expense Reconciliation 
i. Pre-approved travel-related expenses (i.e. meals) to be submitted for reimbursement, according to the policy. Ensure all costs are documented and justified. 
ii. Kaimahi or travel coordinator to complete “actuals” on travel budget spreadsheet template and provide reasons for anything over initial budget

d. Feedback
i. Provide feedback on travel process and any issues encountered to help improve future travel arrangements (if applicable).
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