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University of Tokyo JP Policy/
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HTW Berlin DE /
MIT USA intern
Stanford USA
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Link to document
Year 
Published

https://www.sustainabilityexchange.ac.uk/
travel_and_expenses_policy_newcastle_u
niversity 2014

https://www.exeter.ac.uk/staff/
employment/leave/travel/
purposeandprinciples/ 2020

https://www.hw.ac.uk/uk/services/
assurance-services/travel.htm 2020

https://www.staffs.ac.uk/assets/
Travel%20-Expenses-
Policy_tcm44-4171.pdf 2017
https://www.york.ac.uk/media/
staffhome/finance/documents/
Travel%20and%20Expenses%20Poli
cy%2009%20June%202014%20V6.
pdf 2014

https://www.leeds.ac.uk/finance/policies/
expenses/travel/principles.htm 
https://forstaff.leeds.ac.uk/news/article/
6593/travelling_internationally 2018

https://www.gla.ac.uk/media/
Media_278348_smxx.doc 2018
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h8ps://cs.swansea.ac.uk/~cssimonr/
resources/documents/internaVonal-travel-
policy.pdf 2017

https://www.bradford.ac.uk/purchasing/
internal/contract-agreements/
travelaccommodation/ 2020

https://www.uwl.ac.uk/about-us/how-
university-works/finance/insurance/travel-
information 2020

https://www.finance.admin.cam.ac.uk/
policy-and-procedures/financial-
procedures/chapter-5b-expenses-benefits/
travel-university-4 2020

https://www.nottingham.ac.uk/fabs/
finance/services/expenses/expenses.aspx 2020

https://www.abdn.ac.uk/staffnet/working-
here/travel-overseas-2130.php 2017

h8ps://www.soas.ac.uk/admin/governance/
policies/file84949.pdf 2018
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https://www.aber.ac.uk/en/hse/proc-prac/
travel/#policy 2016
https://www.sheffield.ac.uk/finance/staff-
information/mymoney/myexpenses/
travel_allowance

https://www.strath.ac.uk/finance/
accountingservices/conly/travelinsurance/

https://access.tufts.edu/tufts-travel-policy

https://www2.aston.ac.uk/staff-public/hr/
policies/international-travel
https://www.auckland.ac.nz/en/about/the-
university/how-university-works/policy-

2019
https://www.brown.edu/about/
administration/policies/travel-policy-air-

2019
https://www.staffnet.manchester.ac.uk/
insurance/travel/

2019
https://controller.richmond.edu/sourcing-
payments/travel.html

2019
https://www.colgate.edu/about/campus-
services-and-resources/travel-policyhttps://www.kent.ac.uk/transport/business/
index.htmlh8ps://www.uc.edu/content/dam/uc/af/
financialpolicies/Docs/travelexp_pol.pdf

2019
https://travel.berkeley.edu/understand-
policy/travel-policy-nutshellhttps://policy.unimelb.edu.au/
MPF1300#section-1

2019
https://www.ucl.ac.uk/staff/task/arrange-
travel-insuranceh8ps://www.ljmu.ac.uk/~/media/sample-
sharepoint-libraries/policy-documents/

2016
https://www.epfl.ch/campus/services/
finance/services-of-the-vice-presidency-https://www.fu-berlin.de/en/sites/uas/
mobility-program/Travel-Guidelines/

?
https://www.uu.nl/en/organisation/
sustainable-uu/travel-differentlyh8ps://www.ucc.ie/en/media/support/
financeoffice/financialaccounVng/

2018
http://www.reading.ac.uk/internal/finance/
TravelandInsurance/fcs-ins-business.aspxhttps://www.desk.usi.ch/en/travel-work-
purposes

