[image: ]
	
	
	





Your finance team
We need you to record and submit business expenses that follow company policy. If you’ve read this policy and need any help, your friendly Finance team is here to help.

[ADD PICTURES AND CONTACT DETAILS]
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[bookmark: _lpbrcr8t4qsw]1. Introduction
This expense policy guide will help you make and claim expenses according to company rules and principles. Anyone needing to spend while at work must understand which claims are permitted, and what steps must be taken to ensure reimbursement.
[bookmark: _6h6efsorceal]Our expense principles
· [COMPANY NAME] will reimburse all approved and reasonable expenses incurred as part of your role.
· You are expected to spend company money carefully, as you would your own.
· Please exercise good judgement and be as cost effective as possible.
· Travel and expense claims should only reflect costs that are additional to normal daily travel and subsistence expenditure. You cannot claim for travel to and from the office.
· The company may not reimburse an expense claim where this policy has not been complied with.

All permanent and authorized staff can be issued with an OFX Corporate Card [OR OTHER CORPORATE CARD - PLEASE ADD HERE] where there is a need to spend money on behalf of the business or incur expenses in the course of business-related activities.

This card is the preferred method and should be used before all other methods.

To apply for a card your line manager or Head of Department must fill out the correct application form and submit it to the Finance team at FINANCE TEAM EMAIL.

Please find the form here: [LINK TO APPLICATION FORM/PAGE]

For details of how to use the card and login to the portal please [VISIT THIS INTRANET PAGE] or request training from [STAFF MEMBER(S) IN CHARGE OF TRAINING].
[bookmark: _s3y1kqgu7vjy]Your responsibilities
· Employees: Ensure all expenses comply with this policy and submit claims accurately with supporting receipts.

· Managers: Review and approve expense claims as quickly as possible.

· Finance Team: Process reimbursements promptly, monitor compliance, and conduct audits where necessary.


[bookmark: _g2zbvt47tq3t]2. Your OFX [OR OTHER] Corporate Card
All permanent staff should be issued with an OFX Corporate card in their name. This card is the company’s preferred method of payment for all business related expenses.
· For all spend on OFX Corporate Cards [ADD OTHER CARD TYPE IF RELEVANT], staff must provide justification for what was spent. Use the OFX Business App or platform to upload receipts and complete the necessary details in the notes section.
· Managers should approve all submitted expenses by the end of every month.

Note: Where it has not been possible to use an OFX Corporate card, a paper-based expense claim must be completed. Please see the next section of this guide.
[bookmark: _3o3khfotoh7v]How to apply for a card
Every employee should have their own card. If you haven’t yet been given yours:
· Obtain approval from your line manager or Head of Department, then
· Submit the corporate card application form [LINK TO APPLICATION FORM/PAGE] to the Finance team.
[bookmark: _et8grn97irhx]How to use your card
Your card works just like your personal credit card. But there are some steps to complete once the transaction is complete:

· Complete a transaction online or in-person using your chip and signature.
· Log the transaction in the OFX platform or app.
· Upload your receipt (immediately, if possible) and check the details including the purpose, date, and amount of each payment.
· Your manager should review and validate each payment promptly. 
[bookmark: _1p5qar2gsd7i]

[bookmark: _lhus4mkf5o2x]3. The Expense Claims Process
If a corporate card cannot be used, employees may seek reimbursement by submitting an expense claim.

Please use the form attached to this policy. An electronic version is available here [LINK] or from the Finance department.

The form and original receipts need to be signed by your manager and forwarded to the Finance department for validation and payment.
[bookmark: _7hpkgsyz40cj]Your checklist to avoid any issues
Payments will not be made where forms are incomplete or wrong. Please ensure you do the following:

· Complete the form in full
· Remember to sign the form yourself
· Attach proper receipts showing state and local sales tax, not the printout from the credit card machine. (You may need to ask at the checkout.) List all the relevant travel details, or other meal participants
· List all relevant travel details, or other meal participants

Your manager will review and authorize all spend on a monthly basis and must approve your paper based claim form before it is submitted to Finance. 

Incomplete claims or missing receipts may result in delays or rejection.




[bookmark: _53ehknz38kho]4. What are Allowable Expenses?
To be reimbursed, all claims must be for valid, allowable business expenses. A business expense must be "wholly and exclusively" for business purposes to be a legitimate expense.

This section gives examples to help you determine whether your expenses are allowable. 

Please note, receipts are required for all claims.
Mixed-use expenses
You may have some travel or meals that are partially for business purposes, and partly personal. This could include personal travel attached to a business trip, or a dinner with clients that also includes non-clients. 

In these cases, you will only be reimbursed for the business-related elements. Please clearly indicate in your claims and on receipts where items should be excluded from your claim.
[bookmark: _8m2ws72s9wcu]Travel and entertainment expenses
As a general rule, please prioritize the most cost-effective travel option, where it is also practical and won’t create major inefficiencies for yourself or the business.

Costs related to business travel will be reimbursed as long as the most cost effective method of travel is used. 
· If you travel to the business meeting/event directly from your home you may claim the travel from your home.
· If you travel from the office to the business meeting/event you must claim travel from the office.

