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The Union rules and the provisions of the Fair Work Act 2009 and Fair Work 
(Registered Organisations) Act 2009 will prevail over the terms of the policy to the 
extent of any inconsistency. 

All words in this policy have the same meaning as words as set out in VAHPA’s Finance 
Policy and Procedures manual and may differ in meaning from their definition in Union 
rules. 

1. Overview, purpose and scope 
Travel within Victoria and interstate is a necessary part of the business of VAHPA, and 
may be required to be undertaken by staff and Elected Officials from time to time. Meal 
expenses can be incurred as part of travel, or on occasion as a stand-alone expense. 
Entertainment expenses should normally be avoided, however in exceptional instances 
they may be required as part of VAHPA business. 

This policy provides guidance and clarification on the nature of valid travel, meals and 
entertainment expenses. It is relevant to all stakeholders of VAHPA who are seeking to 
undertake or are otherwise involved or interested in the approval, recording and 
management of travel, meals and entertainment expenses. These stakeholders include 
but are not limited to: the Branch Committee, Governance and Finance Committee, 
Paid Officials, the Finance Manager, VAHPA Management, employees and members. 

This policy should be read in conjunction with the VAHPA Finance Policy and 
Procedures, and expands on section 5.3 Travel, meals and entertainment expenses. 
The procedures for payment of travel, meals and entertainment expenses are outlined in 
section X of the Finance Policy and Procedures, Annexure D Corporate Credit Card 
Procedure, and Annexure E Business Expense Reimbursement Procedures. 

2. Approved business expenses 
VAHPA employees are responsible for complying with this procedure. Employees 
requesting approval for travel, meal or entertainment expenses that are not in 
compliance with this procedure risk delayed, partial or forfeited approval. 

‘Approved business expense’ means the expense has been incurred: 

• with the expectation of deriving some current or future benefit for VAHPA as a 
result of the expense;  

• in line with the VAHPA Finance Policy and Procedures manual and Annexures, 
including being within budget and delegation limits; and 

• in order to engage in a business meeting or activity or procuring items necessary 
for the performance of the employee’s position and duties. 

Officers are expected to exercise practical judgement regarding expenses covered by 
this procedure.  Travel, meals and entertainment expenses that are not in compliance 
with this procedure require the prior written approval of the Secretary. A case will need 
to be made to justify why expenses should be incurred that are not in compliance with 
this policy. 
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3. Domestic travel  

Flights 
All VAHPA flights that have been approved by the employee’s manager will be booked 
and paid for directly by VAHPA where possible. Payment for domestic flights by 
expense reimbursement should only be made available in exceptional circumstances.  

Saver-Flexible fares or equivalent are to be booked, although Fully-Flexible fares may 
be approved by the Secretary prior to booking. 

Airline tickets may not be transferable and will only be purchased for the employee 
travelling on VAHPA business.  

Any frequent flyer points earned for travel to be reimbursed by VAHPA must be used by 
the person for future VAHPA related business travel. 

Accommodation 
All accommodation that has been approved by the employee’s Manager will be booked 
and paid for by VAHPA where possible.  Employees are entitled to stay in motel or hotel 
accommodation when it is considered necessary to attend VAHPA business, or where it 
is not practical for the employee to return home on the same day. 

If the cost of the accommodation exceeds $170 per night approval must be received 
from the Secretary prior to making the booking. This amount may be increased by the 
Branch Committee using ATO Taxation Determinations of reasonable rates (eg 
TD2014/19) as varied by the ATO from time to time as a guide. 

Accommodation bookings should be made in sufficient time to take advantage of 
discounts and gain access to the widest range of accommodation options. 

Travel related meals 
VAHPA will pay directly or reimburse employees for the cost of meals when travelling or 
attending to VAHPA business. As a guide, the reasonable costs of meals are those 
defined as ‘reasonable rates’ by the ATO Taxation Determination (eg TD2014/19),. 
These amounts may be increased by the Branch Committee where there is reasonable 
justification for reimbursement of a higher amount. 

Taxi travel 
The preferred method of payment for taxi travel is Cabcharge vouchers. Payment for 
taxi fares by VAHPA credit card or expense reimbursement may be made where 
Cabcharge vouchers are unavailable or when taxi travel is unanticipated. 