2020
https://www.grc.uzh.ch/dam/jcr:ffffffff-
ce41-2a57-ffff-ffffa0763d86/

2013
https://actus.ulb.be/fr/actus/q-and-a-
coronavirus-covid-19#travelbusiness

2020
h8ps://
universitycounsel-2015.sites.olt.ubc.ca/files/

2015
https://your.yale.edu/policies-procedures/
policies/3301-travel-university-https://finance.utoronto.ca/policies/gtfm/
travel-and-other-reimbursable-expenses/https://www.imperial.ac.uk/staff-travel-
and-expenses/bookings-transport-and-https://www.ugent.be/en/ghentuniv/
principles/sustainability/travelpolicyhttps://www.uea.ac.uk/hr/employee-
information/policies/travel 
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https://www.uu.nl/en/organisation/sustainable-uu/travel-differently
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https://actus.ulb.be/fr/actus/q-and-a-coronavirus-covid-19
https://your.yale.edu/policies-procedures/policies/3301-travel-university-business
https://finance.utoronto.ca/policies/gtfm/travel-and-other-reimbursable-expenses/travel-and-other-reimbursable-expenses-policies-and-guidelines/
https://www.imperial.ac.uk/staff-travel-and-expenses/bookings-transport-and-visas/flights/
https://www.ugent.be/en/ghentuniv/principles/sustainability/travelpolicy
https://www.uea.ac.uk/hr/employee-information/policies/travel


https://intra.kth.se/en/anstallning/
tjansteresor/tjansteresa-1.605344 2018
h8ps://www.kcl.ac.uk/governancezone/
assets/finance/travel-policy.pdf

2018
https://tyndall.ac.uk/sites/default/files/
tyndall_travel_strategy_2015_v1.pdf

2015
https://calstate.policystat.com/policy/
7260973/latest/#autoid-7d9bm

2020
h8ps://www.utas.edu.au/__data/assets/
pdf_file/0003/1290081/Travel-

2019
https://humber.ca/legal-and-risk-
management/policies/general-

2013
https://www.uvic.ca/vpfo/accounting/
home/news/current/revised-travel-and-

2019
h8ps://www.bathspa.ac.uk/media/
bathspaacuk/about-us/policies/staff/

2018
https://www.vub.be/en/nieuws/2019/02/27/
vubtoday-vub-aims-for-climate-neutrality-

2019
http://ctlr.msu.edu/COMBP/mbp70ebs-
July2019.aspx#:~:text=Personal%20Trave

2019

h8ps://staff.admin.ox.ac.uk/travelling-for-
work/bookings-and-transport ?

intern

https://www.lucsus.lu.se/sites/lucsus.lu.se/
files/lucsus_travel_policy.pdf

2018
https://policies.anu.edu.au/ppl/document/
ANUP_005402

2018 (and 
currently 

h8ps://travel.berkeley.edu/understand-
policy/travel-policy-nutshell 
h8ps://policy.ucop.edu/doc/3420365/BFB-
G-28 

2019
https://www.uct.ac.za/main/about/policies/
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https://greencampus.ku.dk/strategy2020/
Full_strategy_GC2020_-
__webversion_english.pdf 2020
h8ps://www.u-tokyo.ac.jp/content/
400020769.pdf

2009
https://www.leuphana.de/universitaet/
entwicklung/nachhaltigkeit/klimaneutrale-
h8ps://www.dtu.dk/english/about/strategy-
policy/policies/sustainability-policyh8ps://www.lucsus.lu.se/sites/lucsus.lu.se/
files/lucsus_travel_policy.pdf

2018
https://www.mcgill.ca/travelservices/tips/
sustainable-travel

2020?
h8ps://medarbetarportalen.gu.se/
digitalAssets/

2010
h8ps://www.universiteitleiden.nl/binaries/
content/assets/algemeen/duurzaamheid/

2016

https://vpf.mit.edu/travel-planning-and-
expensingstaff: h8ps://web.stanford.edu/group/fms/
fingate/staff/travel/policy_notes/air.html 

2019

 https://wellcome.ac.uk/funding/carbon-
offset-policy-travelhttps://changingthestory.leeds.ac.uk/
2020/06/30/decarbonising-research/
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Overview / Highlights Monitoring
informa(on 
provision

Carbon 
Levy

Travel should be by the most cost and 
environmentally effecVve means, 

Cost & sustainability and environmental issues; 

Travel policy 2020; travel only if necessary yes

travel policy 2020

Whilst the needs of the traveller should be taken into 
account all travel must be cost and Vme effecVve.   

