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HR POLICY
Expenses Policy
Workplace Policies  |  White Cube Consulting

	ORGANISATION
	[Organisation Name]

	VERSION
	Version 1.0

	DATE ADOPTED
	[Date]

	REVIEW DATE
	[Date - recommend annual review]

	POLICY OWNER
	HR / Senior Management

	SCOPE
	All employees and workers claiming business expenses 



This policy template is provided for guidance purposes. It should be reviewed and adapted to reflect the specific circumstances and requirements of your organisation before adoption. We recommend taking HR and/or legal advice prior to implementation. This document does not constitute legal advice.
The purpose of this policy is to provide employees with clear guidance on the reimbursement of reasonable business expenses incurred while carrying out work duties on behalf of the organisation.
SECTION 01
Policy Statement

[Organisation Name] will reimburse employees for reasonable and legitimate expenses incurred wholly, exclusively and necessarily in the course of carrying out their work duties. This policy sets out what expenses are reimbursable, the approval process, and the standards we expect employees to apply when incurring and claiming expenses. All expense claims must be honest, accurate and supported by receipts. Claiming false or inflated expenses constitutes financial misconduct and will be treated as gross misconduct. The organisation's expenses procedures are designed to comply with HMRC requirements — employees have a personal responsibility to understand the tax implications of any benefit arising from expenses paid on their behalf.


SECTION 02
Principles

-  Expenses must be incurred wholly, exclusively and necessarily in the course of business
-  Employees are expected to exercise reasonable commercial judgement and seek value for money when incurring expenses. First-class travel is not reimbursable unless pre-approved for specific reasons
-  All claims must be supported by original VAT receipts or other evidence of expenditure
-  Claims must be submitted within [e.g. 30 days] of the expense being incurred — late claims may be refused
-  Expenses must be approved by the appropriate manager before reimbursement is made
-  Personal expenditure must not be included in expense claims
-  “Normal place of work” means the employee’s contractual or usual working location as determined by the organisation.
-  Travel between home and a designated office location will normally be treated as commuting and is not reimbursable unless expressly authorised.
-  Where practical and cost-effective, employees should consider environmentally sustainable travel options.
-  Digital receipts and electronic confirmations are acceptable provided they clearly evidence the expenditure.
-  The organisation reserves the right to audit expense claims and supporting documentation at any time.
-  Foreign currency expenses will be reimbursed at the exchange rate applied by the payment provider or supported by evidence of conversion.
-  Employees should avoid incurring expenses that could reasonably be viewed as excessive, inappropriate or potentially damaging to the organisation’s reputation.
SECTION 03
Eligible Expenses

▪ Business Travel
	MODE / TYPE
	CONDITIONS

	Public transport 
(rail, bus, metro)
	Standard class; most economical available fare

	Taxi / private hire
	Where public transport is impractical; reasonable cost; receipt required

	Personal car mileage 
(HMRC approved rate)
	Currently 45p/mile for first 10,000 miles; 25p/mile thereafter

	Hire car
	Pre-approved by manager; standard category vehicle; receipts required

	Parking
	Receipts required; not applicable to commuting to normal place of work

	Air travel
	Economy class only; must be most economical available; pre-approval required for international travel

	Congestion charge / road tolls
	Reimbursable where incurred on business travel; not commuting


Employees using personal vehicles for business travel are responsible for ensuring appropriate insurance cover for business use.
Employees should book travel and accommodation as far in advance as reasonably practicable to minimise costs. Where bookings are made at short notice without reasonable justification, reimbursement may be limited to the equivalent reasonable cost.

▪ Accommodation
Accommodation costs will be reimbursed where an overnight stay is required for business purposes. The following limits apply:
-  [e.g. UK: up to £[X] per night (room only) — unless the specific location requires a higher rate, with manager approval]
-  [e.g. London: up to £[X] per night given higher average hotel costs]
-  [e.g. International: up to £[X] per night or as approved by senior management]
[Set your own limits based on HMRC benchmarks and your organisation's typical locations. Always specify room only — meals claimed separately where applicable.]
▪ Meals and Subsistence
Meals may be claimed when employees are away from their normal place of work on business and the absence necessitates a meal expenditure that would not otherwise be incurred. The following guidelines apply:
	MEAL TYPE
	CONDITIONS AND LIMITS

