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 the GST amount shown separately. 

Any invoices that do not comply with the above will not be able to be processed and will be 

returned for correction. 

Other expenses 

 All ‘other expenses’ must be included in the above table. Funds budgeted and approved against 

specific line items cannot be moved to other items without agreement in writing. Funds 

expended above the accepted budget and line item will not be reimbursed. 

 All approved ‘other expenses’ are to be paid for up front by the Panel Member and 

reimbursement sought with a correctly rendered tax invoice and supporting receipts/invoices 

with the approved rates and description for all items claimed. Invoices must be clearly itemised 

including specific quantities of items delivered where appropriate. 

Travel 

Where Panel Members are required to travel on behalf of the Agency, the following travel payments 

and processes will apply. 

 All travel will be conducted in line with the department’s travel policy for non-SES employee 

travel (Attachment D) that includes economy airfares only at the lowest practical airfare for 

the day and non-SES travel rates for all meals, accommodation and incidental expenses. 

Expenses outside the non-SES rates will not be paid and will be responsibility of the Panel 

Member. 

 All approved travel is to be paid for up front by the Panel Member and reimbursement sought 

with a correctly rendered tax invoice and supporting receipts/invoices with the approved rates 

and description for all items claimed. 

 Disallowable expenses – the following will not be reimbursed: 

- Non-business-related items (such as personal phone calls, mini-bar expenses, laundry 

costs, etc.) 

- Accommodation costs that have been met by another person or entity 

- Meal costs: 

o Where meals are provided at an event being attended 

o That have been met by another person or entity 

o Where accommodation or travel costs include meals (even if the meals are sourced 

elsewhere due to personal preference) 

o Alcoholic beverages of any type 

- Airport lounge membership or passes 

- Excess baggage, unless specifically approved by the department 

- Accompanied travel 

- Compensation for non-commercial accommodation such as staying with a family member 

or friend. 
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Any additional/optional items included in the quote must be negotiated before the Work Order is 

finalised and included as appropriate with the relevant conditions for approval and payment.  

Invoicing requirements 

A single correctly rendered invoice must be provided for each individual milestone payment, expense 

payment etc. Invoices with more than one item to be paid (e.g. 2 milestones or a combined 

milestone and expense payment) will not be able to be processed and will be returned for 

resubmission.  

A valid correctly rendered tax invoice between the Panel Member and the Agency must contain the 

following: 

 the words “tax invoice” stated prominently; 

 the Panel Member’s name and Australian Business Number (ABN); 

 the Agency’s name, address and ABN; 

 the date of issue of the tax invoice; 

 the title of the Work Order, the Work Order number and Purchase Order Number; 

 details of fees, allowances and costs properly payable under this Work Order including the 

items (i.e. deliverables or milestones) to which they relate; 

 the total amount payable (including GST); and 

 the GST amount shown separately. 

Any invoices that do not comply with the above will not be able to be processed and will be 

returned for correction. 

Other expenses 

 All ‘other expenses’ must be included in the above table. Funds budgeted and approved against 

specific line items cannot be moved to other items without agreement in writing. Funds 

expended above the accepted budget and line item will not be reimbursed. 

 All approved ‘other expenses’ are to be paid for up front by the Panel Member and 

reimbursement sought with a correctly rendered tax invoice and supporting receipts/invoices 

with the approved rates and description for all items claimed. Invoices must be clearly itemised 

including specific quantities of items delivered where appropriate. 

Travel 

Where Panel Members are required to travel on behalf of the Agency, the following travel payments 

and processes will apply. 

 All travel will be conducted in line with the department’s travel policy for non-SES employee 

travel (Attachment D) that includes economy airfares only at the lowest practical airfare for 

the day and non-SES travel rates for all meals, accommodation and incidental expenses. 

Expenses outside the non-SES rates will not be paid and will be responsibility of the Panel 

Member. 

 All approved travel is to be paid for up front by the Panel Member and reimbursement sought 

with a correctly rendered tax invoice and supporting receipts/invoices with the approved rates 

and description for all items claimed. 

 Disallowable expenses – the following will not be reimbursed: 

- Non-business-related items (such as personal phone calls, mini-bar expenses, laundry 

costs, etc.) 

- Accommodation costs that have been met by another person or entity 

- Meal costs: 

o Where meals are provided at an event being attended 

o That have been met by another person or entity 
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o Where accommodation or travel costs include meals (even if the meals are sourced 

elsewhere due to personal preference) 

o Alcoholic beverages of any type 

- Airport lounge membership or passes 

- Excess baggage, unless specifically approved by the department 

- Accompanied travel 

- Compensation for non-commercial accommodation such as staying with a family member 

or friend. 
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Attachment A: Deed of confidentiality template 
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