
Build or Update 
Your Travel & 
Expense Policy
Whether your existing travel and expense 
policy is due for a refresh, or your 
business wants to create one for the first 
time, this guide can help you build and 
enforce a policy that’s right for you.
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Why a well-written policy matters
Every business has different values, needs, and goals. No matter where your organization 
is in its growth, having a travel and expense policy that’s comprehensive and easy to 
understand can help your business in many important ways.

Control costs
A clear and thorough policy 
can help your employees follow 
spending limits and make 
them good stewards for your 
company’s money.

Get visibility into spending
Specifying exactly which expense 
types are and are NOT included 
can help you see who is spending 
money, what they’re buying, and 
how much is being spent.

Leverage vendor discounts
If your policy includes 
preferred vendors for airlines, 
hotels, car rental companies, 
and more, you can take 
advantage of discounts.

Enforce policy violations
Everyone has different ideas of 
reasonable when it comes to 
spending company dollars. By 
putting your policy in writing, 
enforcement is much easier. 

More employee satisfaction
A strong policy is a good 
way to show employees and 
potential hires company perks 
like continuing education, gym 
memberships, and more.
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Where to begin 
updating or creating 
your travel and 
expense policy
No one person should determine 
what’s best for your entire 
organization. To create a policy 
that’s good for your people and  
your business, there are simple 
steps you can take to get started.

STEP 1:   Identify key internal 
stakeholders

STEP 2:   Define and explore your 
company culture

STEP 3:   Determine what will  
be in your policy

STEP 4:   Determine what will  
NOT be in your policy
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STEP 1

Identify key  
internal 
stakeholders
One of the first moves a 
business should make to create 
a strong travel and expense 
policy is to talk with people 
across the organization. 

Finance to understand the needs  
of those who are the gatekeepers  
for spending.

Legal to mitigate risk and ensure that 
every policy you plan to implement  
isn’t breaking any laws.

Human Resources to determine 
whether what you’re doing is good for 
your employees and how to educate 
people about policy requirements.

IT to better understand what to 
do about cell phone and internet 
reimbursements, international 
roaming, cracked screens, and more.

Travel Managers for input from those 
who are repsonsible for booking 
conferences, have relationships with 
travel management companies, and 
know how employees travel.

Executive Leadership to know 
where their priorities lie, help with 
enforcement, and understand how 
they measure success.

Sales and Marketing to hear about 
their travel habits, hotels or airlines 
that they prefer, and what they wish 
they had from their policy.

Here’s who you should approach and why 
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STEP 2

Define your 
company culture
Once you’ve ensured that 
your travel and expense policy 
represents your entire company, 
the next step is to explore both 
where your company is today  
and where you want it to go.  

Start with company culture

As you build or update your travel and expense policy, it’s important  
to take a good, hard look at what your organization stands for and align 
your policy to your values.

Additionally, it’s not enough to think only about what your company 
stands for today. It’s also important to consider where your company 
will be in the future. As you become more profitable and add employees, 
you’ll want a travel and expense policy that scales with you.
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Where to look for your  
travel and expense history
A good way to predict the future success of a travel and expense 
policy is to understand your company’s past. To find and leverage 
historical data, you need to know where to look.

An existing policy  
If your business has already created a travel and 
expense policy, that’s a good place to explore  
what’s worked and what hasn’t.

Accounting software 
If your business has never had a policy, accounting 
software can shine a light on how much your business 
has spent historically on meals, airfare, hotels,  
and more.

Third-party sources 
Vendor partners like travel mangement companies, 
credit card companies, travel suppliers, and cell 
phone partners often have valuable data and  
reports about your company’s spending history.

Support your policy 
with SAP Concur 
reporting

To extend the value of your 
SAP Concur solutions, 
we offer detailed reports 
that let you see and better 
understand your travel and 
expense data. 

With our reporting platforms 
and training materials, 
your business can reduce 
costs and overspending, 
increase compliance, see 
top spenders, prevent fraud, 
and more. 

The level of report 
customization depends on 
your business. To make sure 
you get exactly what you 
need, we’ll work with you to 
determine which reporting 
package is right for you.

STEP 2  >>

https://www.concurtraining.com/
https://www.concur.com/en-us/all-products-page#data-insights
https://www.concur.com/en-us/all-products-page#data-insights
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Every detail matters

Specificity is the name of the policy-building game. Consider 
every angle, be creative, and understand that your policy will 
need to be updated regularly. 

The top sections you’ll want to include as you build a policy  
are expenses, travel, duty of care, and enforcement.

STEP 3

Determine what 
will be included  
in your policy
You’ve gotten input from 
stakeholders, considered your 
culture and goals, and explored 
historical data. Now it’s time to 
align on what your travel and 
expense policy will include. 
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Mileage
Can employees that drive for work expense mileage? How much will 
employees be reimbursed per mile?

Technology reimbursements
Will internet access, cell phone bills, and other technology costs be 
expenses that employees can have reimbursed?

