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Controlling Travel Expenses
Creating Clear, Enforceable Policies
that Improve Cash Flow
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T&E Automation Is About More Than Saving Money
As your company starts travelling again – whether it is
to drive new sales or provide services to customers –
tighter control of travel spending is more important
than ever. Everyone is looking for new ways to optimise
cash flow to stay resilient and agile, as well as ensure
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all spending is focused on what’s most important for
the business.

53% of businesses say automation

of travel and expense has improved
compliance with industry regulations1

But travel is notoriously difficult to manage, and
travel and expense (T&E) automation solutions have
traditionally been too costly and complicated for most
companies to deploy. So, greater control of travel and
expenses has been out of reach for many firms.
At the same time, more companies are looking to
reduce their carbon footprint and ensure compliance
with industry regulations. On the sustainability front,
this requires having a way to track travellers’ carbon
emission scores, offset them, and report on their
progress – no small task using traditional and
homegrown systems. And on the compliance front, this
requires having a way to enforce compliance
automatically, as well as generate alerts when employee
choices are in conflict with industry standards.
Continued

1. AMI-Partners Travel, Expense, and Invoice Management Software Study, July 2019.
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But new technologies can seamlessly connect travel
and expense management and bring end-to-end T&E
automation within reach for businesses of any size.
Embedded automation can effortlessly enforce T&E
policies – for example, travel approvals and allowances

for meals, hotels, and other travel-related expenses.
It can also apply custom policies for booking and paying
for travel, show which suppliers to use, and ensure prenegotiated discounts and rewards with hotels, rental car
agencies, and airlines are captured with every
transaction.
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Start by Clarifying and Formalising T&E Policies
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By helping you enforce travel and expense policies, T&E automation
can not only save you time and money but also reduce the stress and
hassles of travel for employees, freeing them to stay productive and
focused on your customers.
But first, your travel expense management policies must:
• Be clear, understandable, and accessible to all from any device
• Include a well-defined chain of command and workflows built into
the system so that if there is a slipup, the situation can be rectified
quickly and easily
• Ease the hassles often associated with business travel for employees

Travellers should
be quickly informed
of any policy changes
to boost compliance.
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Tips for Policy-Making Success
While most companies have T&E guidelines, they may be informal – especially at smaller firms – or not always
enforced. Even if there are formalised travel procedures, the underlying policies behind them may need a refresh.
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Keep policies simple and clear: Ambiguous guidelines about how to
book travel and handle reimbursement lead to inadvertent missteps and
frustrated employees and managers. So you should communicate
policies in simple, clear terms.
Get a feet-on-the-street perspective: Your road warriors – and
departments with heavy travel schedules such as sales – are a wealth of
insights. Talk with them regularly about what’s working and what’s not,
and fix what’s feasible.
Make it easy for employees to find policies: Make it easy for everyone
to stay informed, even as policies change. For example, send out e-mails
about policy changes, keep the latest policies up to date on your intranet,
and proactively send out alerts.
Justify policy changes and what they mean for employees: When you
institute a new T&E policy or change an old one, transparency is key.
Explain why the change is needed and how it benefits them.

Leverage your travel data to optimise pricing and cut costs: Use
intelligence about employee preferences to negotiate better pricing and
volume discounts with preferred suppliers.
Learn from peer organisations and departments: Because T&E
management is intertwined with other departmental processes (such as
finance processes, including budgeting), drive consistency and
alignment across the organisation.
Set reasonable expense limits: There should be no ambiguity when it
comes to acceptable spending limits for common expenses such as
airfare, hotel, and meals – and how they may vary for employees at
different levels.
Ensure employees have up-to-date information before they travel to
improve their health, safety, and security: Ensure employees have
timely information about the risks associated with where they are going,
such as political and health risks, so they can avoid unnecessary risks.
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Travel

Getting There
Accommodations
Travel-Related
Expenses
Food and
Entertainment
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Getting There Safely and Affordably
This travel section of your policy should cover the various ways people at your company are likely to travel in the
normal course of business. Be sure to clarify:
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When they should travel
by car, air, train, or taxi (for
example, a given distance
from their home or office)

What fares are acceptable
(for example, the “lowest
logical fare” versus “always
the cheapest”)

Which suppliers (if any)
are preferred

Which booking methods are preferred
(for example, through a chosen travel
agency versus through an integrated
travel booking system) for air travel, rail
travel, rental cars, and mileage

