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Overview 
An employee may be eligible for reimbursement of reasonable out of pocket expenses actually and necessarily incurred 
in the course of authorised duties in the following circumstances: 

• expenses associated with an overnight absence from home or part day duties away from their base location 

• work-related travel expenses such as use of a private motor vehicle 

• travel and removal expenses on relocation 

• expenses incurred by a surplus employee to travel to attend an interview 

• other out of pocket expenses considered necessary and reasonable such as use of a private phone. 

Fees associated with professional registration, certification, licensing and memberships will not be reimbursed. These 
include, however are not limited to the below: 

• Certified Public Accountant (CPA) accreditation 

• Legal practice certification 

• Australian Human Resource Institute (AHRI) membership 

• Australian Health Practitioner Regulation Agency (AHPRA) registration 

• Mediation and conflict resolution certification 

• Union association membership 

• Working with Children Checks (WWCC) 

Base location for allowance purposes 

All employees are to have a base location determined for allowance purposes which in most instances is the place at 
which an employee ordinarily performs their duties. In the case of an employee who does not ordinarily perform their 
duties at any one place the delegate is to determine a base location for allowance purposes. 

An employee’s claim for reimbursement will be processed as soon as practicable but not later than two pay periods 
after the employee submits a claim. 

Reimbursement of expenses is subject to the requirements of the Victorian Public Service Enterprise Agreement.  

Information regarding the rates and the procedures for the reimbursement of expenses is available on HRWeb at 
Travel and Personal Expenses Public Service 

PERSONAL EXPENSES 

An employee whose duties require them to be absent from their base location overnight, or who has approval to 
undertake work-related travel will be reimbursed reasonable out of pocket expenses for meals, accommodation and 
incidentals. Employees who are absent from their base location and the absence does not extend overnight may be 
reimbursed in respect of the cost of meals and other reasonable out of pocket expenses. 

Reimbursement is in addition to the cost of conveyance except where the cost of conveyance includes the cost of 
meals or sleeping accommodation or both. 

TRAVEL EXPENSES 

An employee who is required to travel from their base location in the course of their authorised duty will be reimbursed 
for work-related travel expenses. Conveyance should be by public transport, unless it is deemed impracticable, the 
travel occurs outside of standard business hours or it is considered expeditious or more economical for an employee 
to travel by an alternative form of transport as outlined in the department’s travel policy. 

All work-related travel must comply with the department’s travel policy (for further information see: Travel and Personal 
Expenses Public Service). 

http://www.education.vic.gov.au/hrweb/employcond/Pages/pexpPSS.aspx
http://www.education.vic.gov.au/hrweb/employcond/Pages/pexpPSS.aspx
http://www.education.vic.gov.au/hrweb/employcond/Pages/pexpPSS.aspx


 

Travel and Personal Expenses – Public Service  Page | 3 

INTERNATIONAL TRAVEL 

An employee required to undertake international travel for official work purposes which requires an overnight absence 
will receive a travel allowance (per diem) in respect of meals and incidental expenses. A per diem is calculated based 
on the Australian Taxation Office (ATO) rates.  

A per diem is in addition to the cost of accommodation and conveyance on the basis that those costs are met by the 
employer. Where an employee is provided a meal(s) as part of their travel arrangements (such as an airline meal) or 
as a consequence of their official duties, the employee will have the meal component of the per diem reduced in 
accordance with the table below. 

Meal type Percentage reduction in per diem 

Breakfast 15% 

Lunch 25% 

Dinner 40% 

Employees who fail to undertake arranged travel, or undertake travel for a lesser period than the original travel period 
will repay any amount of the per diem in excess of their actual entitlement. 

Employees should ensure they meet any requirements of the ATO including in relation to keeping travel records such 
as ticketing information, receipts and diary entries. Where an employee considers the per diem provided was 
insufficient to cover meals and incidental expenses, they may seek reimbursement for additional out of pocket 
expenses actually and necessarily incurred. In such circumstances, all receipts for meals and incidental expenses 
from the travel period must be provided to demonstrate the expenditure exceeded the amount of the per diem provided.  

MILEAGE ALLOWANCE 

An employee who: 

• is required to travel in the course of their duty; or 

• travels to a new location as part of relocating their residence and is eligible for relocation expenses (see 
below) 

may be authorised to use their private motor vehicle where travel using a fleet vehicle (where available) or public 
transport is not practicable or it is considered expeditious or more economical to do so. The employee’s motor vehicle 
must be registered, have full comprehensive insurance, which includes liability at law for damages and an endorsed 
indemnity to the employer and the driver must hold a current driver’s licence. 

An employee is required to obtain prior approval to use their private vehicle by completing an application to use their 
private motor vehicle for work purposes Oracle Cloud. Further information is available on HRWeb at Travel and 
Personal Expenses Public Service. 

