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Taking the pain out of expenses 

Creating an expenses policy can be a time-consuming process; but when one 
considers that approximately 22% of travel and entertainment spend is out of 
policy1, it makes sense to invest the time and effort. Here are some tips and a 
template to help you get started.

10 Tips to Consider When Creating an Expenses Policy:

1. Ditch the jargon

Write the policy to cover the basics but don’t be afraid to revise it later. It probably 
won’t be perfect on the first attempt so remind people to use common sense as 
well. Also, be sure to edit it for clarity before it’s published – double-check to make 
sure it’s easy to read and not bogged down in jargon. The easier a policy is to 
understand, the easier it is for your employees to adhere to.

2. Make it fair

No one should have to be out of pocket if they spend sensibly. Create a policy that 
is generally regarded as fair and then make it easy to find and follow.

3. Invite participation

Get buy-in from your staff before you implement the policy, by asking team members 
to participate in the process, for example. If they help develop the expenses policy 
they’ll see why it’s necessary and will be more likely to adhere to the rules and 
encourage others to do the same.

4. Use sensible, localized rules

Sometimes a one-size-fits-all policy won’t work across an entire company.  
Write your policy to guide behaviour, but be flexible enough to adapt to local 
requirements – such as higher hotel costs in more expensive cities, for example.  
You could include a table of acceptable regional rates or use a system that flags  
out-of-policy spend at the time it’s booked, to avoid unpleasant surprises later in  
the expense-claim process.

5. Make it flat

Unless there is a very good reason to have different rules for different people, 
create a policy that applies to all employees across the company. Keep it fair and 
simple. All-encompassing policies are also easier to implement, manage and control.

1   Aberdeen Group

A sample expenses policy template for you to use
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6. Make it easy to find

Even the most fair and equitable policy won’t be followed unless people know about 
it. Some employees may be unsure of their written policy or know if one even exists, 
make sure that yours is visible. Email it to employees, put it on your noticeboards or 
intranet, or print a copy for every staff member. 

7. Emphasize the positives

Implementing a new policy will require a period of adjustment for employees; so it 
might be worth providing training or explaining the reasons for implementing/changing 
the policy so that everyone understands its benefits and purpose. One reason is that 
with a policy in place there is a formal process that everyone understands, and the 
chances are that it will be easier to approve submitted expenses. 

8. Help managers lead by example

Managers who approve expenses are the first line of defence in the expense-claim 
process, so it’s good to get them on-side. Setting management targets for expense 
submission compliance can drive down the number of out-of-policy claims. Similarly, 
familiarizing managers with the content, the importance of compliance, and the 
reasons for implementing the policy can help them enforce the rules with confidence. 

It’s also worth keeping an eye on your managers’ expense claims. Research has 
shown that managers are driving reductions in the average cost of their employees 
expenses but not their own2. 

9. Remember it’s emotional

Consider the emotional side of expense claims. Employees are usually spending 
their own money when they pay for expenses, so they will want it back as soon as 
possible. A good system makes it easy for employees to submit their expenses and 
check where they are in the process. It also speeds up the payment process.

10. Move forward – consider helpful software tools

Implementing an expenses policy is a first step, but it shouldn’t end there. Once you 
have a great policy, you might want to consider using time-saving tools to manage 
the entire expense-claim process. 

Turning your paper-based expenses process into an automated one will soon provide 
real cost- and time-savings. Implementing an automated solution will save time and 
allow you to focus on your core business. Start by taking advantage of free trials so 
that you can test the software tools before you commit to buying. An ideal solution 
will be able to demonstrate a rapid return on investment. 

2.  Concur Employee Expenses Benchmark Report 2012: http://www.concur.com/en-uk/benchmark-report 

http://www.concur.com/en-uk/benchmark-report
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A Suggested Expenses Policy Template Structure:
At its simplest, an expenses policy should cover the following categories:

1. Statement of purpose

2. Company expectations and policy compliance

3. Areas of ambiguity

4. Subject areas:

a. travel

b. travel-related expenses

c. accommodation

d. food & entertainment

e. other expense types

f. GST reclaim (if applicable)

How to use the template:
Read the notes in the centre column. 
Then use the headings in the left column 
to create your own document. Feel free to 
copy or amend the examples to suit you. 

Please note: 
This is not a legal document – it’s a 
(suggested) starting point.

