
Business trip to Sydney Australia! 
The land down under 

 
 

If a company needs for you to travel to Sydney, Australia, there 
should be a fairly large budget for such a distant trip. 

 
 
 
 
 
What is involved in a business trip? Have you ever had to take the time to prepare the itinerary or plan the 
trip? Typically, you should have a travelling company make all the necessary arrangements regarding 
your flight and place to stay during your trip and should start right now as time moves very rapidly and 
next thing you know the time is here. A package deal is a possibility, but it all depends on business 
location and hotel location. Most often included are sightseeing and socializing after the 
business responsibilities and yes, I would include them in your itinerary. Today you are 
the one who needs to make the preparations for the one-week trip. The following 
options, ideas, and some step by step instructions for you to consider as you plan and 
arrange your trip. 

 
There are the easy things that you need to remember and then there are the more time 
consuming and necessary musts.  
 

 
 
 
 
 
 
*https://www.forbes.com/sites/deloitte/2018/11/01/our-purpose-lives-on-the-front-lines-even-if-our-footprints-
arent-visible/#6564230135e8  
*https://www.nextavenue.org/celebrities-4-estate-planning-mistakes--and-what-they-can-teach-you/  
**https://businesstravellife.com/family-on-a-business-trip/ 
 

Musts: 
 
 Passport 

 ETA https://www.australia-eta.com/  

 Insurance 

 Will? Power of attorney? * 

 Tickets at least three months in advance 

 Hotel room 

 Copy of business schedule for the duration of your stay. 
 

Needs and Wants: 
 

 Places of interest 

 Car rental 

 Clothes 

 Shopping 

 Can the family come? ** 



Business Etiquette 

Should you not have a company credit card or company cash, 
you will need to use your own. With the company card it is easier 
to pay for all company expenses, where as if you have to pay 
from your own pocket, it would be best for you to keep track of 
all your purchases. For the time of the trip and all the expenses 
of the trip keep all your receipts and carefully log all expenses 
so that the company can reimburse you. Please note: There is a fine line for reimbursement that one should 
acknowledge for example the tickets, insurance, car rental, hotel room, meals should be taken care of by 
the company; your clothes, passport, alcohol, and any activities or recreation not done by or with the 
company should come out of your own pocket. Don’t make the company pay for your on flight bubble gum 
and puzzle book! 
 
https://www.themuse.com/advice/on-the-company-dime-expense-report-etiquette-101  
https://www.bostonglobe.com/business/2012/06/30/how-much-should-companies-reimburse-employees-
for-meals-while-traveling/mnZt1RNmpXIr1H7p4tYI4O/story.html  
https://www.irs.gov/taxtopics/tc511 
https://www.hrblock.com/tax-center/wp-content/uploads/2016/03/HR-Block-TTI-Business-Travel-
Deductions.pdf 
 

The passport  

As soon as you can, get your passport taken care of. Everything you need to know about the process and 
filling out information is found online at: https://travel.state.gov/content/travel/en/passports.html  
 
If you do have a passport check it to make sure that it is up to date. The above-mentioned site will also 
walk you through he steps to renew your current passport if it is needed.  
 
 
 
 
 
 
 

  

  



Visa 

This is also a good time to check if you will be needing 
a visa. 
Visa Rules for Americans - The United States is on 
Australia's Electronic Travel Authority list, which just 
means that its citizens can apply for an ETA online. 
The ETA is the visa you need if you're planning a short 
trip to Australia. 
 
The application process is pretty simple and shouldn't 
take more than 20 minutes. You'll be asked for basic 
personal information like your name, contact 
information, place and date of birth and the number, 
issuing date and expiration date of your passport. 
You'll also have to provide credit card information to 
pay the application fee, which is around $15 US. Make 
a note of the confirmation number you're given. 

Apply for an ETA at least 48 hours before your flight 
to allow adequate processing time. The visa is 
completely electronic, so you won't receive any 
paperwork or get a stamp in your passport related to 
the ETA. Your airline verifies in their system that you 
were approved for the visa before you board your 
flight. 
Visit:  https://www.australia-eta.com/  Snap shot taken from: https://www.australia-eta.com/visa-australia  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Insurance 

 
There are different types of insurance including flight insurance and trip health insurance 
if for some reason you need medical assistance while in Sydney. verify with your medical 
insurance as to the process overseas in case you get sick. Check to see if your insurance 
plan will cover the trip. The traveling insurance should cover transportation back home if 
the need arises. You may also need additional Travelling Life Insurance if you have a 
family back home who is dependent on your income.  

 
 
 

 
And as a good precaution take with you any extra medicines for at least a month; you never 
know what may happen. 

