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Expense Reimbursement Policy
1. Contractors are required to submit a completed Talent expense claim form, listing each item that is being claimed under the appropriate expense classification column and a description of what the expense being claimed relate to.

2. The claim form must be signed by the contractor and the client.

3. For PAYG contractors - original tax invoices must be attached to the form for each item being claimed for us to be able to process the claim for payment. The contractor should keep a copy of the tax invoices and expenses claim for their records.

4. For Pty Ltd contractors – either a) original tax invoices must be attached to the form for each item being claimed or b) A tax invoice must be issued by the contractor’s company and copies of the receipts/tax invoices for each expense being claimed must be attached to a contractor/client signed expense claim form.

5. The signed expense claim form along with original tax invoices/receipts must be sent to the payroll department in Sydney, addressed to:

Talent International 

Attn: (State) Contractor Payroll Department (please address to the state where you are working)

Level 23, 123 Pitt Street

SYDNEY  NSW 2000

6. Signed and approved expense claims received with complete set of tax invoices attached will be reimbursed at the same time as the next fortnightly payrun for the relevant state. 

7. To speed up the process and to alert the payroll department that an expense claim with original tax invoices are about to come through from the post, please fax copies of the signed claim form to 1300 554 844 or email to timesheets@talentinternational.com.au .
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