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Travel claim form
Page  of 
Overnight incidental allowance: $17.30	     Private accommodation allowance:	 $35.80
Claimant's details — one form per event
If your bank details have changed please complete a Provision of EFT and BIC form, available at:https://www.qcaa.qld.edu.au/downloads/senior/assess_snr_frm_bic_eft.docx
 
 
 
Reason for travel
Dates of claim:
Overnight incidental allowance 
Town
Arrival date
Departure date
Nights
Rate
Total: 
Name of hotel
Amount
Meal allowance 
Date
Time arrive home
24:00
Time depart home
24:00
Breakfast
Lunch
Dinner
Amount
Total: 
 
Capital cities, Cairns, Dalby, Gladstone, Gold Coast, Horn Is., Mackay, Mt Isa, Thurs Is., Townsville & Weipa
All other Queensland areas and private accommodation
Breakfast         Lunch         Dinner
$23.65         $26.55         $45.60
$21.15         $24.20         $41.65
The information you provide on this form will be used in administering and managing travel and expenses as part of legislative functions described in the Financial Accountability Act 2009, the Financial and Performance Management Standard 2009 (s.19) and the QCAA travel policy. Personal information will be accessed by authorised QCAA staff, and handled in accordance with the Information Privacy Act 2009. Personal information will be disclosed to government auditors and other authorised government agencies where legally required. Information held by the QCAA is subject to the Right to Information Act 2009.
Fares (Taxi, Bus, Train, Ferry, Toll, Parking) and any other reimbursements
From
To
 Receipts must be attached
Total: 
Claimant declaration
I certify that the amount/s claimed above are due and payable to me as indicated. 
 
Expenditure approval — QCAA use only
I certify that the above claim is properly due and payable and approve the relevant expenditure in accordance with QCAA financial delegations. 
 
If motor vehicle allowance has been claimed, I also certify that prior approval was given to the claimant for use of own motor vehicle.
Approvals                                                                                   
Page  of 
Amount
Date
Queensland Curriculum & Assessment Authority
Travel claim form
Motor vehicle allowance — QCAA staff only
Home location
Meeting/Activity 
location
Return dist. 
(km)
Diff. from above (km)
Rate
Total:
Rates
Employee performing official duties:                   Car:         77.0c         Motorcycle:         30.0c
Employee choosing to use own vehicle:         Car:         37.5c         Motorcycle:         15.0c 
Motor vehicle allowance — Markers/Panellist/EWT/Item developer only
Home location
Meeting/Activity location
Return dist. (km)
Total: 
Motor vehicle allowance will be paid at a rate of 37.5c per km, and is calculated from home to the QCAA location. 
QCS markers/External Assessment Markers will only be paid for one return journey to the marking centre or accommodation facility; but Markers must travel over 160 km in a return journey to be eligible to make a claim. 
Panellist/EWT/Assessors/Item developers must travel over 50 km in a return journey to be eligible to make a claim. All distances will be checked using Google Maps.
Amount
Amount
Date
Date
Queensland Curriculum & Assessment Authority
Page  of 
Travel claim form
Fares (Taxi, Bus, Train Ferry, Toll, Parking) and any other reimbursements
From
To
 Receipts must be attached
Total: 
Date
Amount
Claimant declaration
I certify that the amount/s claimed above are due and payable to me as indicated. 
 
Expenditure approval — QCAA use only
Approvals
Motor vehicle allowance 
Home location
Meeting/Activity 
location
Return dist. 
(km)
Diff. from above (km)
Rate
Total:
Date
Amount
I certify that the above claim is properly due and payable and approve the relevant expenditure in accordance with QCAA financial delegations. 
 
