
Acquit a travel allowance claim - staff

1 Open domestic travel allowance claim

● Select Travel Expenses tile.

Red numeral indicates 
claims are Awaiting Action

To filter Claims that have a status of Awaiting Acquittal:

● Use the Claim Type and Status drop-down filters.
● Click on the Go button.

Open claims with the Status of Awaiting Acquittal by clicking on the appropriate row.

2 Ensure trip leg information is correct

● Check and edit the details of each Trip Leg in chronological order.
● If extending your travel, edit the last Trip Leg details first.

If your entire trip was cancelled and you need to repay your Travel Allowance:
● Tick the Trip Cancelled field and go to Step 5.

To edit the details of a Trip Leg:
● Select Edit the Trip Leg (pen icon).

From the Edit Travel Leg screen you can change the following:

● Mode of Transport
● Arrival City
● Arrival Date
● Arrival Time
● Travel Allowance claimed Yes/No.

To continue:
● Click on the Travel Allowance Details button.
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Ensure travel allowance  information is correct3
Check and edit the following details 
under the Purpose of Travel:

● Description
● Travel Allowance Dates
● Location Stayed (suburb)
● Type of Accommodation

For all locations other than Canberra, ACT:

● Select Tax Invoice/Receipt Attached
or Available on Request (AOR).

● Select the plus symbol (+) to attach
a commercial accommodation Tax
Invoice or Receipt document.

Where AOR is selected, IPEA may ask you to provide a Tax Invoice or Receipt as part of a post-payment check.

To review other Trip Legs that require editing:
● Select Edit the Trip Leg (pen icon) for the required Leg.

To Add further Travel Legs
● Select the Add Travel Leg button

Select Save when you have finished.

4 Check financial calculations of your travel allowance claim

To review the financial calculations of 
your claim for additional payments or 
repayments due:

● Click on the Estimate Button.

● Review the Estimates screen.
● Select Close when finished.
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5 Review and submit claim for certification

To submit claim for certification:

● Select Review.
● Scroll to the bottom of the Review screen.
● Read and accept the Terms and Conditions by

ticking the acceptance statement field.

● Click on the Submit button.

● Choose from the drop-down list the person who will certify your Travel Allowance Claim.
● Click OK to complete the process.

You will see a confirmation notice

● Click OK to dismiss the confirmation notice

You will be returned to your Travel Claims screen.

Following certification of your claim by your parliamentarian or authorised officer, IPEA will review and 
verify your  claim within 7 working days, in line with our published Service Level Standards.
Additional payments will be received in 2-3 working days. You will need to manage any debts through 
your Debts tile.
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https://www.ipea.gov.au/about-ipea/service-level-standards
https://www.ipea.gov.au/education/education-resources/pems-education-and-resources
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