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Instructions and important information on the 
International Travel Approval Form  

Note: All international travel booked, must comply with the International Best Fare (IBF). 
Who can approve this form? 
Please refer to the AFP Delegations or seek advice from the International Travel Team. 

What is the travel approval process? 
For international travel - write an Executive Brief (AFP Forms) to accompany this form and progress 
for approval through your line Management to the applicable Delegate**. 

The Attorney-General must be notified by a formal, written Ministerial Submission of all non-exempt 
overseas travel where costs exceed $20,000 for individual or delegation/group travel. The 
standard timeframe for Ministerial Submissions is two weeks. For questions about the Ministerial 
Submission process, please contact afp.gov.au. 

In addition, where an individual and/or travel delegation/group costs (travelling to the same 
destination for the same purpose) airfares, hotel and incidental costs are $50,000 or above, 
Commissioner approval is required. 

Booking International travel 
ALL international travel must be booked through the AFP’s International Travel Team. 
Travellers are not authorised to make their own international bookings. 

International Travel Travel Team HUB contact 

Where to send the completed form? 
@afp.gov.au An approved scanned copy of the travel 

approval form. 

Retention of the International Travel approval form  
A copy of this signed form must be retained by the traveller, and scanned into Fraedom to reconcile 
airfare charges for acquitting your travel. 

Security Requirements  
It is a requirement that you must register your travel details at Smartraveller. 

Standard Tactical Plan  
If the country you are travelling to has been deemed as ‘DO NOT TRAVEL’ by DFAT for reasons 
other than COVID-19, you are required to complete a Tactical Planning Assessment (TPA). 

Mandatory - Advice to post 
The traveller must advise the relevant AFP International Post of their intent to travel and/or transit 
through their area of responsibility. This can be done by following the link to the AFP International 
Command Liaison posts and areas of responsibility page, and emailing the relevant post.  

Communication devices 
International Roaming $10.00 Day Pass 
Mobile Telephone Accounts 
Please contact the Mobile Telephone Accounts Team on (02)
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** Commissioner’s Financial Instructions (CFI’s) AFP Delegations –Schedule 3B – Delegations 
relating to International Travel ** 
 
Mandatory – Member to advise Post  
The traveller must advise the relevant AFP International Post of their intent to travel and/or transit 
through their area of responsibility.  
 

When approved by the delegate, please email this form to  
afp.gov.au (requires a scanned signed copy)  s 47E(d)
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