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Guidelines for Completing the Travel Requisition Form (TRF) for Business / Training Travel by Flight/Car
1. Business and Training Travel by Flight
Please submit the TRF at least 10 working days before date of travel
Step 1
Fill up the TRF and ensure all required quotes and supporting documents are attached. Please note that employees are also to include quotations for airport transfers and hotel accommodation, as well as estimated per diem claims.
If travelling in a group, please submit ONLY one (1) Travelling Requisition Form for all employees in the group.

For international travel, please attach a copy of the first page of your passport which contain your personal data.

Step 2
The TRF must be completed and recommended by the respective Chief of Division (for employees within the division). For direct reports to CEO and MD, proceed to Step 3.

Step 3
The TRF must be submitted to Human Capital for verification of the estimated travel expenses to be incurred. 
Step 4
Upon Human Capital’s verification, the TRF will be submitted directly to CEO & MD for approval.
Step 5
Upon CEO and MD’s approval, the employee shall proceed to book/make payment for the flight and hotel accommodation.

Step 6
Please keep a copy of the TRF for your travel expenses claim.

Step 7
When submitting claims for the said travel, please attach the approved TRF and submit to Human Capital for verification before submission to Finance.


Any additional claims incurred other than the approved estimated travel expenses shall be evaluated on a case to case basis and subject to CEO & MD’s approval.
NOTE : 
FOR THOSE TRAVELLING FOR TRAINING PURPOSES, PLEASE SUBMIT THIS FORM TOGETHER WITH THE EXTERNAL TRAINING NOMINATION FORM.
	Description
	Appointed Travel Agents

	Company Name
	Messrs. Boustead Travel Services Sdn Bhd
	Messrs. Option Tours Travel Sdn Bhd
	Sri Sutra Travel Sdn Bhd

	Contact Person
	Nurul Ain
	Juliet
	Rogerlina

	Address
	13th Floor Menara Boustead,

69 Jalan Raja Chulan,

50200 Kuala Lumpur
	33B, 1st Floor, Medan Imbi, 

Off Jalan Imbi, 

55100 Kuala Lumpur
	No. 22A Persiaran 65C, Pekeliling Business Centre, Off Jalan Pahang Barat

53000 Kuala Lumpur

	Tel No.
	03 – 2070 7022
	03-2164 1168
	03-40266600

	Fax No.
	03 – 2148 8096
	03-2148 7511
	03-40266611

	Email
	nurul@bousteadtravel.com
	ticketing2@optionstours.com.my
	ccsupport@sutra.my


2.
Business and Training Travel by Car

Please submit the TRF at least 10 working days before date of travel

Step 1
Fill up the TRF and ensure all required estimated cost and quotes are attached. Please note that employees are also to include quotations for hotel accommodation as well as estimated per diem claims.


If travelling in a group, please submit ONLY one (1) Travelling Requisition Form for all employees in the group.

Step 2
The TRF must be completed and approved by the respective Chief of Division (for employees within the division). For direct reports to CEO and MD, proceed to Step 3.

Step 3
The TRF must be submitted to Human Capital for verification of the estimated travel expenses to be incurred. 

Step 4
Upon Human Capital’s verification, the TRF will be returned to the respective employees.
Step 5
Please keep a copy of the TRF for your travel expenses claim.

Step 6
When submitting claims for the said travel, please attach the approved TRF and submit to Human Capital for verification before submission to Finance.

If travelling in a group, ONLY one (1) person is eligible to claim for mileage, toll and parking.

Any additional claims incurred other than the approved estimated travel expenses shall be evaluated on a case to case basis and subject to CEO & MD’s approval.

3. 
Bank’s Corporate Hotels

Please refer to the following link for details of the Bank’s Corporate Hotels.


