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George Mason University Korea Travel Policy and Procedures 

Article 1 (Purpose) 
 
The purpose of this policy is to ensure that George Mason University Korea (the University hereafter) 
serves as a responsible steward of financial resources and that employees are reimbursed fairly and in a 
timely manner for legitimate business expenses that have been pre-approved and documented in 
accordance with this policy. To be reimbursable, the travel should be performed in the most economical 
manner consistent with Mason Korea business requirements; the expenses should be reasonable, 
necessary and (except for meal and incidental expense per diem) actual; and not exceed the limitations 
imposed by the University. 

Travel expenditures are open to public review and audit. Individuals are expected to exercise prudent 
judgment in performing travel. Travelers are required to present receipts for all expenses except for meals 
and incidental expenses reimbursed on a per diem basis. Costs reimbursed on a mileage basis are also 
exempt from the receipt requirement. 

Article 2   (Pre-trip Planning and Travel Authorization) 
 

a. Cost Estimating and Approval Travel costs must be estimated in a travel authorization form 
before the proposed trip is made if the travel is overnight and the cost is likely to exceed $500. 
The approval must be required by completing the travel authorization form. All travel, however, 
must be approved in advance. 

 
i.. Travel Requiring Written Approval 

 
All overnight travel must be completed using a travel authorization form and be approved 
in writing in advance by the traveler’s first line supervisor and a fiscal officer with 
signature authority for the fund/organization being charged if the traveler or supervisor 
does not have signature authority for that fund/organization. Campus Dean may neither 
authorize his own travel nor approve his own reimbursement vouchers. 

 
ii. Travel Requiring Oral Approval 

 
Day trip may be authorized orally or in writing by first line supervisors. 

 
 
 
 

b. Adjustments to Travel Reimbursements 
Budget constraints may require that adjustments be made to the amount of the travel 
reimbursement that will be approved. Prior to approval, an adjustment may be made in the 
event an employee has a long term travel assignment. Prior or subsequent to approval, an 
adjustment may be made if costs are lower due to employees sharing services, such as taxi or 
lodging. 
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Article 3 (Calculation and Documentation of Travel Expenses) The amount for various 
business travel expenses is based on the practices in Korea, most particularly the practices in 
effect in Korean universities. It is grounds for dismissal if an employee falsifies a claim for 
reimbursement of travel expenses. 

 
a. Reimbursing Transportation Costs 

 
i. Railway and Boat 

 
For business purposes with pre-approval, the actual expense is reimbursed with proper 
receipts. 

 
ii. Commercial Air 
Payment of commercial airfare for university business should be paid using the university 
provided travel agency as the primary option, or a department P-card. This ensures that 
travelers do not incur unnecessary out-of-pocket expenses and adhere to air limitations. 
Airline travel cannot exceed the rates charged for tourist, coach, or economy class 
accommodations. First class or business class air travel is prohibited.  

 
iii. Transportation using personal vehicle 
Whenever possible, the employee should use a vehicle supplied by University. 
Reimbursement for pre-approved business travel using one’s personal vehicle is made on 
the basis of Appendix A.  The actual cost of renting a vehicle while traveling is 
reimbursed as long as it was preapproved. 

 
iv. Taxi 
For business purpose, it can be reimbursed up to 30,000 KRW within Incheon area. 
Preapproval is required when you go to outside of Incheon area. 

 
v. Car Accident while driving a University vehicle 

 
If an employee, who is driving a university vehicle on an authorized official business, is 
involved in an accident, the university will cover the associated repair and other 
compensatory costs, if the accident is determined by a third official party (such as by the 
police, insurance company, etc.) to be not of his/her fault. For an initial (first time) 
accident, the university will cover the repair and compensatory costs regardless of who 
was at fault. Subsequent accidents, determined to be the fault of an employee, however, 
are the responsibility of the employee to repair all vehicles involved in the accident, as 
well as any other compensatory costs. If an employee is involved in two accidents, 
regardless of who was at fault, the university reserves the right to suspend the employee 
from driving an official university vehicle for up to one full year. 

 
 
b. Calculating Per Diem 
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Generally, travelers are paid on a per diem basis for meals and certain incidental travel expenses 
rather than being reimbursed for actual expenses. The incidental portion of the per diem is 
intended to cover such items as transportation to restaurants, personal telephone calls, laundry, 
and tips to baggage handlers and taxi drivers.  See Appendix B. 

 
The per diem rate must be reduced for all “no-cost” meals the traveler receives including meals 
included in event registration fees. 

