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I. Introduction 
 
This document provides guidance on policies and procedures for faculty workload, sponsored projects and 
business travel and related expenses. Guidance for Carey Business School policies not specifically found in this 
document may be found in the following documents located on Inside Carey (Carey.jhu.edu/Inside): 
 

 Faculty Handbook http://carey.jhu.edu/inside/resources-for-faculty/faculty-handbook/ 

 Office of Finance http://carey.jhu.edu/inside/office-of-finance/ 
o Accounts Payable  
o Finance Forms/Links 
o Parking 
o Payroll (for RA/TA timesheet deadlines and procedures) 
o Travel and Expense Reimbursements 

 

All forms referred to in this policy manual are available from the Carey Office of Finance and are also located on 
Inside Carey. 
 

The responsibility for this document rests with the Carey Office of Finance, and supersedes all previous such 
documents. Note that policies are subject to change during any given academic year and will be communicated 
via e-mail. 
 

Organizational Responsibility 

 

Office of Faculty and Research 
The Vice Dean for Faculty and Research, along with the Office of Faculty and Research (OFR) in consultation with 
the Dean of the School, are responsible for assigning faculty workload (instructional and service) prior to contract 
renewal. OFR is also responsible for assigning and maintaining accurate faculty assignment records in SIS (Student 
Information System). 
 

Office of Finance and Administration, Carey Office of Finance 
The Office of Finance oversees all financial transactions related to the School. Specific responsibilities include, but 
are not limited to: track and report faculty workload; workload departures and compensation; review, process 
and approve travel and expense reimbursements/travel advances; track and report usage of faculty discretionary 
spending accounts; and manage the Harvest time-keeping system for TA/RA payroll.  
 

JHU Accounts Payable Shared Services 
JHU Central Accounts Payable Shared Services reviews, approves and processes disbursement of funds for travel 
advances, travel expenses and payment to vendors. Payments must be reasonable, properly documented, provide 
the appropriate approvals and be within the guidelines of the JHU Travel policy. Invoices and Independent 
Contractors must be paid directly by JHU. 
 

Full Time Faculty Member 
It is the responsibility of the faculty member to comply with University and School policies governing workload, 
travel, entertainment and purchasing. Faculty members are responsible for ensuring the accuracy and 
documentation of any changes to their workload in a timely manner. 
  

http://carey.jhu.edu/inside/resources-for-faculty/faculty-handbook/
http://carey.jhu.edu/inside/office-of-finance/
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II. Full Time Faculty Workload Accounting System 
 

A. Full time Faculty Contracts 
 

Faculty contracts are reviewed and amended annually, effective August 16th of each calendar year. The contract 
period includes fall, spring, and summer semesters. Contracts and the specifics contained therein are determined 
by the Dean of the School in conjunction with the Vice Dean for Faculty and Research. 

 

At the beginning of each contract year, full time faculty will be provided with the following: 

 Compensation letter 

 Instructional workload requirement, as measured by credits 

 Discretionary spending account balance 
 

B. Instructional Workload  
 

Instructional Obligations 
Full time faculty contracts will determine the base expectation for the upcoming contract year. SIS will be the 
system of record for all instructional obligations for each academic semester and will be used to resolve any 
questions or conflicts. Workloads are calculated over the course of the contract year starting with the fall 
semester and ending with the following summer semester. Instructional Workload, measured in credits, is 
assigned to faculty based on their track within the University.  

 Research-Track Faculty: Standard average course load is 9 credits.  

 Practice-Track Faculty: Standard average course load is 21 credits.  
 
When a faculty member leaves JHU Carey, he/she is responsible for reimbursing any instructional workload 
requirement shortage. Carey Finance will refer to the most recent Faculty Payscale schedule referenced in this 
manual to determine the amount owed. 
 

Instructional Workload  

SIS records all offered courses for the academic semester by section number. Each section is assigned credits 
based on the type of course offered. There are two sessions per term for fall and spring and one session for the 
summer. A standard session-long course is defined as 8 weeks (typically 2 credits), meeting 3 hours a week.  
 
Credits earned above the required teaching load can be accumulated and used to satisfy future teaching 
obligations. A maximum of 5 credits can be carried over into the next contract year, unless additional credits are 
specifically approved by the Vice Dean for Faculty and Research. 
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Teaching Credit Accounting 

Onsite Course Credit Accounting Rules: 

 Credits will be awarded to the faculty member for a course unless that course is cancelled at least one 
week prior to the start date. 

 In the event that two or more faculty members are assigned to teach a single section, the credits will be 
split evenly among the assigned faculty regardless of faculty status. 

 SIS records other sections for student enrollment that are unrelated to instruction. These sections are 
clearly demarcated and will not count toward credits, e.g., summer intensive workshop.  

 Credits are not awarded to shadow sections or independent study. 

 Maximum credits for I4H courses are 4 credits per academic year.  
 

Online Accounting Rules: 

 Online course development includes: 
o Course design, scripting, filming, and other duties as required. 
o Minor updates to course for up to 3 years after course implementation. Updates will not exceed 4 

hours of recordings per year. 
o Faculty will sign a memorandum of understanding which outlines commitment time, course 

requirements and compensation election – either credits or monetary compensation. 
o Faculty developer must teach course at least once within 2 semesters of its design.  

 

 Online course instruction will be compensated based on the number of students enrolled and the 
workload election (see following chart). 

 

Online Course Compensation 

 Courses OR Compensation  Teaching 
Assistants 

Design  
(2-cr course) 

2 (4 credits) OR Determined by 
current overload rate 

AND n/a 

 
Instruction-Non Finance Courses 

  

1-50 students 1 (2 credits) OR $8,000 AND 1 TA 

51-75 
students 

1 (2 credits)   
+$4,000 

OR $12,000 AND 2 TAs 

76+ students 1 (2 credits) 
+$8,000 

OR $16,000 AND 3 TAs 

  
Instruction-Finance Courses   

1-50 
students 

1 (2 credits) OR $11,000 AND 1 TA 

51-75 
students 

1 (2 credits)   
+$4,000 

OR $15,000 AND 2 TAs 

76+ 
students 

1 (2 credits) 
+$8,000 

OR $19,000 AND 3 TAs 
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Other Course Credit Workload Adjustments 

On occasion, faculty members will have the opportunity to earn credits through other University activities. The 
Workload Adjustment Request Form (see FORMS tab), signed by the Vice Dean for Faculty and Research, must be 
submitted to Carey Office of Finance in order for these credits to be allocated. Any deviation from the standard 
credit calculations or any earned credits outside of SIS will require the completion of this form. Examples of non-
standard credits include: 

 Faculty members who develop a new on-site course (not in the catalog) as requested by the Office of 
Education, in consultation with the Vice Dean for Faculty and Research and the Chair of the relevant 
curriculum subcommittee, will receive a release of 2 credits per course developed. In accordance with the 
aforementioned Online Course Compensation grid, those who develop a new online course will be eligible 
for a release of 4 credits per course developed. 

 Faculty members who serve as the Academic Program Director for a Carey Academic Program may receive 
a reduction of their contractual teaching obligation. 

 Faculty members on sabbatical should refer to the Faculty Handbook located on Inside Carey 
https://carey.jhu.edu//inside/resources-for-faculty/faculty-handbook/ 

 Executive Education program management has created a compensation schedule to pay faculty who 
create and/or teach Executive Education courses (see Appendix G). 

 

Compensable Departures from Standard Workload 
 
1. Overload Pay 
 

Faculty who have completed their instructional obligation for the contract period are eligible to receive overload 
pay or accumulate additional credits to be used in future contract years. 
 

A maximum of 5 credits can be carried over into the next contract year, unless specifically approved by the Vice 
Dean for Faculty and Research. All other credits will be paid based on the following full time faculty overload 
compensation chart.  

FY 20 Faculty Payscale   
    

Note:  effective as of Fall 2018   

    

Full Time Faculty Overload and Part Time rate  

Finance $5,500 per credit  

    

Non-Finance $4,000 per credit  

    

    
Compensation is based on the standard Senior Professional Instructor (SPI) rate for adjunct faculty. In the event 
that a faculty member’s credits are not carried forward from one contract year to the next due to excess, the 
faculty member will be compensated according to the above overload compensation chart by the end of the fiscal 
year (June 30th). 
 

Faculty members will be eligible to receive overload pay for a course only after their instructional obligation for 
the current contract year has been fulfilled. Faculty members who receive overload pay for a course will not 
receive credits for that same course. 

http://carey.jhu.edu/inside/office-of-finance/faculty/
https://carey.jhu.edu/inside/resources-for-faculty/faculty-handbook/
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2. Multi-location Teaching  
 

The Carey Business School offers classes at multiple locations. For multi-campus teaching, the School will 
recognize 2 location groupings: Baltimore and Washington, D.C. The Baltimore location includes Harbor East, East 
Baltimore, Homewood, and any other Baltimore area campus. The Washington, D.C. location includes DuPont 
Circle and Sibley.  
 
Faculty who teach in both locations in an 8-week term (or 15-week semester, in the case of the undergraduate 
program) will be credited $650 in their discretionary spending account. The maximum compensation for a 
semester is $1,300.  
 

Procedures 

 Workload accounting for standard courses will be handled by the Carey Office of Finance based on 
information contained in the SIS system. No action is required on the part of faculty members. 

 Any deviation from the Workload reported in SIS must be properly documented and logged as a contract 
addendum with both the Office of Faculty and Research and the Carey Office of Finance. A Workload 
Adjustment Request Form (http://carey.jhu.edu/inside/office-of-finance/faculty/ ) must be completed for 
each request and updated each contract year. Undocumented credits will not be counted toward 
contractual obligations nor included in compensation. 

 Faculty members who request overload pay will receive this compensation after the class has begun.  

 Faculty members who qualify for the multi-location credit will receive payment in their discretionary 
accounts after the start of each semester. 

 Carey Office of Finance will distribute bi-annual workload reports to all full time faculty. Please contact 
the Office of Finance if an off-cycle report is needed.  

  

http://carey.jhu.edu/inside/office-of-finance/faculty/
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III. Faculty Discretionary Spending Accounts 
 

A. Establishment and Funding 
 

Each full time faculty member will have a discretionary spending account. The account number will be eight digits 
and will always start with the three digits ‘800’. This account will be replenished at the beginning of each fiscal 
year on July 1st. Please note that the fiscal year is different from the annual faculty contract year.  
 

Automatic monthly reports are generated and sent to each faculty member. This report may be used to 
examine monthly transactions and year-to-date activity, and estimate actual account balances. DO NOT 
RESPOND TO THE MONTHLY EMAIL. For any questions regarding discretionary account balances, please contact 
the Carey Office of Finance. 
 

