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1. PURPOSE 

1.1 The Board of Argyle Community Housing Ltd (Argyle Housing or the Company has established this 
Directors’ Travel and Business Expenses (Policy) is to properly define, record and reimburse 
expenses reasonably incurred by directors in the conduct of the affairs of Argyle Housing. 

2. POLICY STATEMENT 

2.1 This Policy outlines directors' entitlement to reimbursement of travel, accommodation and general 
business expenses, and related procedures. 

3. TRAVEL - GENERAL  

3.1 Travel arrangements will be made to minimise travel and incidental expenses to Argyle Housing, 
having regard to individual privacy, work health & safety (WHS), employment requirements, cost, 
accessibility, travel time, personal & administrative effort, and resource use. Travel to Board or 
Committee meetings and between offices must be by the most cost effective mode of transport, 
taking into account journey time as well as monetary cost. Specifically, directors may claim out of 
pocket expenses related to Company travel, including meals, taxi and claims for kilometres 
travelled, for travel between home and Board or Committee meetings or pre-approved visits to 
Argyle Housing’s operating locations. 

3.2 When private travel is undertaken incidental to, or as an extension of, travel for Company business, 
then the director shall either reimburse Argyle Housing for all private expenses incurred (including 
increased travel and accommodation costs due to deviations and extensions to travel), or 
personally meet those expenses at the time they are incurred. 

3.3 Where official business is to be undertaken to coincide with private travel, the Chair must approve 
the arrangements in advance, including any intention to seek reimbursement of appropriate 
expenses. In the instance where the Chair requires approval, the reimbursement is to be approved 
by the Chair of the Audit and Risk Committee. These arrangements are necessary to clarify the 
status of the travel in case of any possible claim for workers’ compensation or other insurance or 
benefits. 

4. AIR TRAVEL  

4.1 Except for approved WHS, maternity or disability reasons, air travel shall be 'Economy Class' for 
flights 8 hours or less and ‘Business Class’ for flights over 8 hours. Whenever possible, flights should 
be booked well in advance using the most cost effective ticketing arrangements and in accordance 
with the Company’s Travel Procedure attached as Appendix 3.  

4.2 The Chief Executive Officer’s (CEO) office will make travel arrangements for directors to fit their 
personal circumstances but that if this is not possible, directors can make their own air travel 
arrangements in accordance with this Policy. Where a group of directors is flying together, the 
CEO’s office will make the travel arrangements.  

4.3 Any travel upgrades and lounge memberships are the director's personal expense and will not be 
reimbursed by the Company. However, the directors may retain any frequent flyer points for 
personal use. 

4.4 Air travel for partners will be at the directors’ expense unless otherwise approved by the Chair. The 
Chair may approve such travel if it is considered reasonable and within the interests and for the 
betterment of Argyle Housing. 

5. MOTOR VEHICLE TRAVEL 

5.1 Directors use their private vehicles entirely at their own risk. Directors must register and insure 
their vehicle (at least for 3rd party accident claims), and always observe appropriate road rules and 
meet any traffic and general road legislative requirements. 

5.2 If a director's vehicle is involved in an accident or otherwise damaged while being used on official 
travel (with no fault on the director) then the Chair may consider an application for reimbursement 
up to the value of the insurance excess. 
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5.3 Where it is cost effective to make a business journey by car, directors will be paid the ATO approved 
per-kilometre motor vehicle allowance in accordance with the Australian Tax Office’s (ATO) Cents 
per Kilometre Method attached as Appendix 1, for travel between Board or Committee meetings 
or pre-approved visits to Argyle Housing’s operating locations. 

6. TAXI

6.1 Taxis should only be used where necessary. If a taxi is used, a receipt should be obtained for the
fare and submitted with the expenses claim. 

7. ACCOMODATION & MEALS

7.1 Argyle Housing will book accommodation on behalf of directors attending Board meetings,
Committee meetings or similar Argyle Housing meetings. Directors requiring accommodation while 
on other Company business should make their own arrangements, wherever possible, through the 
CEO’s office. If a booking is made directly with the hotel by a director, a copy of the hotel bill must 
be attached to the expenses claim. As far as possible, accommodation should be selected for 
convenience and booked in advance to obtain the best possible rates. 

7.2 The standard of accommodation for directors on Argyle Housing business is to be no higher than 
the standard organised by Argyle Housing for Board and other meetings, unless safety or other 
reasonable factors dictate in the circumstances. 

7.3 When a journey on behalf of the Company makes it necessary to stay away from home overnight, 
reasonable out of pocket expenses incurred will be reimbursed. The limits on the amount of actual 
expenditure that will be reimbursed against receipts are set out in Tables 1 and 4 of the ATO’s 
current year Taxation Determination for reasonable amounts for travel, accommodation, meals and 
expenses incidental to travel, attached as Appendix 2 

7.4 The Chair may authorise the reimbursement of payment for accommodation and meals for partners 
if it is considered to be reasonable and in the best interests and for the betterment of Argyle 
Housing. 