An employee who is authorised to use their private vehicle is eligible to be paid an allowance to cover the cost of using 
the vehicle by the most direct route. The allowance is calculated based on the distance travelled from the employee’s 
base location to the destination. The normal cost of travelling to and from home to base cannot be claimed. Where 
the employee commences travel from home to the destination and/or completes the travel from the destination to 
home, only the excess distance between home and base location can be claimed if the normal mode of travel is by 
motor vehicle. 

As soon as practicable after the travel, the employee is required to submit a claim using Oracle Cloud which includes 
the date, the purpose of the trip, the number of kilometres travelled and the type of vehicle used. It is expected that 
mileage claims will be submitted in the same financial year in which the travel occurred. Further information about 
submitting a claim is available on HRWeb at Travel and Personal Expenses Public Service. 

The mileage rate(s) payable to employees is that set by ATO as adjusted from time to time. Claims will be paid at the 
mileage rate applicable on the date of travel. It is an ATO requirement that where an employee is paid an allowance 
for the use of a private motor vehicle (other than for transport or removal to a new location), it is to be included on the 
employee’s PAYG Payment Summary. 

http://www.education.vic.gov.au/hrweb/employcond/Pages/pexpPSS.aspx
http://www.education.vic.gov.au/hrweb/employcond/Pages/pexpPSS.aspx
http://www.education.vic.gov.au/hrweb/employcond/Pages/pexpPSS.aspx
http://www.education.vic.gov.au/hrweb/employcond/Pages/pexpPSS.aspx
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RELOCATION EXPENSES 

Where the Department considers that it is reasonable and necessary for an employee to move residence as a result 
of relocation from one work location to another, and the relocation arises from promotion or transfer as a result of an 
advertised vacancy or redeployment, the employee will be entitled to reimbursement of reasonable expenses 
associated with the relocation. 

Relocation expenses may include reasonable expenses directly incurred by the employee and  their family as a result 
of: 

• the journey to the new location, including meals and accommodation;  

• removal, storage and insurance; and  

• selling and purchasing of a comparable residence. 

The payment of allowances or reimbursement of expenses for relocation must be endorsed by the Executive Director, 
People Strategy and Operations Division. 

REIMBURSEMENT OF EXPENSES 

Employees will be reimbursed allowable expenses that were actually incurred in the course of their approved official 
travel provided those expenses were reasonable. 

Reasonable expenses may include: 

 
• official domestic travel or overseas travel related expenses 

• accommodation costs 

• purchasing of hospitality, meals, and other incidental expenses 

• private motor vehicle usage 

 

The following items will not be considered for reimbursement: 

 
• cash withdrawals 

• double claim (receipts/expenses must be paid or claimed only once) 

• personal use or benefit e.g., Fly-Buys, minibar, in-house movies 

• private membership to professional associations (e.g., WWCC, VIT or CPA membership) 

• tips or gratuities in any circumstance 

• purchases for employees, e.g., retirement functions, Christmas parties, birthday parties, happy hours. This 
includes hospitality, gifts, flowers, or cards. 

 

Employees must obtain pre-approval from the delegate prior to incurring an allowable expense. 

An expense will be considered reasonable where it does not exceed the relevant amounts set by the ATO as adjusted 
from time to time. Reimbursement will be for actual expenditure, and will not exceed the relevant ATO rates, unless 
otherwise approved by the delegate. 

Reimbursement for expenses is subject to the provision of evidence of expenditure. 

To claim reimbursement, an employee must submit official receipts substantiating allowable expenses incurred. Where 
the delegate is satisfied it is not reasonably practicable to obtain a receipt, other satisfactory evidence of expenditure 
may be accepted (e.g, an itemised statement). Official receipts or other satisfactory evidence of expenditure must be 
provided as soon as practicable upon return from travel. 

Information regarding the rates and procedures for the reimbursement of expenses is available on HRWeb at Travel 
and Personal Expenses Public Service. 

The Victorian Public Service Enterprise Agreement provides that upon request an employee will be provided with an 
advance for the expected costs associated with work related travel or any other exercise where an employee is likely 
to incur work related expenses. As soon as practicable after the event, the employee will provide the Department with 

http://www.education.vic.gov.au/hrweb/employcond/Pages/pexpPSS.aspx
http://www.education.vic.gov.au/hrweb/employcond/Pages/pexpPSS.aspx
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an account of all expenses incurred together with receipts (and where necessary a statement) and any balance owed 
to the Department. 

OTHER EXPENSES 

Where an employee incurs an expense in excess of the amount set out above, or an employee incurs an expense in 
circumstances other than those set out above, the delegate may authorise reimbursement of such expenses. 

Further Assistance 
Further information, advice or assistance on any matters related to is available by: 

• accessing the A-Z topic list on HRWeb 
• using the related topics list; or 
• contacting People Services 

http://www.education.vic.gov.au/hrweb/Pages/resources/deleg.aspx
http://www.education.vic.gov.au/hrweb/employcond/Pages/pexpPSS.aspx
http://www.education.vic.gov.au/hrweb/Documents/Corporate_HR_Services_Contact_List.docx
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