                                                                TRAVEL DIARY

	
Employee name:
 
	
	
Uni ID:
	

	
Employee’s signature*:
 
	
                                                                                                        Date:            /        /



*In signing this document I acknowledge that this is a legal document that will be used by the UoN to calculate any Fringe Benefits Tax (FBT) liability arising from my trip AND I confirm that all the information declared by me in this document is true and correct.

This form should be either submitted in hard copy to:    	Financial Services – Tax Unit
	Room 335 Chancellery Building

Or submitted electronically to:  Finserv-FinancialAcc@newcastle.edu.au

	 
Date Trip Commenced: 
 
	
   
	 
Date trip ended:
	


	
Reason for trip:
   
	




Number of days spent in transit/unavoidable delays:			(A) _______________
Number of days where business activities were undertaken: 		(B)  _______________ 
Private Component - Number of days					(C)  _______________ 
Total number of days away: 				        (A + B + C)  _______________ 

(Item C above) Private Component  

Please indicate if all private components were paid personally                                  Yes   |_|      No |_|     N/A   |_|
(Private component expenses include accommodation, meals & incidentals) 

If indicated “No” above, please advise if you have arranged                                             Yes   |_|      No |_|     N/A   |_|            
a reimbursement for your personal expenses     	

Details of Business Activities – Refer Page/s following

	Date of entry
	
Nature of  Activity
	
Date of activity
	
Location of activity
	Start time
	End time
	
Duration

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Date of entry
	
Nature of  Activity
	
Date of activity
	
Location of activity
	Start time
	End time
	
Duration
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