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Travel & Expense Policy – Quick Reference
For faculty, staff, students, and postdocs. Aligns with Policies 2354 (Air Travel), 2355 (Rail Travel), 2356 (Lodging), 2357
(Rental Car), 2359 (Meals & Entertainment), 2365 (Receipt Requirements), 2368 (Reimbursement/Payment), and General
Principles.

Air Travel (Policy 2354)
• Book the lowest reasonable airfare using preferred carriers and advance-purchase fares.

• Use coach class; upgrades and preferred seating are personal expenses unless pre-approved.

• Business/first-class travel is not reimbursable unless pre-approved.

• Federal awards require Fly America Act compliance (use U.S. flag carriers unless exception documented).

• Unused or cancelled tickets must be applied to future business travel or refunded; losses must be
documented.

Rail Travel (Policy 2355)
• Book the least costly rail option.

• Reserved trains on the Northeast Corridor are allowed; high-speed Acela trains between Philadelphia, New
York and Washington, DC should only be used when time is critical.

• First class is not permitted. Exceptions require supplemental approval by the School/Center head.

Lodging (Policy 2356)
• Book standard accommodations at reasonable rates; upscale or luxury hotels are not allowed.

• Use Penn’s preferred hotels or book through Concur for negotiated rates.

• Itemized receipts required for all lodging expenses.

• Personal expenses (movies, minibar, recreation, laundry/dry cleaning when traveling < 5 days) are not
reimbursable.

• Taxes and mandatory fees reimbursable; tips should be reasonable.

Rental Car & Driver Safety Training (Policy 2357)
• Driver Safety Courses must be completed via Workday Learning before renting a vehicle for University

business.

• Recertification required every 3 years or immediately after an auto accident.

• Valid driver’s license and clean driving record required.

• Use SAP Concur or Penn’s Enterprise/National portal for preferred rates and included insurance.

• Non-preferred rentals must purchase full coverage (LDW/CDW, supplemental liability, and personal
accident insurance).

https://www.finance.upenn.edu/policy/2354-travel-and-entertainment-air-travel/
https://www.finance.upenn.edu/policy/2355-travel-and-entertainment-rail-travel/
https://www.finance.upenn.edu/policy/2356-travel-and-entertainment-lodging/
https://www.finance.upenn.edu/policy/2357-travel-and-entertainment-rental-cars/
https://www.finance.upenn.edu/financial-policies/?policy_series=29&office=0&keyword
https://travel.procurement.upenn.edu/policies
mailto:RNA_Administration@pennmedicine.upenn.edu
mailto:RNA_Administration@pennmedicine.upenn.edu
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Meals & Entertainment (Policy 2359)

• Only reasonable meals during official travel events are reimbursable.

• May use federal per diem rates or actual costs with receipts.

• Expenses over $75 require itemized receipts.

• Meals provided by conferences are not reimbursable.

• Alcohol reimbursable only with business meals; cannot be charged to federal awards.

• Local business meal limits: $60 breakfast/lunch, $125 dinner; above $150 needs Dean/Center approval.

Receipt Requirements (Policy 2365)

• Itemized receipts required for expenses ≥ $75, business meals, airfare, lodging, conference fees, rentals,
miscellaneous expenses.

• Missing receipts allowed only via declaration (except airfare, lodging, conference fees, rail, rentals).

• Receipts must include date, merchant name, details, payment method, amount, and proof of payment.

• Foreign expenses require U.S.-converted dollar amounts from credit card statements or OANDA.

• Rental car documentation must be itemized; credit card slips alone are insufficient.

Reimbursement & Payment Process (Policy 2368)

• Submit all reimbursements through Concur-TEM with proper business justification and receipts.

• Expense reports should be submitted within 10 days of travel end date or expense date.

• Expenses submitted 60+ days late require supplemental approval and may be taxed unless justified.

General Principles
• Exercise prudent and reasonable judgment in all expenses, consistent with IRS and University rules.

• Traveler is responsible for compliance, authorization, and documentation.

• Approvers must ensure eligibility, completeness, and correctness before submission.

https://www.finance.upenn.edu/policy/2359-travel-and-entertainment-meals-and-entertainment/
https://www.finance.upenn.edu/policy/2365-travel-and-entertainment-receipt-requirements/
https://www.finance.upenn.edu/policy/2368-travel-and-entertainment-reimbursement-payment-process/
https://travel.procurement.upenn.edu/
https://www.finance.upenn.edu/policy-manual/?policy_series=29&office=0&keyword=
mailto:RNA_Administration@pennmedicine.upenn.edu
mailto:RNA_Administration@pennmedicine.upenn.edu
https://www.oanda.com/currency-converter/en/?from=EUR&to=USD&amount=1


Appendix: Concur Expense Reimbursement – Quick Tips

1. Access & Setup

• Log in to Concur with PennKey.

• If the Expense tab is missing, please contact the Business Office for assistance.

2. Business Justification

• Include purpose, dates, location and funding source in your expense report.  Enter sufficient business 
justification for each expense line (e.g., instead of "Taxi", be specific: "Taxi from Airport to Hotel"; for 
business meals, specify the business objective/agenda and enter attendees' roles and affiliations)

• Faculty members can add a notation in their expense report (in either the 'Business Justification' or 'Notes 
to Approver' field) indicating which of their University accounts they would like to charge.

• Staff/Students must attach funding source approval to their expense report.

3. Submission Deadline

• Submit expenses within 60 days of the transaction date (for non-travel expenses) or the trip's end date
(for travel expenses).

• Delays beyond 60 days require supplemental approval and justification.

4. Receipts

• Upload receipts for expenses $75 or more (mandatory itemization).

• Penn Policy Exception: Airfare, lodging, conference fees, rail, rental cars and miscellaneous expenses
always require receipts, even if under $75.

• Missing receipts require a Concur affidavit.

• Dates on the receipts must match the transaction dates on the report.

5. Concur Tips

• Non-Reimbursable Items: Enter as a separate line with $0 or mark as non-reimbursable.

• Hotel Itemization: Break down nightly rate, taxes, deposits, Wi-Fi, parking.

• Meals:
Per Diem Meals: Enter via itinerary in Concur; cannot mix with individual meal entries.
Individual Meals: Breakfast, lunch, dinner, or snacks; reimbursable only with overnight
stay.
If lodging is not on the report, add a comment explaining why (e.g.," stayed with family").

• Personal Car Mileage:
Gas expenses cannot be reimbursed separately when claiming mileage for a personal car.
Proof of mileage is required: enter travel dates, starting point, and ending point in Concur.

https://travel.procurement.upenn.edu/expense-report
mailto:RNA_Administration@pennmedicine.upenn.edu


Concur automatically calculates reimbursement based on the IRS-approved rate at the time of travel.
The per-mile reimbursement rate already includes the cost of gas.

University of Pennsylvania | Institute for RNA Innovation


	Penn_Travel_Expense_Policy_Quick_Reference_RNAI_010926.pdf
	Appendix_Concur_Expense_Reimbursement_Quick_Tips.pdf