B. Appropriate Usage 
 

Discretionary accounts can be used to attend conferences, fund research, pay for supplies (via Carey OPs), 
computer hardware and software (via Carey IT), and for business-related travel and expenditures. Expenses for 
commuting to a non-home campus can also be reimbursed (e.g., mileage, train, subway, Uber/Lyft). In addition, 
these funds can be used for teaching assistants or research assistants that are otherwise not funded by the Office 
of Faculty and Research. 
 

Faculty members should NOT personally purchase supplies, computer software, computer hardware or any 
services and subsequently seek reimbursement. These purchases must go through administrative staff and be 
purchased directly through SAP, the accounting software used by the University, using JHU preferred vendors. The 
purpose of this is to avoid paying taxes and to take advantage of University vendor agreements. In the event that 
a faculty member does not make purchases through SAP, the School will not reimburse tax. Discretionary fund 
expenditures are subject to University policies and procedures. 
 

All hardware/software purchased from discretionary funds remain the property of the University and is 
tracked. Upon separation from JHU, items must be returned to the University or be reimbursed by the faculty 
member.  
 

When ordering office supplies, furniture or other items not on the JHU Carey Supply List 
(https://carey.jhu.edu/inside/policies/supply-policy) that are $500 and above, a faculty member is required to 
complete the Requisition Form-Faculty Discretionary Account Purchases (https://carey.jhu.edu/inside/office-of-
finance/faculty/). This requisition form, signed by the Vice Dean for Faculty and Research (or Director of OFR as 
proxy), is required by the Operations team OR Carey IT AND Office of Finance prior to purchase.  
 
 

C. Additional Funding 
 

As set forth in this document, additional discretionary spending account funding may come from the multi-
location instructional credit. Other additional funding for a faculty member is at the discretion of the Vice Dean 
for Faculty and Research. All additional funding must be documented and submitted to the Carey Office of 
Finance. 
 
 
 
 

https://carey.jhu.edu/inside/policies/supply-policy
https://carey.jhu.edu/inside/office-of-finance/faculty/
https://carey.jhu.edu/inside/office-of-finance/faculty/
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D. Fiscal Year Rollover of Funding 
 

At the end of each fiscal year, 50% of unused discretionary funds will automatically rollover into the next fiscal 
year. Faculty members can request 100% rollover at the discretion of the Vice Dean for Faculty and Research. 
Rollover of funding that is outside of the base allocation will vary depending on the source of the funds. Multi-
campus teaching will rollover 100% for one year, and at 50% thereafter. 
 

If the Carey Office of Finance records an overage (expenditures over budget) in a faculty member’s discretionary 
account, the Vice Dean for Faculty and Research will be informed and no additional expenses will be processed. 
Further expenses must be pre-approved by the Vice Dean for Faculty and Research. Should there be an overage at 
the end of the fiscal year, it will be carried over at 100% into the new fiscal year, so that the base allocation for 
the next academic year will be reduced by the amount of the overage.  As stated in Section III.A., the reports 
generated by the Office of Finance may not capture recent expenditures.  Faculty who believe that they may be 
close to using up their discretionary account should check their balance with the Office of Finance prior to 
incurring additional expenses. 
  

E. Tracking and Reporting 
 

The Carey Office of Finance will track all funding and spending in the faculty discretionary accounts and will 
distribute bi-annual Discretionary Budget Reports to each faculty member. Please contact the Office of Finance 
with any questions or if an off-cycle update is needed. 
 

Faculty members will also receive monthly auto-generated SAP Analysis reports (referred to in Section III.A) that 
provide a summary of each month’s transactions. Do not reply to these emails, as they are auto-generated. All 
inquiries related to the discretionary accounts should be directed to the Office of Finance. 
 
When a faculty member leaves JHU Carey, he/she is responsible for reimbursing the University by the amount 
of any overage (expenditures over budget) in their discretionary account. The Carey Office of Finance will 
provide final accounting to the faculty member; the overage will be deducted from the final compensation 
payment. 
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IV. Sponsored Projects 
 

A. General 
 

Faculty can submit grant proposals at their own discretion. The responsibility for writing and executing proposals 
falls on the faculty member. The responsibility for financial reporting and administering grants will be a 
coordinated effort between the faculty member, the Carey Office of Finance, OFR and the central University 
Sponsored Projects Division. The faculty member must contact the Office of Finance prior to submitting a grant 
proposal. Early advance notice is critical to allow time for review and changes.  
 

Prior to submittal, the proposal must be entered into COEUS, which is the University software that tracks grants 
and communicates with SAP. The project needs to be entered into COEUS from the start of the proposal process 
regardless of whether the project receives funding. The University Sponsored Projects Division will enter all 
proposals into COEUS. In order for a proposal to be entered into COEUS, the University requires the following 
documents: 

 A copy of the proposal  

 Statement of work - this is a brief summary of the proposal and its contents 

 Budget - this is a detailed budget that outlines all expenditures (in Excel)  

 Budget Justification - this is an explanation of the proposed budget 

 Questionnaire - the questionnaire will be provided to you by the Office of Finance 
 

B. Effort Reporting and Teaching Credit Buy Out  
 

Effort Calculations  

All faculty members are compensated based on effort. Effort is the time devoted to all activities conducted under 

the terms of employment with the University. Effort is expressed as a percentage and the total effort cannot 

exceed 100%.  
 

Tenured or tenure-track faculty 
A tenured or tenure-track faculty member is typically paid a 9-month base salary and a 2-month summer research 
stipend. Total effort for this type of faculty member is 11 months or 91.7% effort (see Example A). 
 

 
 
A tenured or tenure-track faculty member who is listed on grants or sponsored projects, for which effort is 
included, can elect to receive compensation up to one additional month of base salary, equal to 1/9th (11%) of 
base salary (see Example B). 
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Practice track faculty 
A practice track faculty member is typically paid a 9-month salary. Total effort for this type of faculty member is 9-
months or 75% effort. A practice track faculty member who is listed on grants or sponsored projects, for which 
effort is included, can elect to receive compensation for up to three additional months of base salary or 25% 
effort (see Example C). 
 

 
 

Summary 
As shown above, any faculty member who is listed on grants or sponsored projects, for which effort is included, 
can elect to receive additional compensation up to the point where their effort is 12-months or 100%.  A faculty 
member can alternatively elect to keep their percent of effort unchanged, and the income related to the project 
would be used to offset Carey funded salary. The faculty member may request teaching relief if they are keeping 
their percent of effort unchanged (see below). 
 

Also, please note that faculty base salaries, which cover the 9-month academic year, are ordinarily spread over 12 
months in payroll.  
 

Course Buy Out 

Tenured or tenure-track faculty:   

 12% base salary plus fringe allows a 2-credit course buy out. (Note that fringe is currently 33.5%, meaning 
16.02% of base salary equates to 2 credits), (see Example D). 

 
 Maximum teaching release that can be requested for any given academic year must leave the faculty 

member teaching at least 4 credits per year.  (Exceptions may be made for BDP faculty.) 
o Requests for teaching release will be evaluated by the Vice Dean for Faculty and Research, with a 

recommendation to the Dean regarding the timing of the release, as faculty resources in a specific 
academic discipline (e.g., teaching needs) may be a factor for granting release. 
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Practice Track:   

 12% base salary plus fringe allows a 2-credit course buy out. (Note that fringe is currently 33.5%, meaning 
16.02% of base salary equates to 2 credits), (see Example D). 

 
 Maximum teaching release that can be requested for any given academic year must leave the faculty 

member teaching at least 10 credits per year. 
o Requests for teaching release will be evaluated by the Vice Dean for Faculty and Research, with a 

recommendation to the Dean regarding the timing of the release, as faculty resources in a specific 
academic discipline (e.g., teaching needs) may be a factor for granting release. 

 

Indirect Cost-Sharing 

 The school keeps the first 20% of grant overhead, and then splits the remaining percentage 50/50 with 
the faculty member who receives the grant. Any such available funds will be put into the faculty 
member’s discretionary account for use for up to two calendar years. After two years, the funds will be 
subject to the general rollover policy at the end of the fiscal year. 

o Example: Faculty receives $20K in overhead from a grant. Carey would keep the first 20%, or $4K, 
and the remaining $16K would be split 50/50, implying that $8K would be added to the faculty 
member’s discretionary account. Note that overhead percentages and return rates to Carey vary 
widely across funders. As a result, we cannot guarantee that any such funds will be available. 
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V. Travel and Business Expense Reimbursement and Procedures 
 

The following is a snapshot of the University travel and expense reimbursement guide. The full policy can be found on the 
University website (http://finance.jhu.edu/policyapp/displayGuidePDF.do?guideId=TRV ). There may be deviations from JHU 
policy in this manual. This policy will supersede the University policy when compliance issues are a non-factor.  

 

A. Introduction 
 

The IRS rules provide for reimbursements to employees for “ordinary and necessary” business expenses that are 
“directly connected with or pertaining to” the University’s business activities, provided that the reimbursement is 
made in a reasonable period of time after the expense is incurred and that there is adequate documentation. 
Individuals traveling on University business are expected to exercise the same care in incurring expenses as a 
prudent person traveling for personal reasons. In particular, for business travel and entertainment expenses, the 
IRS says these expenses should be “reasonable and necessary in the conduct of” the University’s business, not 
“lavish or extravagant”. Lavish or extravagant expenses cannot be reimbursed tax-free, are subject to approval by 
the Vice Dean of Faculty and Research, and any expenses paid by the University directly would have to be 
included as taxable income to the employee. 
 

It is the responsibility of the traveler to comply with the University's policies governing travel. Business 
expenses will be paid or reimbursed by Accounts Payable Shared Services if they are deemed to be reasonable, 
properly documented, provide the appropriate approvals and are within the guidelines of the JHU Travel 
Policy. Whenever possible, the traveler should seek reimbursement from the hosting or sponsoring 
organization rather than the University when invited to speak or present at a conference, symposium and like. 
 

For faculty who spend time as a visiting scholar at another institution (a hosted appointment for a minimum of 
one month), the Carey Business School typically does not cover any expenses. Exceptions may be made on a case-
by-case basis.  

 

Travelers are encouraged to use the per diem governmental rates for FOREIGN TRAVEL for meals and 
incidentals (if not used, actual itemized receipts are required). For DOMESTIC TRAVEL actual itemized receipts 
are preferred. See page 3 of Appendix A for per diem links. Accommodations must be reimbursed at actual 
expense with itemized hotel folio. Hotel or other accommodations must be reasonable. Government per diem 
accommodation rates should be used as a guideline for what is considered reasonable. If claiming per diem, 
please remove the amounts for which meals were provided by either conference hosts, colleagues, or 
otherwise. Please review Appendix B for additional details regarding per diem. Travelers cannot submit 
receipts for meals and incidentals (i.e., hotel tips) when requesting per diem. Taxis and other travel costs are 
reimbursable while using per diem.  
 