 
On travel departure and return days, travelers receive 75% of the per diem meal allowance and 
100% of the per diem incidental allowance, regardless of the time of departure or return. The 
return day allowance is based on the rate at the location where the traveler spent the night prior 
to returning to the home base. 

 
c. Reimbursing Lodging 

 
An original itemized hotel bill must support lodging reimbursement requests. Please refer to the 
Appendix C for details. Finance will provide guidance as to the hotels in each category in the 
area where the employee will lodge. See Appendix C for allowable cost of lodging. 

 
d. Reimbursing Miscellaneous Expenses 

 
Allowable costs must be approved before trip such as insurance costs or business expenses 
incurred while traveling, such as Internet access, printing, etc. Executives of Mason Korea are 
authorized to incur costs associated with relationship building, such as hosting dinner. 

 
 
 

e. Expenses not Reimbursable 
 
The university will not reimburse expenses such as: lost or stolen articles; damage to personal 
vehicles, clothing, or other items; services to gain entry to a locked vehicle; movies charged to 
hotel bills; all expenses related to the personal negligence of the traveler, such as fines; 
entertainment expenses; towing charges; and expenses for children, spouses, and companions 
while on travel status. The above list is not all-inclusive. Travelers should use prudent judgment 
and remember that all travel expense accounts are open to the public and must be able to sustain 
the test of public review. 

 
 
Article 4 (Submitting for Travel Reimbursement) 
A traveler should submit a travel reimbursement form to Accounting and Finance Office within 
three weeks of return from the trip. All receipts must be submitted for reimbursement. There 
will be no reimbursement without receipts (no exceptions for missing receipts). 
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【 Appendix A 】 Automobile 
 
 
 

Transportation Mileage Cost of Operation Evidence 

Personal 
vehicle 

10KM per 1L 
gasoline 

10% of mileage 
reimbursement Receipts for tolls and parking 

The University 
provided 
vehicles 

 
- 

 
- 

 
Receipts for tolls, parking, & fuel 

 
1. Annual average of the prior year’s gasoline price times the mileage plus 10% of the total 

added to defray the cost of automobile operation. (Gasoline price as announced by Korea 
National Oil Corporation (www.opinet.co.kr).) 
Example: KRW 1,739* X (distance (KM)/10) 
Note: Use the mileage log provided by Accounting and Finance. 
*Average unit price will vary in each year. 

 
2. Mileage is not paid if an employee used a vehicle provided by the University, but the cost 

of adding fuel to the provided vehicle will be reimbursed as well as tolls and parking. 
 

3. If a personal vehicle is used for business purposes due to unavoidable reasons, mileage 
will be paid as well as tolls and parking. 

 
 

4. Mileage is calculated based on published data rather than actual mileage. 
 

5. For a day trip, an employee can claim mileage reimbursement based on the round trip 
distance from the campus (George Mason University Korea campus) to and from the 
actual destination, unless he/she has received prior authorization to travel between one’s 
home and the actual destination, in which case the latter mileage would be used in the 
mileage reimbursement calculation. An employee may not add the distance from one’s 
home to the campus for travel between the campus and the destination. 
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【 Appendix B 】 Per Diem 
 

I. Per Diem for Domestic Business Trips 
 
 
Classification 

 
Incidentals 

Meals (KRW) 

Breakfast Lunch Dinner 

Campus Dean 25,000 10,000 15,000 25,000 

VP/Dean 20,000 10,000 15,000 25,000 

Faculty and Staff 10,000 10,000 10,000 15,000 

 

II. Per Diem for International Business 
 

Classification Region 
rating 

Incidentals 
(KRW) 

Meals (KRW) 

Breakfast Lunch Dinner 
Campus Dean A 

B 
C 
D 

25,000 
25,000 
25,000 
25,000 

30,000 
30,000 
20,000 
20,000 

50,000 
40,000 
30,000 
30,000 

80,000 
50,000 
40,000 
30,000 

VP/Dean A 
B 
C 
D 

20,000 
20,000 
20,000 
20,000 

30,000 
20,000 
10,000 
10,000 

50,000 
30,000 
30,000 
30,000 

60,000 
50,000 
40,000 
30,000 

Faculty and 
Staff 

A 
B 
C 
D 

10,000 
10,000 
10,000 
10,000 

20,000 
20,000 
10,000 
10,000 

40,000 
30,000 
20,000 
20,000 

50,000 
40,000 
40,000 
30,000 

Note 
 

1. Per Diem includes meals and incidental expenses; the separated amounts for breakfast, 
lunch and dinner listed in the chart are provided should you need to deduct any of those 
meals from your trip voucher. For example, if your trip includes meals that are already 
paid for by the University (such as through a registration fee for a conference), you will 
need to deduct those meals from your voucher. 