7.5 The Company’s Travel Procedure attached as Appendix 3. 

8. ATTENDANCE AT CONFERENCES

8.1 Argyle Housing will meet the reasonable expenses of a director attending a professional
development program / conference to encourage directors to participate in relevant training and 
development programs, with the prior approval of the Chairman. 

9. PROFESSIONAL MEMBERSHIP FEES

9.1 Argyle Housing will pay for the annual Australian Institute of Company Directors professional
membership fee for a director, excluding any additional fees or costs associated with the 
membership except in relation to attendance at conferences. 

10. CLAIMS

10.1 Claims for reimbursement of expenses must be submitted to the CEO’s office within 30 days of
incurring the expense, accompanied by appropriate receipts, tax invoices or other supporting 
documents. For convenience, these can be submitted in hard copy or electronically. Claims made 
for expenses incurred greater than 30 days will not be reimbursed. 

10.2 Any claim by directors must be approved by the Chair prior to submission. Any claim by the Chair 
must be approved by the Chair of the Audit and Risk Committee prior to submission. 

10.3 Argyle Housing’s Chief Financial Officer can approve expenses being processed. 

11. REVIEW OF POLICY

11.1 Unless the Argyle Housing Board determines otherwise, this policy will be reviewed each financial
year or as required by the Board. 
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12. APPROVED AND ADOPTED

12.1 This Policy was approved and adopted by the Board on 24 July 2023

Version Control 

Version No Date Revised By Description Board approved 

1.0 March 2018 Company Secretary Policy establishment 24 April 2018 

2.0 Sept 2019 Company Secretary Rate update 26 November 2019 

3.0 May 2020 Company Secretary Annual review 24 June 2020 

4.0 1 July 2023 Company Secretary Annual review 24 July 2023 
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Appendix 3 

PROCEDURE DOCUMENT 

TRAVEL PROCEDURE 

Location: NSW and ACT 
Procedure Type: Human Resources Procedure 
Procedure Name: Travel Procedure 
Version: 4 
Issue Date: September 2019 
National Regulatory Code: Section 7 – Human Resource Management 

1. Policy Statement

1.1 This document provides the policies and procedures for employees of Argyle incurring business
travel expenses on Argyle’s behalf.

2. Scope

2.1 This procedure applies to all employees of Argyle Community Housing including volunteers and
contractors.

2.2 Argyle promotes and respects the human rights and fundamental freedoms of all persons with a
disability. Argyle supports and encourages a person-centred approach to service delivery. Argyle
aspires to provide a service to tenants in line with the principles of the NSW Disability Inclusion
Act 2014, Disability ACT and the United Nations Convention on the Rights of Persons with
Disabilities (CRPD).

3. Objectives

3.1 To ensure that all employees have a clear and consistent understanding of policies and procedures
for business travel and entertainment cost management.

3.2 To provide business travellers with a reasonable level of service and comfort at the lowest possible
cost.

4. Travel Authorisation

4.1 All methods of travel are to be approved prior to the date of travel. Travel should be booked as far
ahead as possible where practicable to take advantage of reduced cost air fares.

5. Travel Arrangements

5.1 All air, accommodation and car rental reservations including en-route changes, are the
responsibility of the employee. Argyle may provide employees with preferred travel agents or
service providers from time to time.

6. Air Travel
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6.1 Class of Service 

All employees are expected to travel in economy class for domestic travel. Employees travelling 
internationally for business may travel in either premium economy or business class depending on 
the length of the journey (in excess of 8 hours) and the employee’s operational level. 

 
6.2 Lowest Available Fare 

6.2.1 All economy class airline tickets must be booked at the lowest, restricted available airfare 
on the outbound flight and the lowest, flexible airfare on the return.  

 
6.2.2 Employees can assist in reducing travel costs by booking their travel arrangements once 

they are known and not leaving it until the day before departure.  
 
6.2.3 To check-in for flights, please note that a form of current photo identification should be 

presented for the issuance of a boarding pass. 
 
6.3 Frequent Flyer Programs 

Travelling employees may accrue frequent flyer program benefits. However, participation in these 
programs must not result in any incremental cost to Argyle beyond the lowest available airfare. 
(e.g.: if you personally prefer to fly Qantas to accrue Qantas Frequent Flyer points, you should still 
take the lower costing airfare even if it is another airline e.g. Virgin). 

 
6.4 Risk Management 

The Chief Executive Officer and executive team should take into account the risk factors relating 
to multiple employees travelling together. 