Please carefully review Appendix B for information regarding vacation in conjunction with business travel. 
Appendix C defines Local Travel to outline when meals and lodging will be reimbursed. 
 

B. IRS Accountable Plan Rules 
 

Reimbursements for travel and business expenses are not taxable to an employee when paid in accordance with 
the “IRS Accountable Plan” rules. The University Travel and Business Expense Policy is designed to comply with 
Internal Revenue Service (IRS) Accountable Plan rules as outlined below. 
 

 

 

http://finance.jhu.edu/policyapp/displayGuidePDF.do?guideId=TRV
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1. Reimbursement must cover actual business expenses incurred by employees in connection with the 
performance of services as employees.  

2. Each expense must have a direct business purpose. Appropriate documentation supporting the 
business purpose as defined by the IRS is necessary for all expenses. Refer to Appendix A.  

3. The Carey Office of Finance requires itemized receipts for all expenses. Original receipts or copies 
must be attached to the Travel Reimbursement Template; traveler is responsible for keeping a copy 
of the reimbursement and receipts for one calendar year. The Office of Finance prefers receiving 
original receipts. 

4. Employees must substantiate the travel and business expenses they incur within a reasonable 
period in order to be reimbursed tax free. The University and Health System have adopted 90 days 
(SAP submit date) from the end of the trip for travel, and 90 days (SAP submit date) from the date the 
expense was incurred for non-travel business expenses as a reasonable period.  

 After 90 days, reimbursements will be paid as a payroll supplement which is added to the 
employee’s gross income, subject to tax withholding and employment taxes and included as 
wages on Form W-2. Payroll supplements may require additional approval by a 
division/department. 

5. Employees are required to repay any excess travel advances within 90 days after the completion of 
the trip.  

6. Pre-approval should be obtained if a faculty member expects to be reimbursed from any account 
other than their Discretionary Account. 

 

Compliance with IRS regulations is the responsibility of all employees.   
 

C. Travel Advance 
 

Travel Advances are available to University faculty, staff and students who are active in the payroll system and 
are to be used for meals and incidental travel expenses such as taxi fares. Travel Advances are not available to 
University Consultants or Independent Contractors. A Travel Advance Recovery form (B-38 : 
https://ssc.jhmi.edu/accountspayable/forms_travel.html) must be completed by Carey Office of Finance for all 
travel advances and have business area/department approval before Accounts Payable Shared Services will issue 
the advance. 
 

Travel advances will be accepted any time prior to a business trip. However, funds are not issued earlier than 
10 business days prior to the first day of travel. 
 

It is the traveler's responsibility to make a full accounting of the use of the travel advance and provide timely 
repayment to the University of any excess amount. The traveler must account for all expenses associated 
with the trip within two weeks of the last day of travel. The travel expense report must be submitted, 
approved and the excess advance paid within 90 days. Another travel advance cannot be issued until an 
outstanding advance has been closed (SAP TRIP report completed and any balance repaid).  
 
In the event that a travel advance is not accounted for within 90 days, the full amount of the advance will be 
repaid to the University through a payroll deduction. If someone is terminated without accounting for or repaying 
the travel advance, the amount of the advance will be sent to a collection agency if it is not repaid. 
 

D. JHU Travel Portal 
 

Johns Hopkins Travel and Expense Management is the central resource for University faculty, staff and students 
with regard to business travel on behalf of JHU (http://ssc.jhmi.edu/travel/index.html ). This department has 

http://ssc.jhmi.edu/accountspayable/DataFiles/TravelAdvanceRecovery.doc
https://ssc.jhmi.edu/accountspayable/forms_travel.html
http://ssc.jhmi.edu/travel/index.html
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worked to provide exceptional service to Johns Hopkins through a number of mechanisms: 
 

1. Negotiating with travel suppliers for University discounts and improved services for air, hotel, rental cars 
and other travel related services 

2. Collaborating with World Travel, Inc. (WTI) the preferred travel management company for the university 
3. Implementing Concur, the online booking tool, to expedite travel reservations for faculty and staff 
4. Developing, maintaining and managing central travel and expense-related policies and procedures 

 

Travelers should book travel with WTI agents directly or via Concur. Concur is the online booking tool that links 
with WTI systems for comprehensive coverage of your travel needs. Go to http://ssc.jhmi.edu/travel/index.html  
for the link to Concur and more information. Note: traveler must pay for all travel out of pocket and submit for 
reimbursement. 
 

Advantages of using Concur include: 
 

1. Negotiated discounts exclusive to JHU 
2. Centralized receipt management 
3. Ability to share and coordinate trips with colleagues or administrative personnel 
4. Travelers keep all rewards/points earned through frequent travel programs 

 

E. Foreign Travel 
 

JHU travel policies and procedures apply to both domestic and foreign travel. One month prior to foreign 
travel, travelers are encouraged to contact the University's International Travel Clinic 
(410-955-8931) for personal immunizations. Additionally, it is highly recommended that the traveler update 
the JHU International Travel Registry. The JHU International Travel Registry is available on the myJHU portal 
(https://my.jh.edu/portal/web/jhupub/), within the “Travel” icon on the left. The direct link is 
https://travelregistry.johnshopkins.edu/Travel. 
 

Registered travelers will receive assistance with pre-travel preparations, including notifications about the 
destination country, risks, and prevention measures. After a traveler creates a Travel Profile, the traveler will 
enter the itinerary for each trip, including flights, accommodations and in-country contacts. This critical 
information allows divisional crisis management staff to contact and support the traveler in the event that 
there is a natural disaster, political unrest or other emergency situation.  
 
Travelers are encouraged to use per diem governmental rates for FOREIGN TRAVEL for meals and 
incidentals (i.e., hotel tips). Accommodations must be reimbursed at actual expense. If using per diem, 
traveler cannot submit receipts for meals and incidentals. Taxis and other travel costs are reimbursable 
while using per diem. 
 

F. Currency Conversion 
 

If per diem is not used and original receipts are provided, the University will reimburse faculty, staff and 
students for actual travel expenses. The US dollars (USD) total for each expense should be provided using the 
credit card statement, which is the preferred method. In the case of payment by cash, convert the cost into 
USD at the exchange rate on the date the expense occurred. Due to the complications associated with the 
conversion of currency, the University strongly suggests the use of credit cards since the credit card statement 
will show the converted amount. 
 
 

http://ssc.jhmi.edu/travel/index.html
https://my.jh.edu/portal/web/jhupub/
https://travelregistry.johnshopkins.edu/Travel
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The Carey Office of Finance requires the use of this website for currency conversion if credit card statement is 
not available: http://www.oanda.com/currency/converter/. The conversion page must be printed and 
attached as back-up to each receipt. 
 

Currency Exchange Fees 
When using a credit card statement as proof of payment, the traveler may also include any associated Currency 
Exchange (foreign transaction fees) fees associated with that expense. These fees are reimbursable. 
 

G. Business Meals  
 

The School has developed two guidelines for hosting guests, both found in Appendix D. The first outlines the 
maximum amount for reimbursement for meals for hosting a Faculty Seminar Speaker/Guest Speaker in the 
Classroom/Faculty Recruit at Carey, charged to the OFR budget. The second identifies the maximum amount for 
reimbursement for meals during business-related travel, charged to faculty discretionary accounts. Please note 
that there is currently only one official School-supported Faculty Research Seminar Series; other seminars are not 
charged to OFR. 
 

H. Parking 
 

Monthly Parking 

Faculty may elect to obtain a monthly parking pass. The cost of the parking pass is shared between the School and 
the employee. The employee may initiate and terminate monthly parking arrangements by contacting Carey 
Business School Payroll (carey.payroll@jhu.edu). The employee share of this monthly cost is set on a tier based on 
the employee’s compensation. These costs change from time to time, with adjustments communicated to all 
employees. The employee share of parking expense is paid through payroll deduction. 
 

If you wish to opt out of parking, one month advance notice is required. The employee will not be able to opt back 
in for one year. Contact Carey Payroll if you have any questions. 
 

Daily Parking 

If an employee does not pay a monthly parking fee and drives to that employee’s “home” campus on a particular 
day, that employee is responsible for any fees to park for that day. These fees cannot be paid from the 
discretionary account. This is considered a commuting expense. 
 

Travel to another JHU Campus 

If an employee is required to travel for business purposes to a JHU campus other than his/her “home” campus, 
the School will cover the parking for the day at that campus. For example, if an employee normally works at 
Harbor East and is required to work at the Washington, D.C. campus, the School will pay for daily parking in 
Washington, D.C. Employees can receive parking coupons/vouchers for the day that they are working at the 
remote campus or can be reimbursed if they paid for this parking personally. To reduce costs and cut down on 
transactions, the preferred method would be to receive a parking voucher for the campus that an individual is 
visiting. Vouchers may be obtained from the Operations team on each campus. 
 

I. Non-Employee Travelers 
 

Faculty members should NOT request reimbursement of expenses paid by someone else. If a non-employee 

requests reimbursement for any travel expenses, JHU will remit payment directly to that traveler. Please 

forward all such requests to a member of the OFR staff. 
 

http://www.oanda.com/currency/converter/
mailto:carey.payroll@jhu.edu
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External Consultants and Independent Contractors  
Consultants and independent contractors, by definition, are separate business entities and the cost of travel 
under the terms of their engagement must be negotiated and included as part of the total consultant contract 
fees. Consultants are responsible for maintaining their own records of expenditures incurred related to those 
fees. Travel expenses for external consultants and independent contractors must be submitted on an invoice to 
Accounts Payable Shared Services to be paid against an open purchase order, through an online payment 
request or by completing a Non-Employee Travel Reimbursement Form. 
 

Visiting Lecturers  
Divisions/departments may authorize reimbursement to visiting lecturers for expenses incurred in connection 
with their travel to the University. Travel expenses for a visiting lecturer should be processed using the Non-
Employee Travel Reimbursement Form with receipts attached showing proof of payment. The purpose of the visit 
and the relationship to the University must be explained on the travel form. The guest must submit these 
expenses to OFR and be reimbursed via Non-Employee Travel Reimbursement. Reimbursement should be sought 
for only those items which have been paid out-of-pocket and not reimbursed in another manner. If payment is for 
honoraria and lecture fees, an invoice must be provided and processed via online payment request. 
 

Prospective Faculty Interviews 
Prospective faculty members may be reimbursed for travel expenses incurred in connection with an 
employment interview at the University (with departmental approval). Reimbursement should be requested 
on the Non-Employee Travel Reimbursement Form with receipts attached showing proof of payment. The 
purpose of the visit and the relationship to the University must be explained on the travel form. 
 