X:\Property Management & Services\Hotel Corporate Rate

TRAVEL REQUISITION FORM (“TRF”)
	EMPLOYEE DETAILS

	Employee Name 
	

	Employee Number 
	

	Designation  
	

	Job Grade 
	

	Division/Department
	

	TRAVEL DETAILS

	Purpose of Travel 
* Tick where applicable
	[image: image2]             Business trip (please state reasons):

             ___________________________________________________________
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             ___________________________________________________________
             Training/Seminar/Conference:
(Please attach the approved Training Nomination Form from Human Capital)

	Destination:
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           Domestic Travel     
                                             
           Overseas Travel
Please State Destination: ____________________________________________

	Duration
	From  :                            To :                       No. of Days:  ________________  
(dd/mm/yy)                                                  (dd/mm/yy)


	ESTIMATED TOTAL COST INCURRED

	By Flight:-
*Employees, other than Chiefs of Divisions, are entitled to Business Class if the flight time exceeding 6 hours.

*For Chiefs of Divisions, entitlement for all flights is Business Class
	Please tick where applicable.  RM                     X  (     ) pax
a. Mode of Class

                 Business                                      Economy
b. Meal
                 Included                                       Not included

c. Reservation Made
          Own                                             Travel Agent                
Please provide the supporting document for flight estimated cost from airlines website. 
	RM



	
	a. Home from/to Airport
                   
                  
                  By Taxi              By Bus             By Own Car           By ERL
                 
	RM 


	By Flight (cont’):-
Airport Transfer
	b. Airport from/to Destination
                   

                    By Taxi                                                      By Bus
                             

                  By Own Car                                       By ERL

Maximum of RM                    per person X (      )  pax
	RM

	By Car:-
*For Chief of Division, Director and Assistant Director staff grades, only claimable if travelling outside 75km radius from base.

*By Car : RM0.90 x total no of km (return)

*By Motorcycle : RM0.70 x total no of km (return)
	Please tick where applicable.
a. To Destination:-

                 Company Car                 Own Car                           
                                                   Total no of km: _________
For employees travelling using his/her own car/motorcycle, please provide the estimate km using Google map. No mileage claim for those who travel using the company car. 

Employees who drive to local airports are allowed to claim mileage, parking and toll charges based on actual reimbursement but any such claim will be capped at a maximum of RM200 return (i.e. RM100 per trip).
	RM


	Accommodation

Entitlement for hotel :-

*Standard room range within USD150 – USD250 net per night.

*On sharing basis (2 in a room for same gender)


	a. Hotel Name & Address  (Room rate per night x no of days)
                                                 [RM                 x (   )  room(s)]
_____________________________________________
b.          With Breakfast               Without Breakfast
Employees are to arrive 1 day before the event and to leave 1 day after the event unless travelling earlier or later will result in reducing the overall internal and external cost. Should an employee decide to extend his stay for his own personal reasons, the Bank reserves the right to impose on the employee any additional cost incurred as a result of the extended stay.
	RM



	Per Diem

Entitlement for Per Diem
Domestic : RM50 per day 

Overseas : Please refer to Compensation Procedure
	(Country per diem x no of days)  
Date :                   – RM50.00 x (     ) pax

Employees shall not be entitled to claim the whole of the per diem amount if all or some meals are provided by the airline, hotel, host, sponsor or organizer concerned. 
The Breakdown of the per diem shall be as follows:

Breakfast : 20%

Lunch : 40%

Dinner : 40%
	RM

	Miscellaneous 

	Toll (Please provide the online toll cost to and from)
RM                       X (     )  pax
	RM

	
	Parking:-
	RM

	
	Laundry (For any trip exceeding three (3) consecutive days only. Dry cleaning of suits is not claimable):-
	RM

	
	Visa:-
	n/a

	
	Winter Clothing (once in 3 years):-
	n/a

	Estimated Overall Total Cost To Be Incurred
	RM


	RECOMMENDATION

	Employee/Requestor Signature:

_______________________
Name: 

Date:
	Head of Department:
_______________________
Name: 

Date:
	Chief of Division:

_________________________
Name:
Date: 

	CHECKED BY HUMAN CAPITAL

	Comments:

___________________________________________________________________________________
___________________________________________________________________________________


	Checked By:

Signature :  _______________________________

Name :

Position :

Date:


	Verified By:

Signature : ______________________________

Name : 

Position : Chief Corporate Affairs
Date :

	APPROVAL BY CHIEF EXECUTIVE OFFICE (CEO)

	                 Approved                                              Rejected

___________________________

Signature

Date:
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