 
6.5 Payment and Documentation 

6.5.1 Airline tickets will be charged to the employee’s corporate credit card.  
 
6.5.2 Employees without a corporate card who are travelling may have their Team Leader’s 

corporate card charged. 
 
6.6 Spouse Travel 

6.6.1 Travel expenses for a spouse are not deemed to be a business expense unless it can be 
shown that the spouse’s presence was both essential and directly related to the effective 
accomplishment of Argyle’s business. 

 
6.6.2 In these limited instances, the employee must obtain written approval in advance from the 

Board of Argyle.  
 
6.6.3 Travel expenses for a spouse are to be included on the employee’s expense report. 

7. Accommodation 
 
7.1 Cost Guidelines 

7.1.1 Accommodation should be chosen at a cost of approximately $180 per night wherever 
possible.  



TRAVEL PROCDURE 

 

Ref: Appendix 3.       Revised: Sep 2019  |  Page 3 of 7   

Argyle Quality Management System 

Printed documents can no longer be controlled by the Quality Management System 

 

 

 
7.1.2 Accommodation costs are determined by market demand and hotel room availability and 

discretion should be exercised at all times. 
 
7.2 Hotel Selection and Hotel Reservations 

Employees should use “last minute deals” websites or similar to make their own bookings. 
 
7.3 Cancellation 

7.5.1 Employees should take responsibility for complying with the conditions of the booking 
including cancellation timeframes.  

 
7.5.2 If the cancellation is made directly with the hotel, employees are advised to request and 

retain a cancellation number as documentation of the transaction.  
 
7.5.3 No-show charges are not reimbursable. 

 
7.4 Payment and Documentation 

7.4.1 Accommodation charges are to be billed to the employee’s corporate card and reported 
on expense claim forms.  

 
7.4.2 The hotel bill and a corporate card record of charge are required documentation for 

reconciliation of accommodation expenses.  
 
7.4.3 If the employee does not have a corporate card, they can either have their Team Leader 

pay for their expenses over the phone with the hotel, or pay using their own credit card 
which Argyle will reimburse using the usual expense reimbursement process. 

 
8. Meals & Entertainment 
 
8.1 Definition 

8.1.1 Business meal expenses are those incurred by employees when dining alone on an out-of-
town business trip. 

 
8.1.2 Entertainment expenses include costs incurred with clients, prospects, suppliers or 

associates at restaurants, theatre and sporting events, when a business discussion takes 
place before, during or immediately after the event. 

 
8.2 Cost Guidelines 

As a guide, Argyle uses the Australia Tax Office’s most up to date rulings for reasonable amounts 
to cover food and accommodation. Argyle will pay an allowance for overnight meals in accordance 
with the applicable award.  
 
 
 

8.3 Employees Dining Together 
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In cases where more than one employee is present, the most senior person should pay the bill and 
submit an expense claim for all diners together on the same expense claim. 

 
8.4 Payment and Documentation 

8.4.1 All meals and entertainment expenses must be supported by a receipt attached to the 
expense report.  

 
8.4.2 Corporate card receipts are the preferred form of documentation and employees should 

use their corporate cards to pay for meal expenses whenever possible. 
 
9. Car Rental 
 
9.1 Rental  

9.1.1 Cars should be rented by employees only when other means of transportation are 
unavailable, more costly or impractical. The use of a rented car must be justified as a 
business need and not as a matter of personal convenience.  

 
9.1.2 All rentals should be for intermediate-size cars or smaller, unless four or more people are 

travelling together.  
 
9.1.3 Car rental requests must be included on the Travel Authorisation Form.  
 
9.1.4 Car rental reservations should be made through Travelforce and should only be made 

directly with the car rental company when the need was not known prior to travel. 
 
9.2 Refuelling 

Employees are to refuel rental cars before returning them to the rental agency. 
 
9.3 Payment and Documentation 

Car rentals are to be charged to employee-held corporate cards and must be documented on 
expense reports with the original car rental contract. 

 
10. Other Transportation 
 
10.1 Personal Car 

10.1.1 Employees may use personal cars for business travel when other transportation is not 
suitable or uneconomical.  

 
10.1.2 Employees should exercise business judgement as to the most cost-effective form of 

transport. It is the personal responsibility of the owner of a vehicle being used for business 
to carry adequate insurance coverage for their protection and for the protection of any 
passengers.  

 
10.1.3 A first aid kit should be carried in the vehicle. 
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10.1.2 The use of personal cars for business will be reimbursed at the standard rate obtainable 
from the Award. This mileage allowance covers all auto costs (i.e. fuel, repairs, insurance), 
other than parking and tolls. 

 
10.2 Parking 

Regular parking costs will be reimbursed but not valet parking unless there are special 
circumstances, e.g.: equipment to carry. 

