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Taking the Pain out of Travel 
Expense Management

9 TIPS FOR CREATING OR UPDATING A TRAVEL POLICY
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INTRODUCTION

Companies need to provide a seamless experience for their road 
warriors who are traversing the globe in search of new clients, attending 
conferences, exploring new business opportunities and checking on projects. 

The goal of automating the T&E function isn’t just to save the company 
time and money, although that is a significant consideration. With policies 
in place, companies can ensure that business travelers are adhering 
to allowances for meals, hotels and other travel-related expenses. 
Companies that establish clear policies for how employees can book and 
pay for travel — and which vendors to use — can negotiate discounts and 
rewards with hotels, rental car agencies and airlines.

In addition to the financial benefits of an expense management policy, 
employee satisfaction is also at stake. Creating a realistic travel policy that 
is clear, simple and easily accessible makes employees happy. A quick and 
hassle-free travel expense management process reduces traveler stress, 
enabling them to focus on the purpose of their trip. 
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Most business travelers want to follow the rules. To encourage 
compliance, the policies need to be clearly stated and accessible to 
everyone from wherever they may be. 

There should also be a well-defined chain of command and workflows 
built into the system so that if there is a slip-up the situation can be 
rectified quickly and easily.

While most organizations have travel expense guidelines, they are 
sometimes informal, especially at smaller companies, or not always strictly 
enforced. Even if there are formalized travel procedures, the policies may 
not have been reviewed in a while and are in need of a refresh. 
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The goal 
of a travel 
expense 
management 
policy 
should be 
to ease the 
hassles often 
associated 
with business 
travel. The 
policy should 
be clear and 
travelers 
should be 
quickly 
informed of 
any changes 
to boost 
compliance.  

Here are some tips and a template for developing 
a travel expense management policy that everyone 
will understand and embrace. 

1

2

3

WRITE A CLEAR AND SIMPLE POLICY.

Business travelers endure their share 
of headaches getting to meetings, 
conferences and sales calls. Don’t 
frustrate their efforts further with 
ambiguous guidelines about how they are 

to book travel and handle reimbursement.

ENCOURAGE INPUT.

Put the experience of your seasoned 
travelers to work. Find out what they 
like and dislike about your current 
processes and make an effort to fix 
those issues when feasible. Also, get a broad 
consensus from the finance team and lines of business 

and departments that maintain a heavy travel schedule. 

ENSURE THAT THE POLICY IS 
FINDABLE AND SEARCHABLE. 

No one wants to book a trip, or even 
worse, file an expense report, only 
to be told that they didn’t consult 
Section 2, page 3, paragraph 4 of the travel expense 
policy. Don’t spend valuable time creating travel expense 
management procedures that travelers can’t access. 
Distribute the policy via email and the company intranet 

and alert employees to any changes.
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COMMUNICATE THE BENEFITS.

When you institute a new travel 
expense policy, or update existing 
guidelines, there is likely to be 
resistance. Make sure travelers 
understand why the company is making the changes 
and that you are dedicated to making sure everyone 

has a positive business travel experience.

LEVERAGE DATA TO NEGOTIATE 
DEALS AND DISCOUNTS. 

Are your business travelers frequenting 
the same hotels, airlines or restaurants 
on a regular basis? Use this intelligence 
to negotiate better pricing and volume discounts 
and then make sure business travelers are using 

these preferred vendors. 

4

5



Taking the Pain Out of Travel Expense Management

Page 6 ©2017www.proformative.com | www.concur.com

6

7

CONSULT AND REFERENCE OTHER 
COMPANY POLICIES.

Travel expense management is 
intertwined with other company 
procedures, so consistency and 
alignment is key. Provide links and references to 
other relevant documents to enable quick and easy 

access to the most current information.

DECIDE ON TRAVEL PARAMETERS.