Other Official Visitors 
Divisions/departments may authorize reimbursement to other official visitors for expenses incurred in 
connection with their travel to the University. Expenses for official visitors should be processed using the Non-
Employee Travel Reimbursement Form with receipts attached showing proof of payment. The purpose of the 
visit and the relationship to the University must be explained on the travel form. 
 

Family Members and Others 
Personal travel expenses for family members or others not on University business should not be incurred in the 
name of the University or paid with University funds, even with the intention of reimbursing the University. 
Expenses for family members and others should be subtracted from the receipt(s) submitted for 
reimbursement. 
 

J. Reimbursement of Purchases 
 

All purchases should be made under the University’s purchasing policies and procedures such that the purchases 
are paid for directly by the University. On occasion, faculty, staff and students may purchase goods out-of-pocket 
on behalf of the University. Faculty, staff and students cannot make purchases of services on behalf of the 
University; services must be paid for directly by the University. For example, if a person pays for catering, lecture 
fees, honorarium or other services, these expenses cannot be submitted for reimbursement. The only exception is 
during foreign travel when an interpreter may be required. 
 

For purchases of goods made on behalf of the University, the amount cannot exceed $3,000 and the 
reimbursement will not include any sales tax paid because the University is exempt from sales tax on purchases. 
Any purchases over $3,000 will not be reimbursed. Reference Appendix E for Non-Reimbursable Expenses. 
 

The reimbursement must be adequately documented (date, item(s) purchased, business purpose, amount and 
proof of payment) and include the original itemized receipt. Carey does not reimburse expenses paid for with 
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points, credits, or any similar reward programs. It is highly recommended to use such credits towards personal 
purchases. 
 

K. Honoraria 
 

An honorarium is a payment to a guest speaker. All honoraria to non-employees must be paid using online 
payment requests, payable directly to the recipient of the award. Gift cards cannot be used. All honoraria to 
an individual with a total value of $600 or more per calendar year are tax reportable to the individual on IRS 
Form 1099. 
 

Note that the School does not typically pay honoraria to guest speakers for a degree-program course. This 
can be done in exceptional circumstances, but must be approved in advance by the Vice Dean for Faculty 
and Research. 
 

Honoraria received by Faculty from other institutions should be paid directly to the faculty member. When 
an institution requires payment directly to JHU, it must include an agreed-upon fringe rate. The University 
will subsequently pay the recipient through Payroll. Faculty cannot direct the payment to a discretionary 
account rather than accept the payment.  
 

L. Gift Cards  
 

IRS Regulations state that if cash or gift certificates of $25.00 or greater are given to an employee (TA/RA), the 
cash or value of the gift is considered as additional wages or salary. 
 

The Gift Card or Cash Equivalent Payment form (http://carey.jhu.edu/inside/office-of-finance/finance-forms-links/ 
) is required when requesting reimbursement or payment for gift cards or gift certificates purchased for any 
amount. This form requires the following information: First and last name, personnel # if an employee, student ID 
# if a student. If neither an employee nor student, a social security # and address are required if amount is $25.00 
or greater. 
 

M. Travel and Expense Reimbursement Procedures 
 

Carey Office of Finance audits and approves all employee reimbursements for the School. Additionally, the Office 
of Finance processes all faculty reimbursement requests within SAP. 
 

How to request reimbursement 
 

1. Complete the Travel Reimbursement Template in MS Excel (Inside Carey / Office of Finance / Finance 
Forms / Links: http://carey.jhu.edu/inside/office-of-finance/finance-forms-links/ ). Note there are 
multiple tabs on the template. 

2. Document all itemized receipts; one receipt per line item, in order by date of transaction; refer to 
Appendix A for required documentation. 

3. Print and sign completed template; be sure to include Personnel # and SAP Account #. 
4. Attach all receipts and submit to the Vice Dean for Faculty and Research for signature and approval (no 

staples, please). 
5. The Office of Faculty and Research will deliver the approved reimbursement to the Office of Finance for 

data entry, auditing and processing.  
 

The Carey Office of Finance will notify you upon receipt of the request and will contact you if there are any 
questions or missing documentation. 
 

http://carey.jhu.edu/inside/office-of-finance/finance-forms-links/
http://carey.jhu.edu/inside/office-of-finance/finance-forms-links/
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For additional information as well as forms and instructions, please refer to Inside Carey / Office of Finance / 
Travel & Expense Reimbursements: http://carey.jhu.edu/inside/office-of-finance/travel-expense-
reimbursements/  
 

N. Direct Payments to Vendors, Contractors and Suppliers 
 

The following payment transactions must be processed as direct payment from JHU and should not be paid by an 
employee and then submitted for reimbursement.  
 

 Office Supplies  
o Purchases should be requested through Carey Operations: Carey.supplies@jhu.edu 
o The University enjoys steeply discounted prices, free shipping and tax exempt purchasing. 
o When a faculty member purchases office furniture with faculty discretionary funds, Operations 

records the purchase.  When a faculty member leaves JHU Carey, he/she is responsible for 
returning all JHU-owned furniture to Operations (or leaving such furniture in their faculty office 
for Operations to collect). 

 Computer or Telephone Equipment and Accessories and Software 
o Purchases should be requested through Carey Information Technology (IT): 

carey.he.ithelp@jhu.edu 
o All equipment belongs to the University and must be registered in Carey Inventory. 
o Faculty can spend up to $2,500 from the IT budget on technology-related items every four years. 

Overages are charged to the discretionary accounts. 
o When a faculty member purchases equipment with faculty discretionary funds, IT records the 

purchase.  When a faculty member leaves JHU Carey, he/she is responsible for returning all JHU-
owned equipment to IT. 

 Contracts and Invoices 
o No one at JHU is authorized to sign a contract on behalf of the University, with the exception of 

University Officers. 
o All contracts must be forwarded to the Carey Office of Finance, which will forward to JHU 

Purchasing for approval and signature. 
 Services should NOT begin until a signed contract has been received. 

o All invoices must be paid directly by the University. Office of Faculty and Research staff will 
facilitate set up of vendor in SAP and payment. The entire process may take as long as 30 or more 
days. 

o Paper editing services provided by an individual (considered an Independent Contractor) must be 
paid by JHU directly. 

o An employee cannot be reimbursed under the accountable plan rules for visa, passport and 
immigration costs for family members (these are considered personal expenses). 

 Honoraria 
o Honoraria paid to non-Carey Faculty should be requested through Office of Faculty and Research 

staff (refer to section V-K above). If reimbursing travel expenses, JHU travel policies apply. 

 Any purchase > $3,000 
o Excluding airfare and lodging, any purchase >$3,000 must be paid directly by the University. 

  

Please do not hesitate to contact the Carey Office of Finance regarding any questions or concerns: 
carey.finance@jhu.edu. 

http://carey.jhu.edu/inside/office-of-finance/travel-expense-reimbursements/
http://carey.jhu.edu/inside/office-of-finance/travel-expense-reimbursements/
mailto:Carey.supplies@jhu.edu
mailto:carey.he.ithelp@jhu.edu
mailto:carey.finance@jhu.edu


Section II
Your Account



IO ACCOUNT CONTRACT YEAR 2019 BALANCE

2020 (8/16/19-8/15/20)

FY20 CONTRACTUAL BASE LOAD

Overload qualified No

Number of courses -                                   FY20 TOTAL LOAD

-                                                          

Negative balance Faculty fulfilled Teaching load obligation and may be eligible  for an overload payment (see above) 2020 YTD BALANCE
Positive balance Faculty didn't fulfill Teaching load obligation -                                   

CATEGORY AMOUNT CATEGORY AMOUNT CATEGORY AMOUNT CATEGORY AMOUNT

Total Enrollment Total Enrollment Total Enrollment Total Payment -$                                                        

Overload $ Overload $ Overload $

Total Credits Total Credits Total Credits Total Credits -                                                          

2020 TRANSACTION DETAIL

2020 WORKLOAD REPORT (SAMPLE)

FACULTY NAME

2020  OVERLOAD ELIGIBILITY

FALL 2019 SUMMARY SPRING 2020 SUMMARY SUMMER 2020 SUMMARY OTHER SUMMARY



FACULTY NAME IO ACCOUNT FISCAL YEAR 2019 BALANCE

2020 (7/1/19-6/30/20)

PERSONNEL # FY20 BASE ALLOCATION

2020 TOTAL BUDGET
-$                                      

2020 BALANCE

CATEGORY AMOUNT CATEGORY AMOUNT CATEGORY AMOUNT PERCENT

Multi Campus Credit ($) -$                     Remaining Campus/Grant -$                              100%

Grant Funding ($) -$                     Remaining Other Balance -$                              50%

Other Increase ($) -$                     Other Expenses ($) -$                          

RA Allowance ($) -$                     RA Expense ($) -$                          
RA Allowance (Hrs) RA Expense (Hrs) Next Year RA Allowance (Hrs)

TOTAL -$                     TOTAL -$                          TOTAL ROLLOVER -$                              

2020 DISCRETIONARY BUDGET REPORT (SAMPLE)

SUMMARY OF FUNDS SUMMARY OF EXPENSES ROLLOVER FOR FY21

2020 TRANSACTION DETAIL



 0.00 Prior Year Balance:

YTD Revenues:

YTD Expenditures:  12,065.39 

 0.00 

Month-End Balance: (12,065.39)

1012600000 - CAREY BUSINESS OPERA

Responsible Person:

Financial Function

Funded Program:

Fund Type:

Fund:

PI for Funded Program

126 - CAREY BUSINESS SCHOOLBusiness Area:

Fund Center:

14

76/2014

Non Sponsored PI Summary Report         

February 2014 

February 2014 Total Spent Total Committed Total Spent & Committed Budget BalanceExpenditures

Salaries & Wages  1,815.00  255.00  1,815.00 (1,815.00)

Supplies & Materials  2,718.55  990.00  2,718.55  9,777.17 

Other Expenses  550.00  550.00 (550.00)

Travel Domestic  5,388.84  5,388.84 (5,388.84)

Travel Foreign  1,593.00  1,593.00  1,593.00 (1,593.00)

Year-to-Date Expenditures  12,065.39  2,838.00  12,065.39  430.33 

Report for Funded Program: 800XXXXX - FACULTY NAME - DISCR   Fund: 1012600000 - CAREY BUSINESS OPERA 3/11/2014 1:03:49 PM   FM/FY: 008/2014   Page:  1 of  3
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Non Sponsored PI Transaction Report         

February 2014             

Fund Center

Responsible Person:

Fund:

Business Area:

Function Group:

Fund Type:

Funded Program:

Financial Function

1012600000 - CAREY BUSINESS OPERA

10 - General Operating Fund.PI for Funded Program:

800xxxxx - FACULTY Name
 Faculty Name (PERNR)