 
10.3 Taxis and Other Local Transportation 

10.3.1 The cost of taxis to and from places of business, hotels, airports or railroad stations in 
connection with business activities is to be charged to the corporate card or CabCharge 
account.  

 
10.3.2 Use of taxis is authorised only when more economical services (e.g.: hotel vans, shuttles) 

are not available.  
 
10.3.3 Employees are encouraged to use public transportation (reimbursable) whenever feasible.  
 
10.3.4 The use of taxis and other local transportation must be documented on expense reports 

with original receipts. 
 
10.4 Interaction of Expenses, Travel Policy and Overtime/TOIL Policy 

10.4.1 Employees should determine with their Team Leader whether time and kilometres spent 
travelling should occur during normal office hours or after normal office hours, in order 
that workloads and overtime/TOIL arrangements may be effectively managed. 

 
10.4.2 In any case, time spent travelling between home and the normal place of work is not 

considered work time, whereas time spent travelling from the normal place of work to 
another work location or venue for another work related purpose e.g. training is 
considered work time.  

 
10.4.3 In the event that the employee does not attend the normal place of work before attending 

the alternate workplace (i.e. the employee travels directly from home to this other venue), 
or vice versa on the return leg of the journey, then the employee should work out what 
the kilometres and time worked would have been, excluding the amount that would 
ordinarily occur between the normal place of work and home, and claim that amount. For 
more information, please refer to the Payroll procedures. 

 
11. Other Reimbursable Expenses 
 
11.1 Alcohol from hotel mini bars and like expenses (e.g.: in-house video hire) are to be met by the 

employee. 
 
11.2 Laundry/dry cleaning costs will be borne by the employee unless away for three (3) or more nights. 
 
11.3 Miscellaneous costs like newspapers and magazines are to be met by the employee. 
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11.4 Receipts are required for all miscellaneous reimbursable expenses. Corporate card receipts are the 

preferred documentation. 
 
 
12. Work, Health & Safety 
 
12.1 Employees who travel to remote areas should be conscious of the necessity to ensure their safety 

and wellbeing. In such instances of travel, consideration should be given to the availability of 
adequate communications such as mobile phone coverage and laptop dongle and their area of 
coverage. Should a laptop and dongle be required, they can be arranged, used during the duration 
of the trip and returned upon completion of travel. 

 
12.2 Employees should ensure that their accommodation is of a sufficient standard to afford reasonable 

security and protection, including security of doors and windows. 
 
12.3  Driver Fatigue 
 Employees who are required to drive long distances should ensure that adequate time is allowed 

for the journey, that sufficient breaks are taken at least every two hours and that mobile phones 
are not used whilst driving.  For full details, see Argyle’s Driver Fatigue Procedure and the Driver 
Fatigue Guideline factsheet. 

 
13. Personal Travel 
 
13.1 Any personal travel arrangements which are scheduled to occur immediately before, during or 

after an approved business trip must be paid for separately. 
 
14. Travel Diary 
 
14.1 If your business trip requires you to be away for five (5) or more nights, you are required to keep 

a Travel Diary.  
 
14.2 This is a requirement under the Australian Taxation Office under Fringe Benefits Tax legislation.  
 
14.3 It applies whether travel is within or outside Australia. 
 
14.4 Your travel diary is to show: 

• Nature of the work undertaken 

• Where the business activity took place 

• The dates when the business activity took place 

• The duration of the business activity, and 

• The date your diary entry was made 

 
15. Accountability 
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15.1 All employees are expected to exercise prudent business judgement regarding expenses covered 
by this policy. The traveller is responsible for complying with this policy.  

 
15.2 Team Leaders are responsible for accurately reviewing expense reports for compliance. Cases of 

significant abuse may result in disciplinary action. 
 
15.3 The Chief Executive Officer is responsible for the development of this policy and for ensuring its 

distribution to all travellers, travel arrangers, expense approvers, and finance department 
employees. 

 
16. Related Information 
 

• Travel Request Form 

• Corporate Card Policy 

• Expense Claim Form 

• Delegated Authority Schedule 

• Work Health & Safety - Air Travel Policy 

 
17. Employee Acknowledgement 
 
I acknowledge that I have received Argyle’s Travel Procedure; that I will comply with the procedure; and I 
understand that there may be disciplinary consequences if I fail to comply with this procedure. 
 

Employee Name:   

Signature:   

Date:   

 
 
 
VERSION CONTROL 
 

Version No Date Author Position CEO Approval 

1.0  Sep 2014 Human Resources Creation of Travel Procedure Approved 

2.0 Jul 2015 Human Resources Update format of procedure Approved 

3.0 Oct 2016 Human Resources Update of Clause 12.3 Approved 

4.0 Sep 2019 Human Resources 
Update clauses: 6.2.2, 7.1.1, 8.2, 
10.1.2 

Approved 

 