The University is commi8ed to reducing its overall 
impact on the environment 

commits to foster a staff and student body where 
sustainable travel – including business travel - is the 
norm.  

2018: Business travel – parVcularly air travel - 
contributes significantly to carbon budgets at 
organisaVonal, naVonal and internaVonal scales, 
along with associated environmental, health and 
social impacts.  These impacts need to be managed 
while recognising the value that travel can generate.  
The University of Leeds Sustainability Strategy and 
Travel Plan commits to foster a staff and student 
body where sustainable travel – including business 
travel - is the norm. 
‘the greenest mile is the mile not travelled’ 

2018: "Therefore, before undertaking any journey 
either in connecVon with or a business trip staff 
should consider the following quesVons; 
• Is my journey absolutely necessary? 
• If it is how can I minimise my carbon impact? 
• Is there a method or route which will 
maximise my producVvity whilst travelling? 
• Is the cost acceptable? 
Economy class is assumed to be the normal class of 
travel for all staff although the decision regarding 
higher class of travel up to business class and above 
is for the discreVon of departments.  As a general 
guide business class or equivalent is acceptable if the 
department is willing to fund the cost and the point 
to point trip is of six hours duraVon or more. "
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Journeys will only be approved if they are business 
criVcal as part of the University’s measures to control 
cost. 

2020: All travellers are therefore required to consider 
the alternaVves to travel first, to both reduce cost 
and to help meet emissions targets: 
Always ensure the trip is business criVcal. There 
needs to be a compelling reason to travel this may be 
an overwhelming academic or operaVonal need or a 
legal, reputaVonal or financial risk to the University if 
the journey is not undertaken. Consider use of the 
University’s Skype for Business, Could the meeVng be 
effecVvely held in any other way which will result in 
reduced cost or environmental impact, e.g. 
telephone / video / web conferencing/go-to MeeVng 
etc. 
Standard class must be used for all journeys, unless 
the following excepVons apply: Any travel above 
standard class may be authorised where it is more 
cost effecVve, if the cost is within a maximum of £15 
for a comparable single journey and where there is a 
clear business need to facilitate effecVve working.  
This excepVon must be authorised
All travel should seek to further the reputaVon or 
compeVVve posiVon of the University 

Employees should always choose the most cost-
effecVve method of transport for business journeys 
bearing in mind the numbers travelling and Vme 
consideraVons. 

2020: Rail: Second class fare is payable unless first 
class travel is allowed by the Head of Department or 
other authorised person. 
Air: Economy class service should be used at the fare 
giving the best value for money. ExcepVon for 
premium economy or business with approval if: 
- the flight is more than 8 hours;  
- they are working on behalf of the University (e.g. 
presenVng a lecture/a8ending an event) within 3 
hours of landing
N/a - behind login access 
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N/a - behind login access 

Travelers must book the most economical rates 
available 

travel costs are effecVvely monitored and authorised 
 promote safe and economical University travel  
world-class research; outstanding learning and 
student experience; and social responsibility. 

Members of the University community have a 
responsibility to exercise good judgment and Mostly behind login 
Cost focused 

Prior to making a travel commitment, all employees 
should consider the environmental impact of their 

LJMU is aware of the environmental impact of 
university travel and is commi8ed to idenVfying, 

Yes
general Uni policy BUT also "Travel Less Without 
Loss" pilot ParVcipants travelling in the framework of the 
University Alliance for Sustainability commit to: Train Zone - locaVons that should be always train, 
usually train, or train is possible. 