The values included on this policy are 
only approximate guidelines.

Section Explanation Example words

Statement of 
purpose

Why is there an expenses policy? 

Set some basic guidelines – make it factual, not 
scary. Include:

•	 Who the policy applies to (managers and 
employees)

•	 Date of policy implementation

e.g. This Policy applies to all employees of (insert company’s name here 
– e.g. Our Company) when they travel for business purposes or incur 
business-related expenses.

This document is intended to be used as a guideline when submitting 
expenses, in agreement with (insert country’s name here) legislation and 
tax requirements.

Please also refer to the following company documents: (e.g.

•	 HR policy

•	 Travel policy

•	 GST/Tax/benefit documentation)

Company 
expectations 
and policy 
compliance

Write a brief note here to explain:

•	 what the company will do to help people  
claim expenses

•	 what the company expects in order to 
reimburse employees and 

•	 what happens if they fail to comply with policy

e.g. What we expect from you at Our Company 

When you incur or submit expenses we expect you to:

•	 behave honestly, responsibly, and within the guidelines of this policy

•	 submit expenses within 30 days of incurring them (to help you get paid 
more quickly and support our finance team’s needs)

•	 keep all your receipts and provide GST receipts whenever possible.

We take this policy seriously and expect you to do the same. Breaches of 
policy may result in disciplinary action or termination of employment.

Areas of 
ambiguity

This section explains common areas of 
ambiguity/confusion, such as:

•	 Who authorizes expenses

•	 How quickly they are reimbursed 

•	 Who pays (when more than one employee  
is present)

e.g. Your manager should authorize all expenses, but if it’s not possible, 
their manager may also approve expenses. 

If you’re travelling/incurring expenses with other Our Company employees 
the senior person should always pay.

If you are in doubt over whether an expense is in policy – ask your 
manager and, when you submit the claim, provide written justification in 
the space provided.

The following pages provide a more detailed explanation for each category, as well as examples of language you can use when 
you create your own template. 
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Section Explanation Example words

The nitty gritty: types of expenses – what’s allowable
The main body of your expenses policy should cover the standard expense categories – complete with rules about what is or isn’t permitted.

Travel This section should cover the basics such as:

Which suppliers (if any) are preferred.

Which booking methods are preferred (e.g. via a 
chosen travel agency vs. through an integrated 
travel booking system) for air travel and hotel.

What range of fares are acceptable – e.g. lowest 
logical fare vs. always cheapest.

It should also include a section on:

•	 The use of company cars.

•	 The use of personal cars for business.

•	 Mileage reimbursement rates.

•	 How far out of their normal commute must 
people travel to be able to claim mileage?

•	 Insurance (is this covered by the company or 
must individuals insure themselves?)

You might also include answers to these questions:

•	 Do you encourage sustainable transport use?

•	 When is it okay to take first class or business 
class?

•	 How far in advance must trips be booked?

•	 Is pre-approval needed before employees 
book travel (like flights/trains) or only if over a 
certain value?

e.g. This travel section of the policy covers the various ways in which 
we think people at Our Company are likely to travel in the normal course 
of business. 

If you are travelling in a way that is not covered by this policy or have 
questions that are not answered here, talk to your line manager and 
include a note with your expense claim when you submit it.

The policy includes information about how and when you should travel 
by car, air, train and taxi. It includes details about our commitment to 
sustainable travel options as well as the importance of choosing the 
lowest-priced logical method of transport available at the time.

Please note: All bookings should be made through our travel agent 
(insert travel agent’s name). Travel that is not booked at least 3 days in 
advance will not be reimbursed without approval from the CEO.

All travel should be booked in standard/economy class. You are 
welcome to use your own loyalty schemes, as long as this does not 
prevent you from booking the lowest-priced logical choice available.

Personal travel may be combined with business as long as there is no 
additional cost to the company.

(Other applicable company-related details should be added as  
needed here).

Section Explanation Example words

Travel-related 
expenses

This section should be a list of travel-related 
expenses that are acceptable and in-policy.

e.g. The following travel-related expenses are acceptable and Our 
Company employees will be reimbursed for these expenses:

•	 baggage (no more than 2 bags) and advanced-seat bookings

•	 parking

•	 foreign currency charges

•	 visas

•	 tips (up to 15%. This does not apply if the tip has already been included 
in the bill).

