COMPANY LOGO	[image: ]
[image: ][image: ][image: ]Expense Policy for [Company Name]

The purpose of this policy is to provide a fair framework that covers the procedures that all employees should follow concerning expenses that are incurred while doing business for Our Company. 

This policy applies to all employees of [COMPANY NAME] as of [MONTH] 20XX. 

This policy will cover the following:
· Management and Employee expectations on policy compliance
· [bookmark: _Hlk48222636][COMPANY NAME]’S stance on fraud, bribery, and corruption
· Expenses that can and cannot be claimed 
· Overview of how to use our expense management platform, RoomexPay


I. Management and Employee expectations on policy compliance

It is Management’s responsibility to ensure that costs are controlled and expenses are not extravagant. However, realise our guidelines have exceptions, and will never suit every occasion or circumstance. Management’s job is to set clear directions and a fair budget to all employees and justly settle any problems. 

As an employee, we expect you to:
· Be honest, respectful, and responsible, staying within the guidelines of this policy 
· When possible, use your RoomexPay card and record a picture of your receipt and select a spend category for each purchase 
· Stay within allocated budget as set by your manager 

If employees do not comply with policy, we reserve the right to freeze access to the card. Persistent or deliberate non-compliance may result in disciplinary action. 


II. [COMPANY NAME]’S stance on fraud, bribery, and corruption

[COMPANY NAME] has a zero-tolerance approach to bribery that is compliant with relevant anti-bribery laws in [COUNTRY OR COUNTRIES THAT COMPANY OPERATES IN]. It is not acceptable to accept or offer a bribe. We will not tolerate fraudulent or excessive purchases on company cards, and transactions will be monitored.  


III. Expenses that can and cannot be claimed
Overnight accommodation
When possible, it is expected that employees (or their travel manager) use RoomexStay to book accommodation and follow the travel policy within the platform. If this is not possible, ensure your manager is aware and apply a common sense approach to book accommodation.

[TIME I.E. WEEKLY, DAILY] Allowance
[COMPANY NAME] will add [£XX] to your RoomexPay card that can be used for expenses incurred over a [ONE MONTH/2 WEEK,ETC] period. Should you need more funds, request a top up with a reason through the app or contact your administrator. Please categorise your expenses and take a picture of all receipts to attach to each transaction in the RoomexPay app. 

Meal allowances 
You can spend on meals while staying overnight, or if travelling on behalf of [COMPANY NAME] before [9am] or after [7pm] and away from the office more than a half a day (i.e. at a project or job site).

The maximum spend limits are:
· Hotel breakfast: £
· Other breakfast: £
· Lunch: £
· Dinner (including 1 alcoholic drink): £

Please remember to pay with your RoomexPay card and attach the receipt, and categorise as ‘Food and Beverage.’

Entertainment
When entertaining clients, please add a note to your claim in RoomexPay stating the following:
· Business purpose
· Where the event took place
· The name, status, and company of every person in attendance, even if they work for [COMPANY NAME.] This ensures we are in compliance with the UK Bribery Act. 

Again, be respectful and fair and consider the company’s budget when hosting guests.

Mileage
Please charge petrol to your RoomexPay card so there is no need to calculate per mile reimbursement. Attach the receipt in the app from each refuel and categorise it as ‘PETROL’. 

Use of taxis or car service
Please use your RoomexPay card when possible when travelling in a taxi, car hire, or through a taxi app. If this is not possible please use your RoomexPay card beforehand to withdraw cash and account this into your decided allocated [WEEKLY, MONTHLY..] budget. 

Train travel
[SECOND/ ECONOMY] class should be used for all journeys other than those over [X] hours where First Class may be used. Please book train travel through [PLATFORM] using your RoomexPay card, attaching the receipt, and selecting category ‘TRANSPORTATION’. 

[EXPLAIN YOUR COMPANY’S AVERAGE PRICES PER REGULARLY TRAVELLED JOURNEY, E.G. TRAINS FROM X TO Y SHOULD COST NO MORE THAN X.] 

Air travel
Book all flights through [PLATFORM] using your RoomexPay card selecting the category ‘TRANSPORTATION’. Budget airlines are preferred for European flights. If travelling out of Europe consult your manager for details on ticket type. 

General expenses
[HERE ARE OTHER EXPENSES TO CONSIDER INCLUDING IN YOUR POLICY. SELECT WHICH ONES WILL BE REIMBURSED, AND WHICH ONES WILL NOT BE. ADD TO EXCLUSIONS SECTION BELOW]

· Phone related costs
· Membership of professional bodies
· Training courses
· Purchases of equipment
· Road traffic offenses
· Visas
· Birthday gifts/ cakes
· Postage for business purposes
· Laundry service/ dry cleaning
· Mini- bar contents
· Pay per view movies in the hotel
· Newspapers
· Parking fines
· The loss/theft of goods
· Child care/ pet care
· Damage to personal vehicles
· Spa and fitness clubs
· Tourist attractions
· Bar bills

Exclusions

[Add any of the above here.]

IV. Overview of how to use our expense management platform, RoomexPay
If you have an expense card, we expect you to:
a. Protect it to the best of your ability. Don’t leave it unattended or give it to unauthorized people (e.g. friends, family, colleagues) even just to hold.
b. Report it stolen or lost as soon as possible. If, for example, there’s a break-in at your home and your card is taken, you need to file a police report and call our accounting department immediately.
c. Use it only for approved reasons. Follow the instructions in this policy and don’t use the card for personal or unauthorized expenses, even if you intend to compensate the charges later.
d. Document all expenses. Please record the spend category per transaction and upload a photo of receipt for tracking purposes.

2. Take a picture of every receipt and attach it to each transaction.
3. Select the correct category for each expense
a. ‘FOOD AND BEVERAGE’ – Meals, coffee, tea, and snacks
b. ‘TRANSPORTATION’ – Train, air, taxi travel
c. ‘PETROL’- Filling up car with petrol
d. ‘ENTERTAINMENT’ – Hosting guests and clients 
e. ‘MISC’- Office supplies, memberships, trainings, etc.
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