Taxi travel may be undertaken only if the taxi travel is clearly for the purpose of 
attending to VAHPA business. A trip description must be noted with the tax receipt, 
including the purpose and activity to which the taxi travel relates.  

The Cabcharge statement shall be reconciled against receipts monthly, with missing 
receipts or variations followed up. 

Petrol for VAHPA vehicles 
Motorpass cards may be issued against the registration number on VAHPA-owned or 
leased vehicles (refer to the Motor Vehicle Procedure). This allows for petrol to be 
purchased at service stations that accept Motorpass cards. 
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Wherever possible, petrol for VAHPA owned vehicles should be paid using VAHPA 
issued Motorpass cards. However, when this is not feasible, petrol for VAHPA owned 
vehicles may be paid using VAHPA credit card or as a business expense reimbursement 
claim. 

Whether paying by Motorpass or other method, an itemised tax receipt shall be 
provided to the Finance Manager. 

The Motorpass statement shall be reconciled against receipts monthly, with missing 
receipts or variations followed up. 

Private vehicle expenses 
Wherever feasible, VAHPA vehicles should be used in preference to private vehicles. 
Where the use of a private vehicle for official purposes is necessary and is approved in 
advance, VAHPA will reimburse private vehicle mileage deemed necessary to achieve 
the business of VAHPA. 

An employee’s private vehicle usage will be reimbursed at the rate of seventy five cents 
per kilometre for a car or twenty five cents per kilometre for a motorbike (unless a higher 
rate is mandated by legislation), if: 

• a VAHPA vehicle is not available for use by the employee 

• approval to claim mileage is authorised by the employee’s manager or Secretary 
prior to the travel being undertaken 

• the claim for usage is verified by information required on the Expense Claim 
Form including the number of kilometres travelled, the destination and the 
business purpose of each trip 

• the total travel claim does not exceed the cost of the same travel using economy 
class flights plus the cost of taxi transfers. 

VAHPA will reimburse parking costs and toll fees incurred by employees using private 
vehicles for official VAHPA business. A tax invoice or parking ticket is required for 
verification. 

Any fines incurred while travelling in VAHPA-owned vehicles or privately owned vehicles 
when attending to VAHPA business will be the responsibility of the employee incurring 
the fine. VAHPA shall not pay or reimburse such fines incurred. 

4. Overseas travel 
Overseas travel must have the prior approval of the Branch Committee and will only be 
approved in exceptional circumstances where there is a clear and direct benefit for 
members arising from the travel. International flight expenses must be paid directly by 
VAHPA to the airline or travel agent, and may not be reimbursed to Officers. 

Any overseas travel expenses may only be authorised with a copy of the passed 
resolution provided to the Finance Manager before any related expenses are incurred. 

VAHPA will ensure the appropriate travel insurance is paid prior to the employee 
travelling on VAHPA business overseas.  
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5. Meals 
From time to time there may be a business need to provide meals in cases other than 
travel, which is covered in 3.8 above. For example, a meal may be provided when a 
staff member is working overtime, or during a working meeting outside normal office 
hours. 

As a guide, the reasonable costs of meals are those defined as ‘reasonable rates’ by the 
ATO Taxation Determination (eg TD2014/19). These amounts may be increased by the 
Branch Committee where there is reasonable justification for reimbursement of a higher 
amount. 

Payment for meals may be by business expense reimbursement, VAHPA credit card, 
petty cash, or EFT in line with the payments policy. In all cases, an itemised tax invoice 
should be provided, along with a list of the recipients of the meal. 

6. Entertainment 
Entertainment expenses will only be approved where they are essential and have a clear 
business value. All entertainment expenses must be approved by the Secretary prior to 
being incurred, without exception. 

Fringe Benefits Tax (FBT) may be payable by VAHPA on the taxable value of fringe 
benefits provided by meal entertainment to employees.  In order to minimise VAHPA’s 
tax liability, any entertainment costs must clearly lists all attendees and their title. 

7. Non-reimbursable expenses 
Expenses not reimbursable include but are not limited to: 

• airline club fees; 

• traffic fines; 
• in-flight movies/refreshments; 

• hotel-room movies and other forms of personal entertainment; 

• luggage, briefcases and other travel items; 

• business-class airfare; 

• food and beverage dining entertainment, unless approved by the Secretary prior 
to the expense being incurred. 

 

 