126 - CAREY BUSINESS SCHOOL

1266000001 - FACULTY RESEARCH ACT

FACULTY NAME 30 - Instruction & Sponsored Research

1000 - Instruction

Reference Doc #Item Text Posting DateClass G/L Account February 2014Vendor

*TRIP FROM 11/27/13 TO  11/27/13 1905330403OTHER RESRCH SUP 2/3/2014VENDOR    247.50 Supplies & Materials

*TRIP FROM 01/15/14 TO  01/15/14 1905369509 2/17/2014VENDOR  742.50 

Total Supplies & Materials  990.00 

*TRIP FROM 07/04/14 TO  07/07/14 TO

IACM CONFERE

1905370879TRAVEL FOREIGN 2/18/2014VENDOR  1,593.00 Travel Foreign

Total Travel Foreign  1,593.00 

Report for Funded Program: 800XXXXXX - FACULTY NAME- DISCR   Fund: 1012600000 - CAREY BUSINESS OPERA 3/11/2014 1:03:49 PM   FM/FY: 008/2014   Page:  2 of  3
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February 2014        

Non Sponsored PI Salary Report

Fund Center

Responsible Person:

Fund:

Business Area:

Function Group:

Fund Type:

Funded Program:

Financial Function

1012600000 - CAREY BUSINESS OPERA

10 - General Operating Fund.PI for Funded Program:

800xxxxx - FACULTY NAME
Faculty Name (PERNR)

126 - CAREY BUSINESS SCHOOL

1266000001 - FACULTY RESEARCH ACT

FACULTY NAME 30 - Instruction & Sponsored Research

1000 - Instruction

Employee End of Pay Period Wage Type Pay Period SalaryG/L Account

Reg Pay  60.00 01/15/2014Student Name SAL-STUDENT GRAD

Reg Pay  120.00 01/31/2014Student Name SAL-STUDENT GRAD

Reg Pay  75.00 02/15/2014Student Name SAL-STUDENT GRAD

 255.00 Total for Student Name

 255.00 Total Salaries

Report for Funded Program: 800XXXXX - FACULTY NAME   Fund: 1012600000 - CAREY BUSINESS OPERA 3/11/2014 1:03:49 PM   FM/FY: 008/2014   Page:  3 of  3
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Section III:
Hiring an Assistant



Hiring Hourly Teaching and/or Research Assistants 

 
The employment process is managed by Carey Human Resources (HR) in conjunction with the faculty 
member and Carey Payroll. TAs and RAs may not begin work prior to being cleared to work by Carey HR.  
 

A. Onboarding Timeline 
 
We endeavor to get your TA or RA started as quickly as possible, but please allow adequate lead-time to 
onboard your TA or RA.  Here is a guide for what to expect in hiring: 
 

 Carey Student Other JHU Student Non-Student (“Casual”) 

Typical Lead 
Time Required 
Prior to Start 

5-7 business days  7-10 business days 10 -14 business days 

Key 
Dependencies 

 Student’s completion 
of personal data and  
I-9 documentation  

 Student’s completion 
of personal data and  
I-9 documentation 

 JHU employment office 
clearance notification 

 Casual hire’s formal 
application 

 Background check 
completion 

 I-9 documentation 
 

High Level 
Process 

 Faculty member 
identifies student and 
confirms role/pay 
details 

 Student status and 
data is verified 

 Student presents I-9 
documentation 

 Carey HR clears 
student to begin 
work 

 Carey Payroll 
authorizes student 
and faculty member 
for Harvest 
timekeeping access 

 Faculty member 
identifies student and 
confirms role/pay 
details 

 Student status and data 
is verified by Carey HR 

 Student presents I-9 
documentation to 
school employment 
office 

 Other employment 
office notifies Carey HR 
that student is clear to 
begin work 

 Carey HR notifies 
faculty that work may 
begin 

 Carey Payroll 
authorizes student and 
faculty member for 
Harvest timekeeping 
access 

 Faculty member 
identifies resource 

 Resource formally 
applies on JHU Jobs 

 Background check is 
conducted and cleared 

 Offer letter is 
generated 

 Resource presents I-9 
documentation to 
Carey HR  

 Carey HR notifies 
faculty that work may 
begin 

 Carey Payroll 
authorizes student and 
faculty member for 
Harvest timekeeping 
access 

 
Please refer to the Supervisor Guide to the Employment Process on Inside Carey:  
http://carey.jhu.edu/about/careers-at-carey/student-employment/supervisor-guide-to-the-  
employment-process 

 
 

  

http://carey.jhu.edu/about/careers-at-carey/student-employment/supervisor-guide-to-the-employment-process
http://carey.jhu.edu/about/careers-at-carey/student-employment/supervisor-guide-to-the-employment-process
http://carey.jhu.edu/about/careers-at-carey/student-employment/supervisor-guide-to-the-employment-process


B. Teaching Assistant Policy 
 
The Office of Education will pay for TA support according to the following schedule: 

 

Combined Course Enrollment 
Per Term for all Course Sections 

Onsite Online 

< 60 0  20 hours per week of TA 
support 

60 – 90 20 hours per week of TA 
support 

40 hours per week of TA 
support 

90 – 120 30 hours per week of TA 
support 

50 hours per week of TA 
support 

120 – 150 40 hours per week of TA 
support 

60 hours per week of TA 
support 

Notes:  

 Students are limited to working 20 hours per week during an active term. 

 TA support may begin up to 4 weeks prior to the start of the semester, but for a maximum of 10 hours 
per week before the term begins.  

 Exceptions to the above can be made for newly hired full time faculty with prior approval by the Vice 
Dean of Education.  

 Faculty may also request TAs for sections that do not meet the above criteria. However, the TA will be 
paid from the faculty member’s discretionary account and not by the Office of Faculty and Research. 

 
Faculty are strongly encouraged to establish a Teaching Assistant agreement that outlines expectations for 
the TA. Teaching Assistants will also be required to complete an online training, which will familiarize them 
with Blackboard and other tools. Please consult with Teaching and Learning with any questions on the 
Agreement or online TA training. 
 

C. Research Assistant Policy 
 
Faculty may request Research Assistants or other Office aides at any time. These positions will be paid 
directly from the faculty member’s discretionary account.  

 

D. Finding TAs and RAs 
 
You may post your available role to current Carey and JHU students – start at www.handshake.com. 
 

E. Approving Hours - Payroll 
 
All assistants and aides are paid as hourly employees. Carey uses the Harvest software to track, approve 
and pay hourly employees. Hiring faculty are required to approve timesheets each week.  The work week 
is defined as Monday-Sunday. Hourly employees should submit their timesheet no later than noon        
on Monday. Supervisors should review/approve those timesheets no later than noon on Tuesday. 

 
For more information regarding timekeeping for hourly employees, please contact 
Carey.payroll@jhu.edu. 
 

F. Student Graduation and Other Termination of TAs and RAs  
 

Students are not allowed to work past graduation without prior authorization from HR. If your RA or 
TA plans to ends work, please notify Carey.HR@jhu.edu and Carey.payroll@jhu.edu prior to the last 
day of work.  

http://www.handshake.com/
mailto:Carey.payroll@jhu.edu
mailto:Carey.HR@jhu.edu
mailto:Carey.payroll@jhu.edu


Section IV:
Forms



Return Completed form to:

Carey Office of Finance

ykhurgel@jhu.edu and rspeck3@jhu.edu

WORKLOAD ADJUSTMENT REQUEST 

Please complete form in its entirety. Forms lacking the required information or documentation will be 
returned to the authorized signer. Examples of adjustments include: 

 Course development for a new course of strategic importance to the school or a new online
course

 Institution building activites of strategic importance

 Any change or adjustment to contractual workload or course compensation not captured in SIS

EMPLOYEE INFORMATION 

Employee Name: 

Last First M.I. 

Employee ID Number: Contract Year  Date: 

ADJUSTMENT INFORMATION 

Reason for Adjustment: 

**NOTE – Attach all supporting documentation such as course syllabi or appointment letter. 

ADJUSTMENT DETAILS 

Effective Date: Credits / Dollars ($): 

SIGNATURES 

Employee Signature: Date: 

Vice Dean Signature: Date: 

mailto:ykhurgel@jhu.edu
mailto:rspeck3@jhu.edu


Faculty Discretionary Account Purchases 
$500 and above - Supplies & IT Purchases

Requisition Information-TYPE and submit to: SGordon@jhu.edu 

 

Date of request: From: Phone #

Faculty Discretionary Account #:

Item description (attach documentation or include url):

Estimated cost: Date required:

Justification:

SIGNATURE-Vice Dean Faculty or Proxy PRINT NAME DATE

Once approved, submit this form to: 

Supplies:  CareyOperations@jhu.edu   OR   IT: carey.he.ithelp@jhu.edu  

AND Carey.Finance@jhu.edu                                                      See reverse for policy

mailto:SGordon@jhu.edu
mailto:carey.finance@Jhu.edu
mailto:carey.he.ithelp@jhu.edu
mailto:carey.he.ithelp@jhu.edu


POLICY 
  

  

SUPPLIES 

All items greater than $500 require this requisition form be completed, then 

signed by the Vice Dean of Faculty or Proxy.  

  

All installation charges applicable to these purchases will be paid from the 

discretionary account.  

  

For your reference, normal office supplies are listed here: Office Supplies Carey 

  

  

IT PURCHASES 

Contact JHU Carey IT regarding computer hardware/software items they normally 

order, which are paid using the IT budget. IT items greater than $500 and paid via 

faculty discretionary account require this requisition form be completed, then 

signed by the Vice Dean of Faculty or Proxy. 
  

  

  

All items must remain at the Carey Business School and are JHU 

property. 
  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

https://carey.jhu.edu/uploads/documents/Supplies_with_Pictures_and_Hyperlinks_Updated_12.6.16.pdf


Personnel # Trip#
Start On: End On:

Attach all receipts in order of DATE CHARGED and number to correspond to # below. Missing receipts should be listed and a SIGNED Missing Receipt Affidavit attached.

Receipt # Transaction Date SAP Account # Amount

1 $0.00

2 $0.00

3 $0.00

4 $0.00

5 $0.00

6 $0.00

7 $0.00

8 $0.00

9 $0.00

10 $0.00

11 $0.00

$0.00

Mileage: Inter -Campus travel may use the mileage rates without additional documentation

Receipt # Transaction Date
Miles (Rounded to nearest 

whole number)

Amount 

($0.58/mile)

A $0.00

B $0.00

C $0.00

D $0.00

0 $0.00

$0.00

Traveler Signature: Date:

Approver Signature: Date:

 

Notes/Comments:

I certify that the above transactions/travel were for Johns Hopkins business purposes and that vacation was not a major consideration for the travel.