	Breakfast
	Claimable if departure before [e.g. 7am] and not provided by accommodation — up to £[X]

	Lunch
	Claimable if away from normal place of work all day — up to £[X]

	Evening meal
	Claimable if returning after [e.g. 8pm] or staying overnight — up to £[X]

	Alcohol
	Not reimbursable as part of personal subsistence; see client entertainment below


▪ Client Entertainment
Client and business entertainment expenses may be reimbursed where the entertainment is a genuine and reasonable business activity, pre-approved by a senior manager, and properly documented. The following conditions apply:
-  Pre-approval from [e.g. Director / senior manager] is required before incurring client entertainment expenses
-  Claims must include a note of the business purpose and the names of all attendees
-  A reasonable cost per head for meals with clients is [e.g. up to £[X] per person including drinks]
-  Alcohol is reimbursable as part of client entertainment only — not as personal subsistence
-  Large-scale entertainment (e.g. sporting events, hospitality packages) requires written sign-off from [e.g. Director / CEO]
▪ Home Working and Remote Working
-  [Where applicable: employees working from home regularly may claim for home office equipment or a monthly home working allowance — details: [specify amount and conditions]]
-  The HMRC home working allowance rate (currently £6 per week) may be applied where an employee regularly works from home and incurs additional household costs
-  Equipment purchased for home working must be approved in advance and ownership remains with the organisation
▪ Other Eligible Expenses
-  Professional subscriptions and memberships required for the role — pre-approved by manager
-  Training and development costs — in accordance with the Learning and Development Policy
-  Mobile phone costs — where a personal device is used for business calls, the business portion of the bill may be claimed with itemised evidence
-  [Add any further eligible categories specific to your organisation]
SECTION 04
Non-Reimbursable Expenses

The following expenses will not be reimbursed under any circumstances:
-  Personal or leisure activities, including entertainment, gifts or personal shopping
-  Commuting costs — travel between home and normal place of work
-  Traffic fines, parking fines or other penalty charges
-  Personal items of clothing, toiletries or accessories
-  Minibar charges, in-room movies or other personal hotel charges
-  Expenses incurred by family members or friends unless specifically pre-approved
-  First class travel or premium economy without specific pre-approval
-  Alcohol as personal subsistence
-  Any expense incurred in breach of this policy
SECTION 05
Approval and Submission Process

-  All expense claims must be submitted using the organisation's approved expense claim form / system
-  Original receipts must be attached to all claims — where a receipt cannot be obtained, a written explanation must be provided
-  Claims must be submitted to [line manager / finance department] within [e.g. 30 days] of the date of expenditure
-  Line manager approval is required for all claims before submission to Finance
-  Claims over [e.g. £[X]] require approval from [e.g. Director / Finance Manager] before submission
-  Finance will review claims for compliance with this policy before processing reimbursement
-  Reimbursement will be made via payroll / BACS within [e.g. [X] working days] of approval
Items that may require pre-approval include:
-  International travel
-  Hotels above a defined price limit
-  Client entertainment
-  Hire cars
-  Large training costs
SECTION 06
HMRC and Tax Compliance

The organisation will reimburse expenses in accordance with HMRC guidelines. Where expenses exceed HMRC-approved limits or are classified as a benefit in kind, the employee may have a personal tax liability. Employees who are unsure about the tax treatment of a particular expense should seek advice from [Finance / HR]. 
The organisation maintains HMRC-approved dispensation arrangements where applicable and will ensure that expenses are coded and reported correctly for PAYE and P11D purposes.


SECTION 07
Company Credit and Charge Cards

Where employees are issued with a company credit or charge card, the card must be used only for legitimate business expenses in accordance with this policy. Personal expenditure on a company card is a serious breach of this policy and may be treated as gross misconduct. All card expenditure must be reconciled monthly and supported by receipts.
SECTION 08
Consequences of Misuse

Submitting false, inflated or fraudulent expense claims constitutes financial misconduct and will be treated as gross misconduct under the Disciplinary and Dismissal Policy. The organisation reserves the right to require repayment of any amount incorrectly claimed and to involve law enforcement where fraud is suspected.
SECTION 09
Policy Review

This policy will be reviewed annually or following changes to HMRC guidance or business travel arrangements. Mileage rates and meal limits will be updated to reflect HMRC-approved rates at each review.
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