 

Last Will and Testament 

You should already have an official will established. Review it and verify who has power of attorney for 
your affairs while you are gone. Is this the same person who will be your executor of the will or someone 
else? You never want to give a General Power of Attorney to anyone you don't 100% trust. That person 
would be able to sell your house, your car, all your stuff and purchase huge things under your name. You 
would want limited Power of Attorney for no more than a month (if you are leaving for 2 weeks). This way 
someone can go in your home, pay your rent, bills, do repairs to your house or anything like that unless you 
set it up electronically beforehand. Your will is always notarized, and is usually prepared by an attorney 
and normally stay at home with the family or whoever has been identified as the Executor. 
 
 
http://time.com/money/4443349/do-it-yourself-will/ 
https://money.usnews.com/money/personal-finance/family-finance/articles/steps-to-writing-a-will 
https://www.rocketlawyer.com/form/last-will-and-testament.rl#/  
 
 

 
 
Oh, and by the way, put your mail on hold at the post office. This way no-
one will see mail piling up at your mail box and rob you. Plus, there is the 
added benefit it won't make your mail carrier mad. 
 
 
 



Ticket 

I would not recommend first class - unless you are the CEO. Then again 
you would probably be in the company private jet. Your business is 
paying for your ticket so depending on the nature of the business of the 
trip you could settle with business class and Coach with an upgraded 
seat is not bad either. Most businesses can afford business class. Start 
looking as soon as you can just to check out the prices and start 
budgeting. I would book sooner rather than later, maybe a few months before. This way you can make sure 
the details are worked out. Get the VISA and Passport first. It can take a while. 
 

A QUICK LOOK: 
Say that we are in November and the trip date is set for the end of January or February. Start looking at 
possible ideas for fight routes, airlines and at prices. Preferred is a straight flight to the destination but it 
might be that a cheaper flight will make a second or third stop.   
 
Orbitz shows us the cheapest nonstop flights first: (and this is coach!) 
https://www.orbitz.com/Flights-Search?flight-

type=on&starDate=01%2F19%2F2019&endDate=01%2F26%2F2019&_xpid=11905%7C1&mode=search&trip=roundtrip&leg1=from%3AChicago%2C+IL+
%28ORD-O%27Hare+Intl.%29%2Cto%3ASydney%2C+NSW%2C+Australia+%28SYD-
All+Airports%29%2Cdeparture%3A01%2F19%2F2019TANYT&leg2=from%3ASydney%2C+NSW%2C+Australia+%28SYD-
All+Airports%29%2Cto%3AChicago%2C+IL+%28ORD-
O%27Hare+Intl.%29%2Cdeparture%3A01%2F26%2F2019TANYT&passengers=children%3A0%2Cadults%3A1%2Cseniors%3A0%2Cinfantinlap%3AY  

 



Car Rental 

Renting a car is helpful if the distance to your meetings is too much and if you plan to do further travel that 
will be too much for a cab. It could be that the company you are doing business with already has set up car 
unless your point of contact in the company already has made arrangements for you. You will need to verify 
that your US driver's license is OK to use. Also note that they drive opposite of us here in the USA. So, you 
may be better off getting a driver from the hotel to pick you up.  
https://londonerinsydney.com/13-tips-for-driving-in-sydney/ 
https://www.youtube.com/watch?v=g87GrZVv8CY 
http://blog.novacarhire.com/2013/07/10/10-tips-for-driving-in-sydney-traffic/ 

Hotel 

If you can’t stay in the hotel where the meetings will take place, stay near where you are doing your 
business...if it's a conference the host of the conference should have hotels set up. You want nothing less 
than 4 star due to safety and security.  

https://www.tripadvisor.com/Hotels-g255060-zfc4-Sydney_New_South_Wales-Hotels.html  
 
 



Food 

Food shouldn't be a problem as they eat a lot of beef and you can google the kind of food there. Most 
vegetable are the same as here and if your business trip is some type of conference there should be some 
kind of food already offered and if not, you'll have your choice to eat whatever you want. All the food is 
part of the expenses to be included on your budget for the trip. Go simple. It is only a week! The hotel 
should have a restaurant that serves dinner and lunch as well as free breakfast.  
 

 

So let’s recap and look at some actual figures. 

 Our Business trip is from Milwaukee to Sydney Australia.  
 We will be there for 5 business days and have four days travel – two going and two returning. 
 We need a passport and visa, 
 hotel, 
 food, 
 transportation 

This is a Gantt Chart that can help you plan your research and purchasing in a time frame. It 
may very well be that you can finish sooner than what is written and it could also be that some 
things – such as the passport – could take longer. 

 

Let’s go to Travelocity and do the combo flight and hotel stay. 

We will take the Travelodge Hotel. It is 
near the Airport and offers free shuttle 
services. 

 

 

 

 

 

 

 

 

 



 

 

 

 

Look at the greater costs your company will be paying 

approximately $3,000 for the trip. 


