
Excess travel – application, approval and claimExcess travel – application, approval and claim
H

R
 C

h
a

n
g

e
 

A
d

m
in

/P
a

y
 

S
u

p
p

o
rt

H
R

 C
h

a
n

g
e

 

A
d

m
in

/P
a

y
 

S
u

p
p

o
rt

E
m

p
lo

y
e

e
E

m
p

lo
y
e

e
L

in
e

 m
a

n
a

g
e

r 
/ 

H
R

 

le
a

d

L
in

e
 m

a
n

a
g

e
r 

/ 
H

R
 

le
a

d
Consultation – finalise details c. 2 weeks before changeConsultation – finalise details c. 2 weeks before change 1 week before change1 week before change Monthly claimsMonthly claims

Change of base 
identified

During 
consultation 
provide FAQ 

document

Considers there is 
a possible 

increase in travel 
costs

End

YesNo

Investigates 
options and costs 
completes excess 
travel form [ESR-

FRM-127] and 
bring with 

evidence to...

Individual 
consultation 

meeting

Review form 
completion and 

evidence.  
Clarification or 

more information 
needed?

Obtain and 
provide 

information/
clarification

Yes

Print form, 
employee signs, 
budget manager 

signs. Scan to Pay 
Support

No
Agree information 
provided and form 

completed

Validate 
calculation of 
excess travel

Confirmation 
of set-up in 

EASY to 
employee and 

manager

Completed form 
saved to G drive

Retains copy as 
confirmation of authority to 

approve individual 
expense claims

Makes monthly 
expenses claims 

via expenses 
system, as 

detailed in final 
version of form

Approves monthly 
claims in 
expenses

End

Completes form 
[ESR-FRM-126] if 

using own car 
which is not 

already used for 
expenses

Request form 
[ESR-FRM-127] 

HR Change Admin

Sends form to 
employee (or 
manager) on 

request
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