•	 the hire/use of a GPS with hired cars for road travel in unfamiliar 
locations

The following travel-related expenses are not acceptable. Do not put 
these on your expenses claim:

•	 Laundry service/dry-cleaning (unless you have stayed for business 
for more than 4 nights)

•	 Mini-bar contents

•	 Movies/videos

•	 Parking fines

•	 The loss/theft of goods (this should be covered by your own  
travel insurance)

•	 Childcare

•	 Petcare

•	 Any personal elements of your business trip

•	 Personal car maintenance, or damage to personal vehicles while  
on business

•	 Spa treatments and health/fitness clubs

•	 Toiletries
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Section Explanation Example words

Accommodation Any preferred booking methods (i.e. through a 
travel agent online booking tool) or preferred 
suppliers should be listed here.

It could also include instructions regarding 
reimbursement if people stay with friends/
relatives.

e.g. When booking hotels we expect you to use our preferred hotels.

The maximum we will reimburse per night is USD250 including tax (for 
example – but this depends on region). This does not include meal 
costs.

You are responsible for all hotel cancellations and for reclaiming 
reimbursements (less cancellation fees) from the hotel directly. 

You must always indicate your overnight accommodation location so we 
can comply with Governmental Duty of Care requirements. Either inform 
your line manager or share your travel itinerary with your line manager 
using TripIt®. If your line manager is not working when you are travelling 
you must inform their replacement. If this is yourself, please tell HR. 
This is important!

You are not allowed to upgrade your room while travelling on business 
with Our Company.

Section Explanation Example words

Food & 
entertainment

This section should set limits on meal prices, 
explain what is covered by a per diem, provide 
guidelines on when to claim meals and explain 
any other ambiguities surrounding food/
entertainment.

e.g. Our Company will reimburse employees for all meals whilst 
travelling – up to USD50 a day. 

Client meals/entertainment costs may be higher. All entertainment 
claims must include the following details: business reason, venue name 
and location, name and company of all attendees.

Alcoholic drinks may only be claimed if consumed with a meal.

Unless you are entertaining clients, in order to claim meals/food you 
must have met the following conditions: 

•	 been away from the office for more than half a working day

•	 travelled more than 10km from the office/your home.

•	 You may claim for breakfast if your journey started before 07:00. 

Section Explanation Example words

Other expense 
types

This section should be a list of other expenses 
that are acceptable and in-policy.

e.g. The following expenses are acceptable and Our Company employees 
will be reimbursed for them.

•	 Professional membership fees (where these enhance the standing of 
the individual and the company by association)

•	 Hotel internet fees

•	 Postage for business purposes

•	 Mobile data usage fees when travelling abroad (provided it has been 
pre-booked at least 3 days in advance)

•	 Personal phone calls (up to a reasonable limit)

The following travel-related expenses are not acceptable. Do not put 
these on your expenses claim.

•	 Computer/other equipment

•	 Magazines/newspapers (unless essential for a justifiable business 
purpose)

Section Explanation Example words

GST reclaim  
(if applicable)

Some companies might specify that all expenses 
should be submitted with a valid GST receipt (if 
possible). Not all receipts have a GST element.

 

e.g. Please ensure that all expenses are supported by a valid GST 
receipt (unless this is impossible) for any purchases over USD10.

Every GST receipt must include the following details:

•	 Name and address of supplier

•	 Date of purchase

•	 Total cost (including GST)

•	 GST registration number

•	 Goods/services details



More information
Concur is an industry leader in expense management solutions. With nearly 20 years’ 
experience in this field, you can trust that our advice is sound. 

We actively encourage people to develop their own expense policies – which is why we’ve 
provided this template. But if you want more help, we’re here. 

We have the solutions and experience to help, and once you’re committed to using our tools, 
we’ll give you a detailed pre-built template to ensure you are implementing the most 
suitable expenses management software solution for your company. Then all you have to do is 
make the fundamental policy decisions about what and how much to approve. 
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About Concur
Concur is a leading provider of integrated travel and expense management solutions. Concur’s adaptable cloud-based 
and mobile solutions help companies and their employees control costs and save time. Concur’s services are trusted by 
over 15,000 companies located in more than 100 countries worldwide.  Concur is publicly traded on the NASDAQ stock 
exchange under the ticker CNQR. Learn more at www.concur.com.hk or www.concur.com.sg. 