The company should develop clear 
guidelines on acceptable spending 
limits for standard expenses such 
as airfare, hotel and meals. Which 
executives should stay in five-star hotels 
and fly first class? Setting limits makes it easier for all 
travelers to follow the rules and know how much the 

company is comfortable reimbursing for various expenses.
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8

9

REVIEW INTERNATIONAL LAW AND 
GLOBAL TRAVEL RESTRICTIONS.

No company wants to put their 
employees at risk and international 
travel can involve some complex 
challenges. Make sure that overseas travelers 
have the most up-to-date information to make 

their long journey a bit less stressful. 

EXPLORE HELPFUL SOFTWARE TOOLS.

Implementing an expense policy is a 
first step, but it shouldn’t end there. 
Automating your paper-based travel 
expense processes will quickly provide 
real cost savings. And since most of your employees are 
using smartphones, it makes sense to choose a solution 
that works with your existing mobile devices and is 

equipped to handle digital and photographed receipts.
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Section Explanation Example Wording

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

Please note: 
This is not a legal document—it’s a starting point.
The values included on this policy are only approximate guidelines, but you can check the 
amounts against your industry sector, company size and employee averages.

THE NITTY GRITTY: TYPES OF EXPENSES—WHAT’S ALLOWABLE

The main body of your expense policy should cover the standard expense categories—complete 
with rules about what is or isn’t permitted.

Any preferred booking methods (e.g., 
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.

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

The maximum we will reimburse per night is $160 
+ taxes (for example—but this depends on region). 
This amount 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 
Duty of Care requirements. Either inform your 
manager or share your travel itinerary with your 
manager using TripIt®. If your manager is not 
working when you are traveling you must inform 
their replacement. If this is yourself, please tell HR.

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

ACCOMMODATION
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Section Explanation Example Wording

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
• rail travel
• rental cars
• mileage

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 use of 
sustainable transport?

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

• Does public transport take 
precedence over taxis vs. 
personal cars? If so, when?

• How far in advance must trips be 
booked?

•  Is pre-approval needed before 
employees book travel or only if 
the cost is over a certain value?

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

If you are traveling in a way that is not covered by 
this policy or have questions that are not answered 
here, talk to your 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 XYZ Travel. 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 frequent 
flyer plans, 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.)

TRAVEL
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Section Explanation Example Wording

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

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.
• Use of a GPS with rental cars for driving in 

unfamiliar territory

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—of 
which you can reclaim $170 annually)

• 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

TRAVEL-RELATED 
EXPENSES
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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.

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

This section would cover 
how exceptions to the 
policy are handled.

Our Company will reimburse employees for all meals while 
they’re traveling—up to $10 for breakfast, $15 for lunch and $25 
for dinner. 

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: 

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

• You’ve traveled more than 5 miles from the office/your 
home

• You may claim for breakfast if your journey started before 
7:00 am

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 by association, the company)

• Hotel internet fees
• Postage for business purposes
• Mobile data-usage fees when traveling abroad (provided it 

has been pre-booked)
• 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)

There may be times when it is acceptable to deviate from 
parameters set in the travel policy. For example, hotels in the 
area of travel are accessible to the meeting, but exceed the hotel 
expense allowance. Such exceptions require pre-authorization 
from your immediate supervisor and a XXX if the amount 
exceeds $XXXX over the allowable charge. 

FOOD AND
ENTERTAINMENT

OTHER EXPENSE
TYPES

EXCEPTIONS

Section Explanation Example Wording

Section Explanation Example Wording

Section Explanation Example Wording
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SAP Concur® solutions take companies of 

all sizes and stages beyond automation to a 

completely connected spend management 

solution encompassing travel, expense, 

invoice, compliance and risk. For more 

than 20 years, these leading, innovative 

solutions have kept customers a step ahead 

by delivering time-saving tools, connected 

spending data and a dynamic ecosystem of 

diverse partners and apps. User-friendly and 

business-ready, SAP Concursolutions unlock 

powerful insights that help businesses 

reduce complexity and see spending 

clearly, so they can manage it proactively.

For more information, visit concur.com.

ABOUT THE SPONSOR

http://www.concur.com

