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Travel Information Sheet   

Incidental Allowance Guide  
 
All travel conducted on behalf of the University Travel Policy and Travel on University Business 
Procedures. 

An incidental allowance is a payment made directly to a traveller to cover the cost of low value 
daily expenses where credit cards are generally not able to be utilised.  This also reduces the 
need for the traveller to claim low value ‘out of pocket’ expense on their return, saving acquittal 
processing time. 

All travel and incidental allowances are paid under negotiation with your cost centre manager 
and may exclude staff development activities.   

The University pays incidental allowances based on the minimum rate set by the Australian 
Taxation Office (ATO). Incidental allowances for International travel vary from country to 
country and are also governed by the minimum ATO rate for that country. 

Examples of incidentals could be; 

• Telephone / Internet  

• Newspaper / Magazines  

• Car parking 

• Beverages e.g. coffee 

• Light Snack 

• Bus, tram or train ticket 

 

When can I claim an Incidental Allowance? 
University staff are entitled to receive an incidental allowance when travelling on University 
business and are required to stay away from home overnight. The exception to this rule is 
where a funding source, such as a research grant, has restrictions associated with travel 
expenditure or specifically states that you cannot claim any travel expenditure. 

The amount is calculated from the number of days you are away and cannot be changed to 
exceed this amount and is not to exceed 30 days, even if you are away for more. 

You should claim your Incidental allowance payment prior to travel but can also do so after the 
travel has occurred provided the travel was pre-approved. The preference is to claim your 
allowance prior to your travel so the money is available for use whilst away. 

 
How do I claim an Incidental Allowance? 
There are 2 steps to claiming an Incidental allowance:- 

Non Cardholder:  

1. Raise a domestic or international travel requisition, indicating the number of nights 
you are away and if travelling internationally, the countries you are staying in (the 
system automatically calculates the rates based on information entered). 

 

http://www.cdu.edu.au/governance/doclibrary/pol-060.pdf
http://www.cdu.edu.au/governance/doclibrary/pro-100.pdf
http://www.cdu.edu.au/governance/doclibrary/pro-100.pdf
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2. Once approved, you will need to claim the actual incidental allowance via the 
Oracle Financial System by raising a finance requisition prior to travel, note the 
details on your travel requisition and forward the original and calculation sheet to 
the Office of Strategic Procurement Services.  Regional offices can scan the 
documentation to procurement@cdu.edu.au    

Note: incidental allowance payments cannot be paid after travel they then become a re-
imbursement and should be claimed within 14 days of return.   

It is important to attach your incidental allowance claim to your approved travel requisition, as 
the approver approving the incidental allowance claim is the cost center approver NOT the 
original travel approver (line manager).  In some cases the allowance claim and travel 
requisition are approved by the same person.   

Cardholder:  

1. Raise a domestic or international travel requisition; indicating the number of nights 
you are away and if travelling internationally, the countries you are staying in 
indicate an approximate amount of travel costs associated with the travel.   

2. Once approved, you can use the University Purchasing Card for all business 
related expenses during the approved travel dates.   If a card cannot be used for 
minimum purchases for incidental costs, retain the receipt and claim the 
reimbursement on return.    

3. Travel related reimbursement paperwork must be forwarded to the Office of 
Strategic Procurement Services within 14 days of return.  Regional offices can 
scan the documentation to procurement@cdu.edu.au Please note the original 
travel requisition details in the reimbursement line description.  

 
How is the Incidental Allowance paid? 
Incidental Allowances are paid into the traveller’s bank account and this information is fed 
directly from the Finance System. Incidental allowances must be claimed before the travel has 
occurred, providing you have an approved travel requisition detailing the number of nights you 
intend to be away from home. 

All International incidental allowances are paid directly to the traveller in Australian Dollars. 
Incidental allowance payments cannot be paid after travel they then become a re-imbursement 
and should be claimed within 14 days of return.   
 

Can I still claim out of pocket expenses if I claim an Incidental 
Allowance? 
Where possible all approved University business travel expenditure should be paid for using 
the University Corporate Purchasing Card. However in some cases, out of pocket expenses do 
occur and can be claimed by the traveller provided the expense is not an incidental expense 
already covered by the incidental allowance. This is done by creating a new expense 
reimbursement via the Finance System. 

 
For more information: 
T.  Jenny Bisset, Travel Officer 08 8946 6258 
E.  procurement@cdu.edu.au  
W.  http://www.cdu.edu.au/finance/travel   
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