2. The conversion rate will be applied based on the 
http://www.oanda.com/lang/ko/currency/converter/ If you travel in a country where the 
exchange rate is surging, the allowable travel cost can be adjusted by pre-approval. 

http://www.oanda.com/lang/ko/currency/converter/
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III. Country Rating Table (The countries that are not in the table will be rated by the 
distance to the nearest capital of the country in the table.) 

 
Class Asia·Oceania North·South 

America 
Europe Middle East, Africa 

A Japan, Hong Kong, 
Australia, New 
Zealand, Singapore 

United States, 
Canada 

England, France, 
Russia, Norway, 
Denmark, Sweden, 
Switzerland, 
Finland, Ireland, 
Nederland, 
Germany, 

Non 

B Taiwan, China, 
Uzbekistan, India, 
Kazakhstan, Papua 
New Guinea, 
Republic of Korea 

Mexico, Brazil, 
세이셀, Saint Lucia, 
Saint Kitts and 
Nevis, Argentina, 
Haiti, Jamaica 

Greece, Spain, 
Iceland, Austria, 
Ukraine, Italy, 
Portugal, Hungary 

Gabon, South Africa, 
Libya, Sudan, 
Republic of South 
Sudan, United Arab 
Emirates, Oman, 
Uganda, Israel, 
Egypt, Qatar, the 
Ivory Coast, 
Democratic Republic 
of the Congo, 
Kuwait 

C The Marshall 
Islands, Malaysia, 
Bangladesh, 
Vietnam,  Brunei, 
the Azerbaijani 
Republic, Indonesia, 
Kirghiz Republic, 
Thailand, Turkey, 
Pakistan, the 
Philippines 

Nicaragua, 
Dominican Republic, 
Barbados, 
Venezuela, Belize, 
Saint Vincent and 
the Grenadines, 
Antigua and 
Barbuda, Uruguay, 
Chile, Costa Rica, 
Tobago, Panama 

Romania, Lithuania, 
Bulgaria, Serbia, 
Montenegro, 
Slovenia, 
Macedonia, the 
Czech Republic, 
Poland 

Ghana, Nigeria, 
Niger, Liberia, 
Morocco, Mauritius, 
Mozambique, 
Bahrain, Botswana, 
Burkina Faso, Saudi 
Arabia, Sao Tome 
and Principe, 
Senegal, Swaziland, 
Sierra Leone, 
Ethiopia, Jordan, the 
Central African 
Republic, Cameroon, 
Kenya, Tanzania 

D Nepal, Laos, 
마크로네시아, 
Mongolia, 
Myanmar, Sri 
Lanka, Cambodia, 
Fiji 

Guatemala, Bolivia, 
Republic of 
Suriname, Ecuador, 
El Salvador, 
Colombia, Paraguay, 
Peru 

Moldova, Bosnia 
and Herzegovina, 
Albania, Estonia, 
Croatia 

Gambia, Guinea- 
Bissau, Guinea, 
Lebanon, Lesotho, 
Rwanda, Malawi, 
Mali, Mauritania, 
Somalia, Algeria, 
Yemen, Iraq, Iran, 
Zambia, Zimbabwe, 
Tunisia 
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【 Appendix C 】 Lodging 
 
 
 
 

 
Classification 

 
Region 
rating 

 
Lodging for 
local travel 

(KRW) 

 
Lodging for international travel 

(USD) 

Campus Dean A 
B 
C 
D 

Actual expense Actual expense(Up to 300) 
Actual expense(Up to 240) 
Actual expense(Up to 180) 
Actual expense(Up to 130) 

VP/Dean A 
B 
C 
D 

Actual expense 
(Up to 200,000) 

Actual expense(Up to 230) 
Actual expense(Up to 190) 
Actual expense(Up to 150) 
Actual expense(Up to 100) 

Faculty and 
Staff 

A 
B 
C 
D 

Up to 100,000 Actual expense(Up to 200) 
Actual expense(Up to 170) 
Actual expense(Up to 120) 
Actual expense(Up to 100) 

 
 
 
 

【 Appendix D 】 Business Meal for Employees 
 

Classification Breakfast 
(KRW) 

Lunch 
(KRW) 

Dinner 
(KRW) 

Business Meal Rate (up to and 
actual cost will be reimbursed) 20,000 30,000 45,000 

Note: all business meals should be pre-authorized. 
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