Sub-Total (Mileage)

Purpose

Total Reimbursement

Print Name: 

Print Name:

Mapquest
Description (To / From and business purpose) - Attach Mapquest route showing actual 

miles

Per Diem (1st and Last Days of Travel are Pro-Rated @ 75%) Include documentation from the GSA-JHU prefers travelers collect receipts for domestic travel.

Employee Name

Trip dates

Sub-Total (Receipts)

Per Diem Rates

Missing Receipt Affidavit

Business Expenses, Local Travel and Overnight Domestic Travel Template CY 2019

Description (Business Meals need to include Purpose, Full List of Attendees, Titles, Affiliations & Detailed restaurant receipts)

Please note: IRS/JHU regulations require all 

reimbursements to be completed in SAP within 90 days of 

purchase or the last day of travel.

https://www.mapquest.com/
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://apps.finance.jhu.edu/depts/ap/internal/MRA.pdf


Personnel # Trip#
Start On: End On:

OANDA Currency Converter

Receipt # Transaction Date SAP Account #
Foreign Currency 

Name

Amount in Foreign 

Currency

Exchange 

Rate
Amount

1 $0.00

2 $0.00

3 $0.00

4 $0.00

5 $0.00

6 $0.00

7 $0.00

$0.00

Per Diem (1st and Last Days of Travel are Pro-Rated @ 75%) Include documentation from the GSA-JHU prefers travelers collect receipts for domestic travel. International Per Diem Rates

Receipt # Transaction Date SAP Account # # of Days
Claimed Per 

Diem

1 $0.00

2 $0.00

3 $0.00

$0.00

Mapquest

Receipt # Transaction Date
Amount 

($0.58/mile)

A $0.00

B $0.00

C $0.00

$0.00

$0.00

Traveler Signature: Date:

Approver Signature: Date:

Purpose

Notes/Comments:

Attach all receipts (including prepaid) in order of DATE CHARGED, and number to correspond to # below. Provide Credit Card transaction in USD, or ATTACH 

OANDA exchange conversion for each receipt submitted.

Miles (Rounded to nearest whole 

number)
Description (To / From and business purpose) - Attach Mapquest route showing actual miles

International Travel Template CY 2019

Description (Business Meals need to include Purpose, Full List of Attendees, Titles, Affiliations & Detailed 

restaurant receipts)

Please note: IRS/JHU regulations require all reimbursements 

to be completed in SAP within 90 days of purchase or the 

last day of travel.

Employee Name

Trip dates

I certify that the above transactions/travel were for Johns Hopkins business purposes and that vacation was not a major consideration for the travel.

Sub-Total (Receipts)

Sub-Total (Mileage)

Total Reimbursement

Mileage

SAP Account #

 Sub-total (Per Diem)

City Eligible Per Diem

Print Name:

0

Print Name: 

https://www.oanda.com/currency/converter/
https://aoprals.state.gov/web920/per_diem.asp
https://www.mapquest.com/
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Appendix A - Travel and Expense Guidelines (Page 1)

Type of 

Expense
Required Documentation Notes

General Proof of Payment  

 Credit card receipt/statement

 Cancelled check (front and back)

 Receipt confirming charge to “card ending in XXXX”

 Itemized receipt

 For cash payments (credit card preferred): The MRA 

form is required in addition to the itemized receipt. 

Business Purpose

Missing Receipts

•Missing receipts are reimbursed only with a Missing Receipt Affidavit Form (MRA: 

https://apps.finance.jhu.edu/depts/ap/internal/MRA.pdf ) which requires the payee 

signature and her/his supervisor's signature with a complete explanation of the 

expense. The MRA is not to be used in lieu of waiting for the appropriate receipt or 

not wanting to submit the original receipt. Complete only one form for all missing 

receipts per SAP Trip.

Include ALL costs of the trip regardless of payment method

• This includes prepaid expenses (e.g. items paid via P-card, check request, PO)

Include the following documentation:

Airfare  Itinerary showing origination, destination, date of 

travel

 Early Bird check-in is reimbursable on Southwest Airlines. All other seat upgrades for 

domestic flights are not reimbursable. Baggage fees are reimbursable. TSA and Global 

Entry Fees are not reimbursable. Business class fares are acceptable for International 

Travel only. 

Books  Detailed receipt showing title of book (Amazon 

packing slip is fine)

 Sales tax will not be reimbursed.

 Amazon purchases can be made through SAP (Shopping Cart). Contact your 

Department’s Admin. 

Car, Personal  Mileage log with Origination and Destination or

screenshot from MapQuest (or similar tool) with 

mileage between locations identified

 Receipts for toll amount paid, or toll tables from State 

Transit Websites, or EZPass transaction log

 Commuting (mileage to/from home to your normal work location) is not reimbursable.

Car, Rental  Rental Agreement

 Fuel receipt(s)

 The University self-insures rental cars in the U.S. in the same manner it insures its own 

vehicles. Therefore, insurance coverage offered by car rental agencies should not be 

purchased while traveling on University business in the United States. The cost for 

coverage in the U.S. would not be reimbursable. When traveling abroad, however, 

insurance coverage should be purchased and would be reimbursable as a travel expense.

Foreign 

Transaction 

Fees

 Credit card statement showing original transaction 

and associated foreign transaction / currency 

exchange fee

https://apps.finance.jhu.edu/depts/ap/internal/MRA.pdf


Type of 

Expense
Required Documentation Notes

Hotel  Itemized hotel bill / hotel folio  Personal expenses, as listed in Appendix B, are not reimbursable.

 Travelers should ask for educational or corporate discounts at all hotels, many of which 

charge reduced rates to those who identify themselves as JHU employees.

Meals, 

Business

 Credit card receipt 

 AND itemized restaurant receipt

 Name, title, company of everyone present

 the location, if not on receipt

 a description of the University business conducted 

during this meal  

Business meals generally include individuals from outside the

University who take part in the business purpose of the 

meeting. However, there are instances where business meals 

among University personnel may be reimbursed at the 

discretion of the Vice Dean of Faculty and Research.

Guidelines for Hosting a Faculty Seminar Speaker/Faculty 

Recruit at Carey identify the maximum amount to be 

reimbursed for these business meals, which are paid from 

the OFR budget. Guidelines for Hosting Faculty Guest 

Speakers (paid using discretionary accounts) are also 

available.

Business meals appropriate for reimbursement:

Business meals must include a substantial and bona fide business discussion and 

include a purpose, such as the following:

 Interviewing job applicants

 Meeting prospective donors or sponsors

 Hosting official guests of the University as appropriate for University business

 Food and/or beverages for meetings of regular University Committees including 

student committees or other working groups with periodic functions (e.g. quarterly) 

directly related to meeting the University's objectives

 Food and/or non-alcoholic beverages for University staff required to work during 

non-usual hours

 Occasional meals provided during business meetings scheduled mid-day 

(Occasional means infrequent; weekly or monthly meetings scheduled routinely 

during lunch would not be eligible)

 Meals provided in conjunction with a professional development seminar or an 

employee evaluation

 Reasonable expenditures for social functions to recognize retiring or resigning 

employees, introduce new faculty and staff or provide for informal student 

interaction with department faculty and staff

 Occasional staff morale with prior approval as appropriate. (Occasional means 

infrequent; weekly or monthly meetings scheduled routinely during lunch would not be 

eligible)

Meals not eligible for reimbursement

• All meals of a personal nature

• Meals during working hours, where one employee takes another employee to 

breakfast, lunch or dinner, other than those specifically noted above as allowable 

• Social events for University employees that do not have a clear business purpose (e.g. 

wedding or baby showers)

• Meals provided during meetings routinely scheduled mid-day during lunchtime

• Meals during local travel, including day trips, other than business meals noted above
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Type of 

Expense
Required Documentation Notes

Also Include the following documentation (continued):

Meals, 

other

 Credit card receipt 

 AND itemized restaurant receipt

 Meals during overnight travel, beyond 150 mile radius  (unless conference related)

Other
 Description of the item

 Business purpose

Parking
 Receipt from parking garage showing location and date  Parking is reimbursable for non-primary work locations only. Reduced rate vouchers 

are located with the Carey Operations teams at Harbor East and DC.

Per Diem

 Print from the appropriate link below:

 Travel within the United States:

http://www.defensetravel.dod.mil/site/perdiemCalc.cfm

 M&IE Breakdown (Domestic):          

https://www.gsa.gov/travel/plan-book/per-diem-

rates/meals-and-incidental-expenses-mie-breakdown

 Travel outside the United States:

https://aoprals.state.gov/web920/per_diem.asp

 M&IE Breakdown (International): 

https://aoprals.state.gov/content.asp?content_id=114&

menu_id=75

1. Rates (M&IE) include the following items:

a. All meals: Breakfast, Lunch, Dinner, Snacks

b. Incidentals: Taxes, tips/gratuities, laundry (for travel exceeding 5 days)

2. Although per diem lodging rates are published, lodging will only be reimbursed with 

actual receipts

3. Per diem cannot be used for travel that is less than 12 hours in duration

4. No meal receipts are required when per diem is used

5. Remove corresponding amounts for any meals for which the traveler did not 

personally pay

Rail

 Train ticket showing origination, destination, date of 

travel and amount

 Lowest cost fare preferable
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http://www.defensetravel.dod.mil/site/perdiemCalc.cfm
https://www.gsa.gov/travel/plan-book/per-diem-rates/meals-and-incidental-expenses-mie-breakdown
https://aoprals.state.gov/web920/per_diem.asp
https://aoprals.state.gov/content.asp?content_id=114&menu_id=75
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Appendix B – Per Diem and Vacation in Conjunction with Business Travel

CAREY FINANCE PER DIEM POLICY
On the first and last day of travel, the maximum per diem claim is 75%. This can be claimed when actual time is 12 hours or greater on the travel 
day.

• 50% per diem can be claimed on first/last days of travel where actual travel time is greater than 6 hours but less than 12 hours.
• No per diem may be claimed for less than 6 hours on the first/last travel day.

JHU POLICY FOR VACATION IN CONJUNCTION WITH BUSINESS TRAVEL:

Faculty or staff may plan vacations to coincide with University business travel. When that occurs, the University traveler is expected to maintain 
accurate records of the time and expenses relating to personal or incremental costs of personal travel versus University business. The distinction 
must be drawn at the point when the business purpose, i.e., the meeting, seminar, has commenced or been completed. 

When an employee takes vacation while on a business trip, the IRS provides exceptions so that the expenses that cannot be easily identified 
between business and personal do not have to be allocated or prorated between business and personal. The best examples are airfare and 
transportation to and from the airport. One of the exceptions is: vacation was not a major consideration for the trip. This means that the trip was 
decided upon for business purposes and that any vacation time was arranged to coincide with the trip, either before or after the business 
purpose. This IRS exception can be identified when the trip is submitted; there is a check box. If this exception does not apply, do not check the 
box. Contact the University Tax Office at tax@jhu.edu with any questions. 

