Travel —staff

Framework

Staff employed by parliamentarians are covered by the Members of
Parliament (Staff) Act 1984 (MOP(S) Act).

A Ministerial Determination sets out the travel arrangements for staff of

parliamentarians.

Staff travel provision details are set out in the Commonwealth Members of

Parliament Staff Enterprise Agreement.

For current information on staff travel visit: ipea.gov.au/ipea-ed/travel/

staff-travel

Travel:

BOOKING

Staff may only travel for official
business as directed by their
parliamentarian. Travel must

be by the most direct, efficient

route available

For all scheduled flights
(QANTAS, Virgin, etc), you must
book through CTM

CTM can book self-drive hire cars
and accommodation for you.
You may also choose to book

these yourself

For all travel, you must ensure

Ground transport options: self-
drive hire car (Hertz, Avis, etc),
car with driver service (taxi/
ride-share)

For coach/train/ferry transport,
please contact CTM or the
supplier

that your choices are 'efficient,
effective, economical

and ethical'
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https://www.legislation.gov.au/Details/C2014C00540
https://www.legislation.gov.au/Details/C2014C00540
https://www.ipea.gov.au/ipea-ed/travel/staff-travel
https://www.ipea.gov.au/ipea-ed/travel/staff-travel
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Travel:

ADVANCE CLAIM (APPROVED BEFORE
COMPLETION OF TRAVEL)

Upon the completion of travel,

staff are required to acquit their

Travel allowance claims are travelllclalm: TS allc‘:;w; for ':]he
certified by a parliamentarian/ HEVELE 0 TNEEE ff fere B8
been any changes to their travel
is completed or confirm the travel occurred as

originally claimed

authorised officer before travel

Travel allowance claims are
processed and paid by IPEA and
a Certificate of Travel is available
within PEMS. Where possible,
travelling allowance is paid 2 days
prior to the commencement of travel

If an advance travel claim is
not acquitted within
28 days of the completion
of travel, the claim becomes
outstanding.
As a result, new travel
allowance claims are
not processed until the
outstanding acquittal is
completed

IPEA processes the travel acquittal
and any adjustments as required. If a
change in travel arrangements leads to
an overpayment, an invoice is raised.
Prompt payment is expected




Travel:

ACQUITTAL CLAIM (APPROVED AFTER
COMPLETION OF TRAVEL)

Travel allowance claims are
certified by an authorised
officer/parliamentarian after
the completion of travel

Travel allowance claims are processed by IPEA
and a Certificate of Travel is available within
PEMS. No further action is required

For more information on staff travel allowances, refer to the staff travel
determination and enterprise agreement guidelines.
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