
GE Faculty Leader Expenses 

Reimbursable Expenses 
 

Expenses Covered by 
Insurance 

Incidentals Non-reimbursable Expenses 

 
 To be paid by OGE, or pre-

billed to students 
 Charge to Travel-Card where 

possible 
 

 
 To submit claim to 

insurance 
 To be reimbursed by 

insurance company upon 
program end 

 Charge to Travel-Card 
where possible 

 
 Reimbursable 

personal expenses 
 Pay with personal 

funds 
 

 
 Pay with personal funds 

 
 Pre-approved program-related 

expenses for programs without a 
tour provider (e.g. hotels, 
museums, group meals, 
transportation) 

 Unexpected program-related 
expenses  
Examples:  

- Transporting an injured 
student/faculty member to 
daily activities in cabs 

- Hotel wifi when internet 
access is required for 
coursework 

- Rebooking a train ticket if the 
group missed a connection 

- Tips for tour guides that were 
accidentally omitted in budget  

 

 
Note: You must obtain express 
consent from the Office of Global 
Education before charging or paying 
non-emergency expenses. 

 
 Broken/lost luggage 
 Pick-pocketing, loss of 

personal items 
 Program emergencies 

- Additional nights in 
hotel 

- Additional 
transportation due to 
strikes/natural disaster 

- Hospitalization, 
medicine, crutches 

 Student emergencies 
- Prepaying student 

hospitalization, medical 
expenses if the student 
is unable to do so 

 
Note: You must keep receipts 
and hospital reports. Where 
possible, a police report must 
be filed for theft and loss of 
personal items. 

 
 Laundry/dry cleaning 

every 5 days (capped @ 
$30/week; dry cleaning 
is discouraged)  

 Reasonable phone calls 
to one’s primary 
residence (capped @ 2 
hours/week-7 days); 
consider using 
Facebook, Skype, or 
Viber to communicate 
with family  

 1 first-aid kit per 
program (if possible 
bring back to HPU) 

 Tips for Porters ($5 per 
occurrence; for faculty 
only) 

 

 Airline upgrades/being reseated on the flight 
 Meals for tour guides (note: we do not pay for tour guides’ meals as 

they are paid an honorarium. If you would like to treat them to a 
meal, this is a non-reimbursable expense) 

 Meals not included in the program – use per diem 
 Non-program-related recreation 
 Non-program-related transportation (cabs) 
 Personal hotel charges (e.g. movies, room-service, mini bar, room 

upgrades) 
 “Optional” activities: museum entries, tours and activities that are 

not listed in the itinerary (if the students were not pre-billed for the 
expense, it is a non-reimbursable expense) 

 Personal items (e.g. tissues, toothpaste) 
 Personal medications (e.g. aspirin)  
 Tips for guides/meals beyond those included in the program fee 

(note: all tips & gratuities are included – if you feel you want to tip 
beyond that amount, this is considered a non-reimbursable 
expense) 

 Wifi beyond what is needed for program operations 
 In-flight Wifi/air phone 
 Snacks, bottled water, coffee breaks; covered by per diem  
 Immunizations and personal doctor visits 
 Luggage weight overages 
 Thank you notes 
 Gifts 
 Tips for meals; covered by per diem 
 Other student expenses; ex. snacks, water 

 



 

 

 

 
GE Faculty Leader 

Study Abroad Travel Tips 
 

 

 Limit talk time on the phone. Try using Facebook, Skype, WhatsApp or Viber. 
 

 For small charges for students, have the students pay directly. 
 

 Dry cleaning is discouraged. 
 

 Overages on phone plans must be documented with a business purpose. 
 

 Print account statements for cell phone bills online instead of paying for a copy to submit 
for reimbursement. 
 

 Any other expense not included on GE Faculty Leader Expenses chart should be pre-
approved before making the purchase. 
 
 