Also, any cost escalations (e.g. higher airfare) due to the vacation portion of the trip must be paid personally. The traveler needs to obtain 
comparative itineraries for the airfare. One itinerary is for the travel that is purely for business purposes with no days added. The second is the 
actual trip including vacation. If there are extra costs, the traveler pays the difference.

ADDITIONAL GUIDANCE

Research airfare comps (business portion only) at the same time that you make your final travel arrangements (which include vacation). Providing 
comps obtained at the same time as booking final travel ensures accurate comparison of fares;

• Provide back-up documentation for conferences. If you are combining business and vacation travel, please be especially mindful to provide 
detailed back-up documentation showing the dates of business-related work, as these dates can be reimbursed according to JHU policy, 
while any expenses related to vacation will not be reimbursed. An itinerary is extremely helpful for complicated travel;

• Per diem is covered only during the business portion of the trip - for meals and appropriate incidental expenses; lodging reimbursement 
requires a paid hotel folio (JHU does not reimburse per diem for lodging); 

• If claiming per diem, any meals provided by the conference or host should be removed from the per diem request (you will find the 
breakdown for each meal on the per diem site).



Appendix C – Local Travel Defined
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• Local travel takes place close enough to your work location that you will not need to stay overnight before 
returning home.

• Carey Business School local travel includes the following geographic areas:

– Campuses in Baltimore and Washington, DC

– Any location within 150 miles (~2.5 hour drive) of your primary work location

• Any non-business meal expenses incurred during travel to these areas will not be reimbursed by the University

– The IRS considers this area as local travel and specifically excludes these meals for reimbursement



Appendix D – Meal Guidelines: Hosting a faculty seminar speaker, Guest Speaker in 
the Classroom, or faculty recruiting (Page 1)
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Following are guidelines to host a speaker associated with the Office of Faculty and Research (OFR) Seminar Series, 
Guest Speaker, or Faculty Recruiting at Johns Hopkins Carey Business School. Speakers traveling from outside the 
United States must be approved in advance. This policy is intended to outline acceptable practices so that the seminar 
and recruiting budgets will sustain all scheduled events throughout the academic year.

Meals

• OFR will reimburse the cost of meals for speakers and typically up to three faculty members. Other than the 
speaker, all attendees must be JHU personnel or have a business reason for attendance.  

• Listed below are the thresholds for reimbursable amounts per meal, which includes costs for food and alcoholic 
and non-alcoholic beverages. Taxes and tips are not included in the threshold amounts. Tips should not exceed 
20%. If more than three Carey/JHU faculty attend the meal, the total reimbursable amount is still limited to the 
maximum per meal, which includes costs for food, alcoholic and non-alcoholic beverages. 

Breakfast: $35 per person, $140 maximum per meal
Lunch: $40 per person, $160 maximum per meal
Dinner: $100 per person, $400 maximum per meal

• If food and drink charges exceed the specified maximums per person or per meal (if more than three Carey/JHU 
faculty attend), then the payee will be responsible for the remaining balance and coordinate with other attendees 
the share in the cost.  

• Carey faculty are permitted to use their discretionary account for reimbursement of meal expenses incurred if 
thresholds are exceeded.

• If the speaker is staying two nights, costs for a second dinner will be reimbursed and allowable amounts will follow 
the per-person, per-meal thresholds. 

• For reimbursement processing, both the itemized restaurant receipt and the credit card receipt must be submitted 
on an expense form completed by the faculty who incurred the charge, and signed by the Vice Dean. The itemized 
restaurant receipt confirms the per person expenditure and allows for alcohol to be recorded separately. The 
credit card receipt confirms the total amount spent. 



Appendix D – Meal Guidelines: During Business-Related Travel  (Page 2)
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• Meal expenses incurred by full-time faculty on business-related travel may be reimbursed by faculty discretionary 
funds when the expense is properly documented and supported by the original receipts and proof of payment. 
The documentation must include the names and institution of persons involved and the business purpose.

• The following guidelines have been approved by the Finance Office and Vice Dean of Faculty and Research, and 
are effective October 10, 2016:

• Listed below are the thresholds for reimbursable amounts per meal, which includes costs for food and alcoholic 
and non-alcoholic beverages for up to four persons, one of whom must be a Carey faculty member. Taxes and tip 
are not included in the threshold amounts. Tips should not exceed 20% of the cost of the meal and drinks. 

Breakfast: $25 per person, $100 maximum per meal

Lunch: $35 per person, $140 maximum per meal

Dinner: $75 per person, $300 maximum per meal

• Per diems are permissible for meals and incidental expense (M&IE) when traveling outside of the Baltimore or 
Washington, D.C. areas. For trips or meals that are subsidized by institutions other than Carey or Johns Hopkins, 
per diems are not allowed and reimbursements should be for actual expenses only. When submitting per diems, 
please calculate travel days at 75% of the per diem rate, and please include a printout from the GSA or USDOJ 
website with the per diem rate you use.

– Link to domestic per diem by location: https://gsa.gov/portal/content/104877

– Link to international per diem by location: https://aoprals.state.gov/web920/per_diem.asp

• Faculty may be not reimbursed for meals while attending Baltimore or Washington, D.C. area school-related or 
research-related events unless it involves a business meal. A business meal is defined as a meal that includes more 
than one person, includes the faculty member, and has a primary purpose towards the mission of Carey.

• For meal expenses incurred when hosting speakers for Research Seminar Series or recruiting activities, please see 
the guidelines in the Faculty Handbook under Administrative Resources section:
http://carey.jhu.edu/inside/resources-for-faculty/faculty-handbook/administrative-resources

https://gsa.gov/portal/content/104877
https://aoprals.state.gov/web920/per_diem.asp
http://carey.jhu.edu/inside/resources-for-faculty/faculty-handbook/administrative-resources


Appendix E – Non-reimbursable Expenses

An employee cannot be reimbursed under the accountable plan rules for the 
following miscellaneous personal expenses (the list is not all inclusive):

• Visa, passport and immigration costs for family members
• Airline club membership dues
• Airfare purchases with “points”
• Air phone usage
• Annual fees for personal credit cards
• Baby-sitting
• Barbers and hairdressers
• Car maintenance or repairs
• Cell phones, smart phones, or similar devices and any accessories
• Charitable contributions made by faculty and staff to organizations
• Commuting expenses (to and from work)
• Clothing or toiletry items
• Corporate card delinquency fees or finance charges
• Country club dues
• Club membership dues, see Club Memberships, section AP-TRV-PL-20
• Golf fees
• Health club fees
• Health insurance
• Home internet access
• Home telephone service
• Hotels paid for with “points”
• JP Morgan fees for travel reward program (or similar fees with other 

credit card companies)
• Laundry or valet services for travel of less than four days
• Medical expenses while traveling including over-the-counter 

medications

• Mini-bar alcoholic refreshments
• Movies (including in-flight and hotel in-house movies) 
• "No show" charges for hotel or car service – unless documented and 

approved by business area/department
• Optional travel or baggage insurance 
• Parking tickets or traffic violations 
• Personal accident insurance (domestic)
• Personal entertainment, including sports events
• Personal items purchased while traveling including toiletries, 

magazines, books, newspapers, etc.
• Personal luggage and briefcases
• Personal property insurance
• Personal property lost or stolen
• Personal telephone calls in excess of reasonable calls home
• Pet care
• Purchases of Goods made on behalf of the University cannot exceed 

$3000 and reimbursements will not include sales tax.
• Saunas, massages or other spa services
• Services: Faculty and staff cannot make purchase of services on behalf 

of the University. Services must be paid directly by the University
• Shoe shine
• Ski lift tickets
• Souvenirs or personal gifts
• Spouse or family member travel or meals
• Temporary housing – see Moving Expense Policies and Procedures
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Policy: ACCTP006, effective 10/07/2007
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The Carey Business School is developing its Executive Education program to be attractive to mid‐ and upper‐ 

level managers. Courses will be created and conducted by full‐time Carey faculty, part‐time Carey faculty, and

outside professionals. All courses will be reviewed by Carey full‐time faculty to ensure quality.

Executive Education program management has created a compensation schedule to pay faculty and

professionals who create and teach Executive Education courses. Cash payments will be in accordance with 

the compensation schedule in effect at the time the teaching occurs. This schedule, which includes payments 

for course creation as well as teaching, may be revised from time to time at the discretion of management.

Full‐time faculty who teach Executive Education courses may elect to be paid for this effort or may elect to

receive teaching credits, within limits described herein. This document describes the mechanism by which

teaching credits can be earned, as follows:

 Each day of teaching an Executive Education course (where a day of EE teaching is 7 hours) will equal

0.5 teaching credits. For example, teaching a 3‐day Executive Education course will be equivalent to

1.5 teaching credits.

 A maximum of two credits earned through Executive Education can be used in a given academic year

to offset the for‐credit teaching load of a tenure‐track faculty member. Practice track and lecturer

faculty members may use up to four credits earned through Executive Education to offset their for‐ 

credit teaching load.

 Executive Education teaching credits may be accumulated by full‐time faculty across academic years.

The general policy on a maximum carryover of 5 teaching credits in any given year is still applicable for

any Executive Education earned credits. However, a maximum of two teaching credits earned through

Executive Education can be redeemed in a given year for tenure track faculty, and up to four teaching

credits for practice track and lecturer faculty, against regular teaching loads. Anything in excess of

allowable banked credits will be paid in cash.

 Once a faculty member commits to a degree program teaching plan for the coming year, any changes

thereafter must be approved by the Vice Dean for Faculty & Research. Due to coverage requirements,

it is unlikely that mid‐year changes to degree program teaching commitments as a result of

accumulated Executive Education teaching credits will be allowed.

 A faculty member who accumulates teaching credits through Executive Education may elect to change

this decision and receive payment as long as it is within the same fiscal year as the Executive Education

course was taught. They will be paid in accordance with the compensation schedule that is in place at

the time the courses are taught.

 Co‐Teaching: When two or more faculty members are developing or teaching an Executive Education

course, the compensation or teaching credits will be divided as determined by the instructors. It can

be divided equally or adjusted based upon a pre‐determined agreement between the faculty

members.

 The Carey Business School Executive Education department and The Business Office will keep all

teaching and compensation records. Their records will be considered official.