Yes  -see h8ps://
www.uu.nl/sites/All official travel should be by the shortest pracVcable 

route and by the cheapest pracVcable mode of 

journeys should be opVmised and overall costs 
minimised (actual cost and travel Vme The most economical flight connecVons must be 
selected. only in relaVon to Covid-19 travel 
under review (2020) 
The transportaVon chosen should be the least costly, 
consistent with the iVnerary and the business the mode of travel considered reasonable is that 
which provides adequate standards of comfort, much behind login 
"Sustainable travel policy" 
Mostly behind longin. Overseas travel at University 
expense should be undertaken by the cheapest 
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Business travel plans must be planned and 
implemented to minimise environmental impact 

All domesVc travel, that is travel within the United 
Kingdom and Europe, will be undertaken at the least While travelling helps advance research, opVons are 
available to limit travel emissions by reducing the 

Code of Conduct. 
Quarterly emission TransportaVon expenses shall be reimbursed based 

on the most economical mode of transportaVon and 

Travel must be the most direct and economical with 
reasonable consideraVon to the value of a traveler’s 

Can't find details of this just yet but headline reads: 
VUBToday: VUB aims for climate neutrality with new 

unspecific; "As a general principle, you should use 
the most economic means and class of travel – 
usually Economy class or equivalent." 

We’ve provided more clarity around travel and the 
different fares allowed. There is more flexibility 

UCSUS recognizes that travel, parVcularly from flying, 
consVtutes the single largest source of work-related 

yes set concrete, 
personal reducVon 

see 7. Sustainable Travel 
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employees have to consider other opVons than 
flying, if the desVnaVon can be reached by train 
within eight hours. Researchers are further 
encouraged not to parVcipate in more than two 
internaVonal conferences per year. When flying is 
necessary the carbon footprint should be prioriVsed 
over the price of the journey. This could, for instance, 
mean avoiding unnecessary transfers. 

2020_ 1 Departement: employees have to consider 

DTU must promote sustainable transport opVons and 
seek to reduce work-related transport when possible Monitor individual, 

work-related 
SystemaVcally collect 
travel-related 

h8ps://medarbetarportalen.gu.se/digitalAssets/
1409/1409946_regler_motes_o_resepolicy_eng.pdf goal The standard mode of travel for business trips 
with a travel Vme less than 6 hours will be the train. 

The University pays reasonable and necessary 
expenses incurred in the course of University-related 

Wellcome is commi8ed to reducing the 
environmental impact of the travel we fund. We Decarbonising Research 
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Carbon offseDng
Banning of flights 
within certain area manda(ng class of travel

Yes

Air travel should be 
used in UK when it is 
cheaper than rail 
travel or saves a 
considerable amount 

Travel in tourist/economy 
or equivalent 
class•Upgrades to 
business or equivalent 
class may only be made if 

Internal flights (i.e. UK 
mainland) are only 
permi8ed if they are 
cheaper than the rail 
equivalent.

Yes (no addiVonal classes 
paid for on air, limited 
upgrades when travelling 
by rail)

yes
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uk flights only if 
cheaper / only 
pracVcal alternaVve

yes (on flights, within £15 
on rail, or where a clear 
business need)

Yes (but with exepVons)
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yes, but business class 
allowable for >8hrs flights

yes, but allowed if flight is 
over 5 hrs or for H&Syes but business class 
allowable if over 4 Vme business class air travel 
may be reimbursed for Coach class should be 
used for all domesVc Yes - only premium 
economy allowed in 

economy only unless for 
medical reasons or for yes, but with excepVons
yes, but with excepVons

recommended to take train for journeys under 5 hrsyes - economy only within 
Europe, business can be recoemmended within 1000km

yes, economy unless over 
8 hrsExpenses and Travel policy 
may permit an upgrade in 

yes, but with exepVons

yes, can upgrade with 
permissionyes. Economy unless flights over 6 hrs / 8hrs & medical reasons
yes, economy unless:  
flights in excess of 6 hours, 

