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Travel Grant Application Policy 
 
Purpose 

The ALTG Management Advisory Committee (MAC) identified that travel support up to $500 (excl 
GST) provided to their members to attend ALTG meetings and supported workshops is beneficial. 
The purpose of this Policy is to ensure that: 

• adequate cost controls are in place, 
• travel and other expenditures are appropriate, and  
• to provide a uniform and consistent approach for the timely reimbursement of authorised 

expenses incurred by members.  

When incurring travel expenses, ALTG expects members to: 

• exercise discretion and good business judgment with respect to those expenses, 
• be cost conscious and spend money as carefully and judiciously as the individual would 

spend their own funds, and 
• report expenses as they were actually spent, supported by required receipts. 

 
Approval of a Travel Grant Application 

Members must send to the ALTG Team a Travel Grant Application before the date of the travel. 
Once the member has received the approval, they may organise their travel. 
 
Expenses that are covered under this policy 

As of the 1st of July 2014, a travel grant is available for up to $500 (excl GST) per member and 
covers the following: 

• direct airfares to/from the meeting, 
• accommodation, and 
• parking, taxi and/or public transport costs. 

 
Funding and Expense Report 

The total funding for the Travel Grant, being $500 (excl GST) will be paid upon receipt of a Travel 
Reimbursement Form addressed to the ALTG. 
 
Expenses will not be reimbursed unless the member submits a Travel Reimbursement Form along 
with the receipts within two weeks of the completion of travel and a report summarizing the output 
of the event attended. Receipts are required for all claimed expenditures. No expense in excess of 
$550 (incl GST) will be reimbursed to members. 
 
Acknowledgement and Publicity 

The Researcher undertakes to acknowledge the provision of the Grant funding from the ALTG in 
reports and publications that result from this Travel Grant. 