Meals
Will you implement a per day rate for meals? Or will you go with a per 
meal rate? What are the limits? 

Alcohol
Can a employee expense two drinks? Just one? Can that one drink be 
a $350 shot of vintage bourbon? Alcohol can be a big drain on your 
budget, so make sure you define this well in your policy.

Home offices and remote employees
With many employees now working from home, will your company’s 
policy cover costs like printers, desks, or virtual happy hours?

Expenses
Support your  
policy with Drive

Drive is built into the SAP 
Concur mobile app and can 
help your business document, 
report, and reimburse 
employees for mileage. It 
also provides employees with 
an easy way to submit miles 
accurately and in accordance 
with your policy.

The “set it and forget it” 
setting in Drive is good for 
employees who drive a lot. 
Every time their car starts, 
Drive tracks mileage until  
the car stops. 

A manual option allows 
employees to start and stop 
a trip on the app. This is good 
for employees who drive less 
often, but still need to track 
and expense mileage.

STEP 3 >>

https://www.concur.com/en-us/business-mileage-tracker?pid=direct&cid=direct
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Support your policy  
with Concur TripLink  
and TripIt

Concur TripLink lets your 
business integrate with a 
global network of travel 
suppliers and bring outside 
bookings back into your travel 
program. With a connected 
system, you can link to loyalty 
programs, apply negotiated 
rates to direct bookings, 
check reservations against 
company policies, and more. 

With TripIt, companies can 
organize all employee travel 
into one master itinerary. That 
way, employees can manage 
and get updates on both 
business and personal travel 
plans anywhere and anytime, 
and managers can reach 
employees in an emergency.

Travel
Define “business trip”
It’s important to clearly define when a business trip 
begins and ends. For instance, is it officially over when an 
employee’s return flight takes off? Or is it over when they 
arrive at home?

Extending trips
Can employees extend a business trip to a city through the 
weekend to visit friends or family? Or do some sightseeing? 
If so, do they need manager approval? 

Companion travel
Can companions (e.g., kids, spouses, emotional support 
animals) join employees on a business trip? 

STEP 3  >>

https://www.concur.com/en-us/triplink
https://www.concur.com/en-us/resource-center/videos/instantly-organize-travel-plans-with-tripit
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Support your policy with  
the SAP Concur mobile app

One good way to ensure policy 
compliance, while also increasing 
employee satisfaction, is through 
the SAP Concur mobile app.

Every SAP Concur user has free 
access to our app. With this tool, 
users can create, submit, and 
approve expense reports on the 
go. Because employees can snap 
photos of receipts using their 
smartphones, losing receipts is 
no longer an issue, receipts come 
in faster, and employees can 
easily comply with the travel and 
expense policy guidelines you set.

If you have ExpenseIt enabled 
in the app, optical character 
recognition (OCR) reads details 
like date, location, and amount 
and includes that information 
in an expense report. So, when 
employees log in to their SAP 
Concur account, their expense 
report is nearly complete, and 
managers get visibility into every 
expense line item.

Delays and cancellations
If a flight is delayed or cancelled, can employees get a hotel 
for the night or book a different flight home? What if the 
other flight is three times more expensive?

International travel
Can an employee expense language lessons for an 
upcoming international trip? How about hiring a local guide,  
car services, or buying converters for electrical sockets? 

Travel programs and services
Can employees keep their hotel points or expense lounge 
access when waiting for their flight? What about expensing 
TSA PreCheck, Global Entry, or Clear?

Duty of Care

STEP 3  >>

https://www.concur.com/en-us/mobile
https://www.concur.com/receipt-management-app
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Support your policy  
with Receipt Audit  
and Policy Audit

Receipt Audit uses human 
validation to confirm that the 
receipt provided supports the 
expense being claimed.

Receipts are audited prior to 
manager approval. To substantiate 
each receipt, validators look at the 
date, amount, expense type, and 
vendor name.

Policy Audit uses human 
validation compare receipts to 
your company’s policy. Validators 
audit each line item in an expense 
reports and ensure receipt data 
matches expense claims. 

Once validators complete these 
checks, an expense report is sent  
to a manager for approval.

Credit card requirements
If employees make business-related purchases with a credit card (whether 
corporate or personal), identify which types of purchases that can be made  
with a card and what can be paid for in cash.

Receipt affidavits
Lost receipts are common. To prepare for this, include language in your policy 
so it’s clear what will happen in the event there’s a lost or missing receipt.

Receipt requirements
It’s a good idea to get receipts for every employee purchase. For some 
businesses, establishing dollar amount thresholds is preferred.

Clearly define due dates
If expense reports are due at the end of the month, make sure employees know 
that. Also, make sure they know what will happen if they don’t submit on time. 

Consequences of fraud and noncompliance
If cases of fraud or noncompliant behavior arise, is there a probationary period? 
Immediate termination? Make sure the rules and the consequences of not 
following your policy are front and center.