Yes near mandatory 
within 6hrs and highly 
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within 500km

first allowed if working on 
train. Economy; excepVon 
for medical reasons
Yes with excepVons (no 
first class in rail

No. Can take ground 
transport instead of 

yes, economy only with 
excepVonsdoes so centrally yes, economy only with 
excepVonsAirline: all air travel shall 
be at economy fareyes, with excepVons e.g. 
8hrs+, meeVng directly Rail: Travellers are 
expected to travel 

first class air travel nerver 
permi8ed; First class fares 

yes
yes economy only with 
excepVons (to be granted)

yes econmy or "similar 
label" with excepVons
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The university pays for air 
travel in coach or yes with excepVons
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Capping number of travelers

Use of travel 
management company 
(TMC)

Travel Declara(on / 
authorisa(on

Yes (not mandatory)

Yes (not mandatory) In progress

Yes

mandatory

mandatory (with limited 
exepVons) Yes

Yes (mandatory under 
£500)

yes (if not using TMC, or 
for jourenys over £500)

mandatory yes
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yes

yes (internaVonal & UK 
over £100

mandatory yes - with insurance

yes (not mandatory)
yes (mandatory from HoS 
for >£3000)

yes (not mandatory)

yes, if to medium / high 
risk countries according to 
FCO

Mandatory
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Mandatory
yes - Travel Approval 
flowchart

Yes - if outside of UK

yes (not mandatory) Yes
Yes (ideally up to 6 weeks 
in advanced). Travel 
approval flowchart

Mandatory from line manager

yes for overseas travel yes, purpose of trip from 
line manager PLUS Yes - internaVonal travel 
registryyes (not mandatory)

yes (not mandatory)
Mandatory (maybe not) yes

Yes, from line manager
mandatory (with 
excepVons)

Yes, from line manager 
(good setup for roles & yes (not mandatory) Yes - Insurance & line 
manager

yes (not mandatory) creaVon and validaVon of 
a travel request

yes (not mandatory)
Yes, at local level
yes - noVficaVon of travel

Yes (unsure if mandatory)

Yes - authorisaVon form
yes (not mandatory) yes, at least by line 

managerMandatory
No more than twenty-five percent 
(25%) of employees from the same 

not mandatory
yes (not mandatory) if 
flight is over £20 cheaper 

23



mandatory
yes (except in exepVonal 
circumstances)

yes (not mandatory)
mandatory Authorisaton required 

using Travel Management 

yes (not mandatory) pre-approval may be 
required, depending on yes (not mandatory)

Pre-authorisaVon required
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yes
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Any incen(ves provided? Note of Travel Hierarchy 

Yes

Yes

Yes

no first class rail unless cheaper Yes
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yes

yes

yes (first class air if agreed with Hos)
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no personal air miles can be claimed

Yes
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The university will reimburse any staff with carer 
responsibiliVes for reasonable child/dependent care 
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Alterna(ves given?

Q's around whether the 
journey is essenVal

Q's around whether the 
journey is essenVal
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Q's around whether the 
journey is essenVal
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yes, authorisaVon must 
show these are not 

Are you a member of 
academic staff? Would you 

Yes - decision making 
flowchart (virtual first), Travel Check document: 
h8ps://www.uu.nl/sites/Yes, menVon of VCT

Suggests VCT alongside 
commuVng
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Strong suggesVon to use 
VCT instead 

"When planning meeVngs 
and conferences, meeVng 
Vmes are to be planned 
with regard to parVcipants 
travelling by train or public 
transport"
Staff should also consider 
if the journey is necessary Decision Tree provided 
(basis for many others)
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The policy does not only 
affect researchers at the 
department, but also 
guests invited to discuss 
and asses theses and to 
the department’s 
colloquium. Good 
videoconferencing 
faciliVes will be prioriVsed 
to enable virtual 

decision tree
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