Simple Accounting Ltd 15th January 2014 
Personal Expenses Policy

It is the Company’s policy to reimburse employees for all necessary travel, accommodation and other expenses, including the entertainment of clients, incurred while engaged on authorised Company business.

The Company will set levels of expenditure that are deemed appropriate and which may only be varied at the discretion of the Company.

The level of reimbursement allowed will be sufficient to provide a standard and quality which will adequately meet the needs of employees from the viewpoint of both comfort and acceptability for the effective conduct of Company business.

1.         The rate of reimbursement is set at levels contained in the policy below and may only be varied at the discretion of the General Manager.

2.         Employees are required to provide VAT receipts covering all expenditure and without these, reimbursement will not be made.

3.         Employees are required to apply for reimbursement by way of a written claim to
......... (insert name) on a monthly basis.

4.         Advances for anticipated expenditure may be applied for in the same way and must be accounted for properly.

5.         Authorised employees who are required to entertain clients regularly on behalf of the Company or otherwise to incur expenses on the Company’s behalf will be afforded the facilities for such expenditure, in the form of a credit card. Expenditure will remain subject to the specified Company limits and credit/charge card bills must be supported by receipts.

6.         The expenses procedure will be monitored by the Accountant. Any abuse by employees will result in disciplinary action and, depending on the circumstances, is likely to be treated as gross misconduct resulting in summary dismissal (e.g. where an employee has intentionally sought to defraud the Company).

Home-to-office travel

You are responsible for the cost of travel between your home and normal place of work. Costs relating to such journeys should not be included in claims for business travel expenses. When a business journey starts or ends at home, the amount claimed should be arrived at by deducting the normal mileage travelled to and/or from home and the office.


Business journeys

You can claim the full cost of any travel expenses incurred while you are on Company business.

Travel by taxi

Use of public transport (bus, tube or train etc.) is encouraged and should be used wherever possible, for business purposes. However, it is recognised that the use of a taxi may, in the following circumstances, be the most effective mode of transport:

•           where equipment or heavy baggage is being carried

•           when no public transport is available, especially when travelling early in the morning or late at night

•           when the claimant is pregnant or has a temporary or permanent disability

•           where personal or financial security is an issue

•           when it is important to save time

•           when in an unfamiliar area and uncertain about public transport.

You should obtain an official receipt from the taxi driver to substantiate your subsequent travel expense claim, and you must state clearly on the expense form the reason for use of a taxi.



