
 

 

Date:   October 1, 2021 

To:     Directors, Faculty and Administrators 

From:   Mark Hingtgen, JHM VP and Chief Financial Officer for the SOM 

Subject: Changes to JHU Travel and Business Expense Policy 

Please be aware that Johns Hopkins University has recently updated the Travel and Business Expense 
Policy, effective July 1, 2021.  You may access the new document either via the travel portal 
ssc.jhmi.edu/travel/policy.html or JHU policies online via this link . 

Published in 2014, the previous Travel Guide was not current with the many changes at JHU and in the 
travel industry.  The updated policy has been written and structured to support those changes. 

Following the Training Requirements, please see the Highlights of Travel Policy Changes to the policy, 
as well as a Travel & Business Expense Policy Quick Guide. 
If you are paying for travel and other expenses with Sponsored funds, the Sponsor’s policy will take 
precedence, when more restrictive. 

Policy training is available in the HR Learning Management System via this link.  Here you will find the 
training requirements by end user category. 

If you have questions specific to the policy or expense submissions and reimbursements, please contact 
JHTravel@jhu.edu. 

 

Training requirements 
End User Category Training Required Training Highly 

Encouraged 
Concur Expense Approvers- Supervisory 

 
 

Concur Expense Approvers-Cost 
Object/Budget Owner  

 

Concur Expense Delegate Approvers 
 

 

Executive Cardholders  
 

Corporate Cardholders  
 

Travel Arrangers  
 

Expense Delegates  
 

 

https://ssc.jhmi.edu/travel/policy.html
https://policies.jhu.edu/secure/?event=render&categoryId=779&policyId=32477&fileId=policy_32477.pdf&_=0.762413710274
https://lms14.learnshare.com/dashboard/dash.home.aspx?Z=Odp0sRSPlUMsXPKUneelZ98wCbI7rp2%2bAIOiM1CrYK9QlWzaV26fioAOwTZs20Zu
mailto:JHTravel@jhu.edu


Highlights of Travel Policy Changes 

 



RAIL 
When traveling via Amtrak in the Northeast Corridor, Northeast Regional Rail Coach class is a Reimbursable 
Expense. In general, for Northeast Corridor trips exceeding 60minutes each way, Acela Business Class is a 
Reimbursable Expense. For trips under 60 minutes, Acela Business class may be used based on business needs 
or as approved by the traveler’s supervisor. Only the cost equal to the lowest coach class fare available is an 
Allowable Expense charged to a Sponsored Funding Source. If the Reimbursable Expense exceeds the 
Allowable Expense, such differential must be funded with non-sponsored funds. 

 
 

Travel & Business Expense Policy Quick Guide 
 

The following table is a Quick Guide for reimbursable travel expenses. When traveling on Sponsored 
funds, sponsor policies take precedence when more restrictive. 

 



 

 

Stricter meal guidelines have been put into place with the new policy.  Below are some of the changes 
or added details to the policy. 

As a general rule, expenses for meals or beverages among coworkers are not reimbursable expenses. 
For a meeting to be considered “business related,” the meeting must be planned with a specific agenda 
and defined business objectives. Meals that are incidental to and a continuation of the business purpose 
of a meeting are considered business related. 

Reasonable Meal Guidelines: 

1. Meal expenses of $100 per person with no more than 30% of total spent on alcohol 

2. Meals for 4 people may include no more than 2 bottles of wine 

3. A bottle of wine costing more than $50 is considered lavish/excessive.  

If a University event (e.g., a recruiting or development meal) is expected to exceed the above 
thresholds, then documented preapproval should be obtained.  

Just as a reminder, the IRS requires all business meals and entertainment expenses to include: 

1. Original itemized receipts  

2. Proof of payment 

3. Supportive Documentation, e.g., flyer or invitation 

4. List of attendees (for non-employees, titles and affiliations should be included) 

5. Identification of a discernible group  



6. Number of attendees  

7. Geographic location 

8. Business purpose 

 

 