If motor vehicle allowance has been claimed, I also certify that prior approval was given to the claimant for use of own motor vehicle.
QCAA contact details: Please email your completed form with your signature to your QCAA travel organiser/approval officer. Below is a list of the main contact email addresses:
 
General Enquiries:                                     office@qcaa.qld.edu.au                     District offices
Queensland Core Skills (QCS) Test markers:  qcsmarkerinfo@qcaa.qld.edu.au           BrisbaneCentral@qcaa.qld.edu.au         Mackay@qcaa.qld.edu.au 
Quality Assurance Unit:                           qau@qcaa.qld.edu.au                    BrisbaneNorth@qcaa.qld.edu.au         Rockhampton@qcaa.qld.edu.au
Service Coordination Unit:                           scu@qcaa.qld.edu.au                    BrisbaneEast@qcaa.qld.edu.au         SunshineCoast@qcaa.qld.edu.au
                                                                            BrisbaneSouth@qcaa.qld.edu.au         Toowoomba@qcaa.qld.edu.au
                                                                          BrisbaneIpswich@qcaa.qld.edu.au         Townsville@qcaa.qld.edu.au                  
                                                                          Cairns@qcaa.qld.edu.au                   WideBay@qcaa.qld.edu.au
                                                                          GoldCoast@qcaa.qld.edu.au                                       
For any questions please contact Finance on (07) 3864 0201
Rates
Employee performing official duties:                   Car:         77.0c         Motorcycle:         30.0c
Employee choosing to use own vehicle:         Car:         37.5c         Motorcycle:         15.0c 
Fares (Taxi, Bus, Train Ferry, Toll, Parking) and any other reimbursements
From
To
 Receipts must be attached
Total: 
Claimant declaration
I certify that the amount/s claimed above are due and payable to me as indicated. 
 
Expenditure approval — QCAA use only
Approvals
Page  of 
Amount
Date
I certify that the above claim is properly due and payable and approve the relevant expenditure in accordance with QCAA financial delegations. 
 
If motor vehicle allowance has been claimed, I also certify that prior approval was given to the claimant for use of own motor vehicle.
QCAA contact details: Please email your completed form with your signature to your QCAA travel organiser/approval officer. Below is a list of the main contact email addresses:
 
General Enquiries:                                     office@qcaa.qld.edu.au                     District offices
Queensland Core Skills (QCS) Test markers:  qcsmarkerinfo@qcaa.qld.edu.au           BrisbaneCentral@qcaa.qld.edu.au         Mackay@qcaa.qld.edu.au 
Quality Assurance Unit:                                  qau@qcaa.qld.edu.au                    BrisbaneNorth@qcaa.qld.edu.au         Rockhampton@qcaa.qld.edu.au
Service Coordination Unit:                           scu@qcaa.qld.edu.au                    BrisbaneEast@qcaa.qld.edu.au         SunshineCoast@qcaa.qld.edu.au
                                                                            BrisbaneSouth@qcaa.qld.edu.au         Toowoomba@qcaa.qld.edu.au
                                                                          BrisbaneIpswich@qcaa.qld.edu.au         Townsville@qcaa.qld.edu.au                  
                                                                          Cairns@qcaa.qld.edu.au                   WideBay@qcaa.qld.edu.au
                                                                          GoldCoast@qcaa.qld.edu.au                                       
For any questions please contact Finance on (07) 3864 0201
Queensland Curriculum & Assessment Authority
Travel claim form
Motor vehicle allowance — Markers/Panellist/EWT/Item developer only
Home location
Meeting/Activity location
Return dist. (km)
Total: 
Amount
Date
Motor vehicle allowance will be paid at a rate of 37.5c per km, and is calculated from home to the QCAA location. 
QCS markers/External Assessment Markers will only be paid for one return journey to the marking centre or accommodation facility; but Markers must travel over 160 km in a return journey to be eligible to make a claim. 
Panellist/EWT/Assessors/Item developers must travel over 50 km in a return journey to be eligible to make a claim. All distances will be checked using Google Maps.
8.0.1291.1.339988.308172
Queensland Curriculum and Assessment Authority
Travel Claim Form
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