Enforcement

STEP 3 >>

https://www.concur.com/en-us/travel-expense-audit-service
https://www.concur.com/en-us/travel-expense-audit-service
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Get ahead of employee spending and behaviors

You’ll never be able to include every spending scenario. That’s 
why consistent updates are necessary. To get started, there are a 
handful of common expense types you can include to anticipate 
behaviors and get ahead of inevitable, “Well, our policy didn’t say 
we couldn’t expense that” conversations with employees.

STEP 4

Determine what will 
NOT be included in 
your policy
You’ve thought about everything 
you want to include in your travel 
and expense policy. Now it’s time to 
be just as thoughtful about what’s 
NOT allowed. 
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Personal items or services 
Say a traveling employee forgot their phone charger. 
Or they need a new item of clothing. Or they want  
to get a haircut or a massage. Does your policy 
permit that?

Specific types of entertainment 
What about entertainment that falls into more, let’s 
just say, “risqué territories?” Strip clubs. VIP bottle 
service. “Adult” pay-per-view in the hotel. If that’s not 
part of your company culture, make that clear.

Tickets
To impress clients, some companies allow 
employees to expense tickets to sporting events or 
shows. However, ticket prices vary greatly and are 
often expensive. So, be sure to set limits on how 
much employees can spend.

Travel upgrades 
Will your company permit upgrades like extra 
legroom or checking an extra piece of luggage?  
If so, under what circumstances?

Daycare
Is child daycare a reimbursable expense? How  
about elder care? If an employee has pets that  
need care during a business trip, will your policy 
cover that cost?

Laundry and alterations
If an employee wants to have their favorite suit dry-
cleaned before a big meeting, will your policy allow 
this to be expensed?

Gambling 
There’s a story about an employee who added his 
fantasy football league costs to his expense reports. 
When he was eventually caught and confronted, he 
claimed it was a legitimate expense because, “I talk 
to clients about it.”

The company then updated its policy to read,  
“no sports gambling — including fantasy football.” 

STEP 4 >>
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You’re ready to create a policy

To create a policy that’s right for your business, gather as many 
stakeholders as possible, have honest discussions about spending 
habits and values, draw clear boundaries, and know how you’ll 
enforce the rules you set. 

If you give employees understandable guidelines, and tools  
they can use to follow them, everyone wins.

Bottom Line: 
Think through 
EVERYTHING
The one big takeaway is that  
there is no such thing as a small 
detail when it comes to creating 
or updating a travel and expense 
policy. Everything matters.
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SAP Concur Training Toolkits 
(standard and professional)
These online resources have 
everything you need to get started 
with SAP Concur solutions, 
learn administration basics, and 
use reporting to maximize your 
investment. 

We recommend that you start 
with our on-demand webinar 
about building or updating your 
travel and expense policy.

SAP Concur Community
This resource was created so 
that SAP Concur customers can 
connect, learn from experts, 
and get answers to questions 
about our solutions. Within the 
community, you can optimize 
your SAP Concur experience on 
the SMB Customer Hub or join 
discussions with peers at the 
Small Business Group.

Client Admin Training  
Series Webinars
These webinars occur monthly 
and highlight best practices,  
good-to-know information, 
additional services and product-
specific topics. 

SAP Concur App Center
Use this resource to connect  
with partner apps and services 
that can help you make the  
most of SAP Concur solutions. 

New Reporting Assets
Our data-rich reports provide 
an even deeper look at your 
spending, help you create more 
efficient processes, and control 
costs more effectively. Learn  
more with new reporting assets  
in the SAP Concur Community.

Support Resources
Take advantage of these valuable 
resources to build and roll out your 
travel and expense policy.

If you have questions or 
need more information, 
please contact your  
Client Success Team.

https://www.concurtraining.com/toolkit/standard/en
https://www.concurtraining.com/
https://event.on24.com/eventRegistration/EventLobbyServlet?target=reg30.jsp&referrer=&eventid=2633022&sessionid=1&key=93F607E36CEA5622EDBC879561B3A2AA&regTag=&V2=false&sourcepage=register
https://event.on24.com/eventRegistration/EventLobbyServlet?target=reg30.jsp&referrer=&eventid=2633022&sessionid=1&key=93F607E36CEA5622EDBC879561B3A2AA&regTag=&V2=false&sourcepage=register
https://community.concur.com/
https://community.concur.com/t5/SMB-Customer-Hub/bg-p/USSMBCustomerHub
https://community.concur.com/t5/Groups/ct-p/groups
https://community.concur.com/t5/SMB-Customer-Hub/SAP-Concur-Client-Admin-Training-Series-On-Demand-Webinar-Series/ba-p/11721
https://community.concur.com/t5/SMB-Customer-Hub/SAP-Concur-Client-Admin-Training-Series-On-Demand-Webinar-Series/ba-p/11721
https://www.concur.com/app-center
https://community.concur.com/t5/SMB-Customer-Hub/Our-data-rich-reports-provide-an-even-deeper-look-at-your-spend/ba-p/14214
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