
UniTask Travel Request Workflow – Group International (10 or more travellers) 

NOTE: Prior to submitting a travel request: travellers must review the six steps to travel and comply with the 
UQ Travel Policy.

Proposed travel must be discussed 
and agreed with supervisor before 

submitting a UniTask Travel Request

Establish a travel plan and budget 
estimate before submitting a 

request

Lead traveller completes traveller 
declaration and submits; OR

If the requester is NOT the lead 
traveller, lead traveller (UQ Staff 

only) will receive email notification 
to complete traveller declaration in 

UniTask

Supervisor (Workday defined) 
receives email notification once form 
is submitted. No action required from 

supervisor unless there is an issue 
with proposed travel plan, in which 

case, address with lead traveller 
directly

Finalise Travel Request in 
UniTask 5 days prior to 

departure

REJECTED
(Travel Requester receives 

email with reason for 
rejection. UniTask Travel 

Request is closed and cannot 
be amended)
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Travel approver/HRD travel approver 
can request additional information 
from requester (action in UniTask)

APPROVED

Travel Approver receives email 
notification of the Travel Request 

and reviews as per UQ Travel Policy 
Clauses (72) – (73)

UniTask Travel Request 
meets UQ Travel Policy 

requirements

UniTask Travel Request 
does not meet UQ Travel 

Policy requirements

Book travel as per the        
UQ Travel website

CRICOS Provider Number 00025B. Last updated 03042024

Discussion

C
o

m
p

le
te

 U
n

iT
as

k 
Tr

av
el

 
R

eq
u

es
t

Review 
completed

Non High Risk 
Destination

High Risk Destination (HRD) 
Travel Request is reviewed by 

HRD Travel Approver

Travel Approver review

Submission

Traveller Declaration

Budget and itinerary

Requester completes 
travel request details

Notification

https://travel.uq.edu.au/home
https://policies.uq.edu.au/document/view-current.php?id=8
https://policies.uq.edu.au/document/view-current.php?id=8
https://policies.uq.edu.au/document/view-current.php?id=8
https://travel.uq.edu.au/six-steps-travel-staff/3-booking-travel
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