Appendix G
Johns Hopkins Carey Business School Executive Education Program

Full-time Faculty Teaching Policy

10



Appendix H – Helpful Links

• JHU Travel and Business Expense Policies and Procedures: 
http://finance.jhu.edu/policy_procedures/ap_policy_procedures.html#one

• JHU Travel website: http://ssc.jhmi.edu/travel/index.html

• Inside Carey / Office of Finance / Travel & Expense Reimbursements http://carey.jhu.edu/inside/office-of-
finance/travel-expense-reimbursements/
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Last updated 8/5/2019 

Appendix I – Moving Policy 

Applies to FT Faculty with start date before 10/01/2019  

Welcome to the Johns Hopkins University (JHU) Carey Business School! This document sets forth policies 
and procedures to facilitate the household relocation of new JHU Carey faculty, and includes the 
following: 

 Relocation and Expense Reimbursement Guidelines

 JHU’s Moving Expense Policies and Procedures (Appendix A)

 JHU Moving Vendors Resource List (Appendix B)

 Helpful Links and Resources Information

 Relocation Reimbursement Template: Used for reimbursement of all moving expenses,
including house-hunting and final move (Excel spreadsheet)

RELOCATION AND EXPENSE REIMBURSEMENT GUIDELINES 

Terms: Relocation agreement and spending limit amount must be included in the employment contract 
and will be subject to the following terms:  

• Total reimbursement for house-hunting and relocation costs shall not exceed spending limit
amount stipulated in the employment contract letter.

• Relocating by a distance of more than 50 miles due to the new employee’s appointment with
JHU Carey Business School.

• Relocation must take place within one year of employment start date.
• Expenses of reasonable relocation expenses should be properly documented (with proof of

payment) and submitted to the Office of Faculty & Research (OFR).
• Reimbursement of house-hunting and moving expenses are considered taxable income by the

IRS; and will be processed via Payroll following the new employee’s start date; tax will be
deducted from the employee’s paycheck. IRS Publication 521 “Moving Expenses” should be
referred to for additional information. This publication and additional information/documents
can be obtained through http://www.irs.gov.

House-Hunting 

JHU Carey will reimburse reasonable expenses incurred for one trip for house-hunting (maximum 7 day, 
6 night stay) in the Baltimore/Washington, D.C. area. The OFR will cover the cost of airfare, lodging, 
meals, and ground transportation for the employee and spouse or domestic partner. 

Request for reimbursement of house-hunting expenses must include: 
• Itemized receipts and proof of payment for all expenses, including meals (no alcohol).

1. Option to claim per diem for meals (link to rates can be found on the travel template)
2. Adhere to meal limits per person: Breakfast $25 / Lunch $35 / Dinner $75

• Lodging bill / folio, indicating proof of payment (please refer to the Required Documentation
tab of the reimbursement template)

• Full airline or train itinerary, indicating itemization and proof of payment.

12
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Completed travel reimbursement template, original receipts, and supporting documents (organized by 
date) should be submitted to the OFR as soon as possible after the new employee’s start date.  

Estimates by Moving Companies 

JHU Carey will pay for reasonable moving costs for the new employee’s relocation to the 
Baltimore/Washington, D.C. area, if greater than 50 miles. The new employee must obtain and submit 
to the OFR quotes from three separate vendors for the moving of household and personal items. 
Commonly, the lowest bid is approved by the OFR. However, if a vendor with a higher quote is 
preferred, please provide justification in the email when sending the quotes. The OFR will take the 
employee’s preference into consideration when determining the moving vendor.  

**The University provides a list of moving vendors as a courtesy (Appendix B). Some of these vendors 
(e.g., The Talbot Group or The MIGroup) will obtain three bids for the new employee. If these vendors 
are unable to meet the new employee’s needs, then other moving providers may be utilized.  

Once a moving vendor is approved by the OFR, the new employee will be informed via email. Below are 
the three payment options and processes, in order of preference:  

• Self-pay: After obtaining three bids and receiving approval from the OFR, the new employee
secures the selected mover and pays for the moving expenses out-of-pocket. JHU Carey will
reimburse the new employee for moving expenses (please see below for additional details) via
travel reimbursement/Payroll. NOTE: JHU is tax-exempt in most states; please obtain the tax-
exempt form from the OFR—DO NOT PAY TAX; JHU Carey will not reimburse the tax if JHU is
tax-exempt in that state.

• Invoice: JHU Carey will process this payment, providing a copy to Payroll (this is considered
taxable income; tax will be deducted from the employee’s paycheck). Vendors already set up in
the University’s finance system (JHU vendor list) should receive payment within 7-10 days after
processing. Vendors that need to be added to the University’s finance system should receive
payment within 6-8 weeks.

• Purchase Order: Some moving companies may require a Purchase Order. JHU Carey will process
this payment, providing a copy to Payroll (this is considered taxable income; tax will be
deducted from the employee’s paycheck). Vendors already set up in the University’s finance
system (JHU vendor list) should receive payment 2-4 weeks after processing. Vendors that need
to be added to the University’s finance system should receive payment within 6-8 weeks.

Moving Expenses 

Completed travel reimbursement template, original receipts, and supporting documentation (organized 
by date) should be submitted to the OFR after the new employee’s start date.  

Examples of reimbursable expenses: 
• Packing, crating, and shipping furniture and other household items.
• Shipping automobiles and pets.
• Storing and insuring items for a 30-day period after moving out of the former home and before

delivery to the new residence. Employee will be responsible for payment beyond 30 days (not
reimbursable).

• Transportation costs and lodging for the new employee, spouse or domestic partner, and
dependent children while traveling to the new location (final trip only).
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• Meals (no alcohol)
1. Option to claim per diem for meals (link to rates can be found on the travel template)
2. Adhere to meal limits per person: Breakfast $25 / Lunch $35 / Dinner $75

JHU Carey guidelines for the actual moving trip for household members are specific to one trip (one-
way) per new employee and family (spouse or domestic partner and dependent children). The trip must 
be taken in the most direct route to qualify for reimbursement. One-way air coach transportation for the 
new employee, spouse or domestic partner, and dependent children will be reimbursed. If air travel 
includes a personal component, reimbursement is based on the most direct route from the former 
home to new residence; or the actual airfare purchased, whichever is less. Comparable travel itineraries 
(obtained at the same time as final booking) must be submitted.   

When traveling long-distance travel by car, JHU Carey will consider details of the reimbursement on a 
case-by-case basis. 

Helpful Hints: 

• Receipts are always necessary to substantiate moving expenses claims.
• Employees should submit all itemized receipts.
• Receipts for meals should include the names of all in attendance.
• Alcohol, tax on alcohol, and the percentage of the tip for the alcohol are not reimbursed.
• JHU is tax-exempt in most states and will not reimburse for tax on items other than meals or

lodging (e.g., Packaging materials, moving companies). Obtain the appropriate state’s tax-
exempt form from the OFR.

• The current mileage rate for move-related expenses can be found at:
http://www.controller.jhu.edu/depts/tax/mileage.html

General Non-Reimbursable Expenses Considerations: 

 Expenses associated with breaking a lease, preparing a home for sale, real estate commissions
or closing costs are not reimbursable.

 Expenses for obtaining Maryland or Washington, D.C. drivers’ licenses, registering vehicles, and
emissions test fees, etc. are personal expenses and are not reimbursable.

 The University will not reimburse any employee for purchasing a vehicle to be used for moving,
even though this might cost less than renting a similar vehicle for the move.

 The University does not reimburse employees for household goods purchased to replace goods
left behind because the employee elected not to move them.

 Temporary living expenses are not reimbursed (i.e., hotel for one or more nights after move to
area to await home readiness).

Please contact the OFR carey.faculty@jhu.edu or the Finance team at JHU Carey carey.finance@jhu.edu 
if the employee have any questions. 
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Appendix B: JHU Moving Vendors Resource List 
Hopkins Preferred Vendors (Movers) Vendor # Address Contact Telephone # 

Advance Relocation Systems (ATLAS) 

Domestic & Intl Movers 1000262 

11500 CROSSROAD CIRCLE, 
STE A 

Baltimore, MD 21220 

DEBBIE BOWLING 
DBOWLING@ADVANCERELO.COM 

Michelle Green 
mgreen@advancerelo.com 

800-296-8950 x22 
410-574-8406 Fax 

410-241-4868 

Hoffberger Moving Services LLC 

MidAtlantic ONLY (MD, W, Va, DE, PA, 
VA) 

1015009 

1406 Shoemaker RD 
Baltimore, MD 21209 

SEAN QUINN 

SQUINN@HMSMOVERS.COM 

410-825-3344 

443-829-6132 Cell 

TheMIGroup 

Domestic & Intl Movers 
1007133 

106 Lukens Drive 
New Castle, DE 19720-272 

Scott Sheldon 

Scott.sheldon@migroup.com 

800-734-6925 

302-778-0916 Fax 

The Talbot Group, Inc. 

Domestic and International Movers 
1010633 

PO Box 117 
Granby, CT 06035 

Ernie Coshonis 

info@thetalbotgroup.com 

800-654-6877 x22 

866-404-0234 x22 

United Van Lines 

Domestic; International 
1010997 

6465 Frankford Ave.  
Baltimore, MD 21206 

Any independent agent can 
service you 

877-740-3036 

Whalen’s Moving & Storage Co, LLC 

Domestic & Intl Movers 
2021428 

PO BOX 667 
Crofton Falls, NY 10519 

sales@lieffeyvan.com 800-759-4253 

212-410-3500 

ALLIED VAN LINE 

Household; Long Distance; Cross 
Country; Interstate 

2068055 / 
1000503 

4761 Solutions Center 
#774781 

Chicago, IL 60677-4007 
For Domestic & International 

Quotes Dial: 
800-267-9515 

North American Van Lines, LLC 2014704 / 
1007584 

4761 Solutions Center 
#774781 

Chicago, IL 60677-4007 

For Domestic & International 
Quotes Dial: 

844-458-3729 

800-223-2300 

Higher Educational Relocation 
Specialist (HERS) 

Collins Brothers Moving 

1018553 
620 Fifth Avenue 

Larchmont, NY 10538 
Linda Foley (CS Coordinator) 

lfoley@collinsbros.com 
914-833-4726 
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Helpful Links and Resources 

Below are links to information resources the employee may find useful for the employee’s relocation to 
the area: 

JHU- new employee relocation/ 
moving expenses 

Relocation information from JHU  

http://finance.jhu.edu/depts/tax/policies.html 

http://hopkinsworklife.org/worklife/relocation.html 

A comprehensive website about the 
neighborhoods of Baltimore City 

http://livebaltimore.com/ 

Living in Washington, DC http://living-in-washingtondc.com/ 

JHU incentive program to live near 
work 

http://web.jhu.edu/lnyw/neighborhoods.html 

Registering the employee’s vehicle in 
Maryland 

http://www.mva.maryland.gov/Vehicle-Services/REG/NewtoMd.htm 

Registering the employee’s vehicle in 
DC    

http://dmv.dc.gov/service/dmv-vehicle-services 

Maryland public schools  http://marylandpublicschools.org 
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