Use of company cars
versus personal cars
for business

Mileage reimbursement rates

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

Insurance, including if it is covered
by the company or if employees
need to insure themselves

If fares must always be
booked in economy or at
some other cutoff

When they can use their
frequent flier miles

Rules on combining business and
personal travel (for example, as long
as there are no additional costs
incurred by the company)

Which neighbourhood
is safe to stay in

54% of business travellers believe

safety is not their company’s top priority2

2. “Business Traveler Report 2019,” Wakefield Research sponsored by SAP® Concur® solutions, October 2019.
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Accommodation: Balancing Cost and Employee Happiness
When employees are on the road – away from the comforts of home and family – you want them to stay safe, feel
cared for, and sleep well so they are ready to take on the challenges of the day for your business. So, make it easy
for them to find and book accommodation that meet their needs – and yours.
Your policy should clearly articulate:
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Preferred hotel chains – especially if
you’ve prenegotiated discounts with
any hotels

Preferred booking
methods (for example,
through a travel agent or
online booking tool)

Visibility into where your employees are when
they’re on the road, so you can support them if
disruptions or other problems arise

The maximum you will
reimburse per night plus
taxes

Who is responsible for all
hotel cancellations and for
claiming reimbursements

What happens if they stay with
friends or relatives or choose
Airbnb, a bed and breakfast,
or another nonchain option

If they can choose to
upgrade their room while
travelling for your company
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Travel-Related Expenses: Eliminating the Grey Areas
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It’s easy for people on the go to get confused about whether something they buy while travelling is actually a
reimbursable expense (for example, toiletries because they forgot to pack them). Here’s where granularity
improves clarity and compliance. Be sure to list out:
Which travel-related expenses are acceptable and
will be reimbursed, such as:

Which travel-related expenses are not acceptable to
claim on expense reports, such as:

• Baggage (no more than two bags) and advance-purchase
seat bookings
• Parking
• Foreign currency charges
• Visas
• Tips (and up to what amount); 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

• Laundry service or dry cleaning (unless you have stayed
for business for more than a set number of nights)
• Minibar contents and entertainment such as movies
• Parking fines
• Loss or theft of goods
• Childcare and pet care
• Any personal elements of your business trip
• Personal car maintenance or damage to personal vehicles
while on a business trip
• Spa treatments and health or fitness clubs
• Toiletries

11 / 14

Food and Entertainment: Separating Essential from
What’s Not
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It’s important for people to refuel and recharge while travelling for work – but there must be clear limits between
what is purely personal and what is a necessary expense that’s covered by your business. This means setting limits
– even on what’s essential. Be sure your policy covers:

Meal prices: Explain what is covered
by a per diem (for example, £10 for
breakfast, £15 for lunch, and £25 for
dinner).

Client meals or entertainment costs:
Explain that these costs may be
higher, if that’s your policy, but specify
any extra details you want to see on
claims such as the business reason,
venue name and location, or name
and company of all attendees.

Alcoholic drinks: Specify if and when
they can be claimed (for instance, only
if consumed with a meal).

Conditions for claiming meals:
For example, you may want to put
constraints around how long – and how
far away – they must be from the
office or their home to claim a meal or
how early they need to depart to arrive
on time for an appointment.

60% of businesses faced travel and expense submission mistakes
before automating these processes3

3. AMI-Partners Travel, Expense, and Invoice Management Software Study, July 2019.
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Handling Outliers and Exceptions
No policy can cover every situation or context perfectly.
Build some flexibility into your policy so that employees
are not left paying for things that, in all fairness, really
should be covered given their circumstances.

• Postage for business purposes
• Mobile data-usage fees when travelling abroad
(provided it has been prebooked)
• Personal phone calls (up to a reasonable limit)

For example, they may incur reimbursable expenses
around:
• Professional membership fees that enhance their
standing and, by association, your company
• Hotel Internet fees

And of course, explain how to request an exception to
the reimbursement policy – for example, if they are
travelling to a high-cost city where your maximum
allowable limits for hotel and food do not allow them to
travel safely and conveniently. Advise employees on how
to get pre-authorisation for such exemptions prior to
booking travel.
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Learn More
Implementing a clear travel policy is a first step,
but it shouldn’t end there. Automating your
paper-based T&E processes will provide
opportunities to save. SAP® Concur® solutions
can help. To learn more, visit us online.
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Learn more at concur.co.uk
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