Important: Your regular commute to the office is not considered business travel and cannot be reimbursed.
[bookmark: _qitmrve59jnv]Rail travel
· Standard/Economy class is the default option. Other classes must be approved and will only be reimbursed where no other option is available.
· Open return will not be accepted if you are traveling back on the same day.
· Two single tickets can sometimes be cheaper than a return.
· Please compare prices online and look for the cheapest viable option.
[bookmark: _b5we1a5t6g7v]Tube / Underground / London Network or Tram
· Please use the OFX Corporate Card [PLEASE ADD OTHER CARD TYPE IF RELEVANT] for all tube/tram and underground travel, and give details of the travel (start point, destination and reason for travel) in the notes section on the OFX app or OFX platform. 
· If unavailable - please provide a tax invoice or proof of purchase in your expense claim.
[bookmark: _i1dvrnmo1hv]Taxis and ride-sharing apps
Please use private car travel sparingly, and only when other alternatives are not viable such as in emergencies, late night or early morning travel when public transport is unsafe or unavailable.

If multiple staff are travelling to the same location, please try to combine your trip to reduce costs.

Where possible, please book in advance and let the Finance team know.
[bookmark: _h5i9g1lsl8lx]Air travel
Flights may be used where the time and cost is necessary, and train or other transport is not available or appropriate. Please confirm with your manager if you are unsure that booking a flight will meet the criteria.

· Tickets can be booked on your behalf or by yourself. 
· Staff should travel in Economy class.
· Tickets should be purchased as far as possible in advance.

You must submit the ticket/e-ticket with any claim for air travel made on a personal credit or debit card using the paper-based expense process. A booking confirmation alone will not be accepted.
[bookmark: _hiykajoyy2b0]International business travel
· For insurance and foreign exchange reasons, your OFX Corporate Card must be used when booking international travel.
· Please get approval from your manager before booking international travel.
· International cash withdrawals must be accounted for in the same way as UK expenditure, and the same principles to transport, entertainment etc. apply.
· If for any reason the OFX Corporate Card [PLEASE ADD OTHER CARD TYPE IF RELEVANT] is not viable or appropriate, please use the rate charged by your bank or card provider.
· Where you have incurred currency conversion fees you may reclaim these, provided they are strictly related to allowable business expenses.
[bookmark: _1lhtpzs4n26r]Private car or motorbike mileage
When public transport is unavailable or inappropriate, you may be able to claim mileage for using your own car or motorbike. Again, this only applies to business travel that is not part of your normal commute.

Reimbursement rates [CHOOSE ONE OF THESE OPTIONS]:
You may claim mileage at the rate of [$X] per mile for the first [Y] business Miles driven in the calendar year, and [$Z] per mile thereafter.

OR

We use standard mileage reimbursement rates set by the IRS. 

· All mileage claims must include:
· Origin and destination
· Business purpose of the trip
· Names of any passengers
· Total Miles travelled
· Mileage logs: You must keep a detailed logbook of all business-related travel, including dates, destinations, purpose, and distance travelled.
· Passenger allowance: If you're carrying another employee for business purposes, an additional allowance per mile per passenger may be reimbursed.
· If a private vehicle or motorcycle is used when a significantly cheaper public transportation option (e.g., train) was available, reimbursement may be limited to the equivalent rail fare.
· Congestion charges, tolls, and parking are reimbursable when incurred for business purposes. Receipts must be submitted with your expense claim.
Please ensure your insurance covers business usage. We will not pay for loss or damage if the mode of transport is not insured. 
Parking
The costs involved with parking a vehicle used for an allowable business trip can be reclaimed. The ticket and/or receipt should be submitted with your claim. 
Note: If the machine does not issue tickets, clearly list the location, duration of stay, and cost in your expense claim with a note to specify that a receipt was not available.
[bookmark: _k7e45nwpnzkh]Entertainment and gifts
You may entertain or buy gifts for [COMPANY NAME] clients, visitors and guests only where it is likely to help the business meet its objectives, and as long as it will not be considered bribery under the law. Please familiarize yourself with company policy on this if you are unsure.

The names of each person (both internal & external) attending must be noted on the claim, with external guests clearly identified.
 
Subject to these constraints, you may claim reasonable and appropriate business entertaining expenses.

Where you are unsure whether an expense will be allowable, seek approval from your manager beforehand. 
Staff entertainment (for managers and other authorized personnel)
· [bookmark: _i4pl94dd5zv3]Where expenses are paid for a group of employees, the most senior employee should pay and claim for the expenses. The claim must specify the names of all employees in attendance.
· The cost of entertaining staff without clients, visitors or guests present is not normally reimbursable unless explicit permission has been given by a senior executive and/or Head of Department.
· Reimbursement may only be claimed where exceptional business purposes justify the expense, or as part of the standard allowance for team events.
· Travel to and from an event will not normally be reclaimable unless there are exceptional circumstances.
· Every entertainment expense claim must show where the event took place and the name of every person in attendance; detailed receipts must be provided for all expenses incurred.
Staff gifts and rewards
· Trivial benefits may be given to staff outside of company performance rewards. These include gifts and celebrations for birthdays, births, and other personal events. They must not exceed [AMOUNT] per head, and authorization must be granted by a senior executive and/or Head of Department.
· Please consider the combined cost of gifts given to a single individual over the course of the year and check with the Finance team or your Head of Department to ensure the recipient will not incur an unauthorized income tax liability.
· Advance authorization from a manager will be required, as well as the reasons for entertainment.

In some exceptional circumstances, expenses payable under this policy may not satisfy IRS rules, and hence may be taxable. We will usually make arrangements to meet the resulting tax liabilities. However, we reserve full discretion to decide not to make such arrangements in any given case. 
Other expenses
The following costs are not related to travel and entertainment and would not otherwise normally be considered allowable business expenses. These are unique cases with their own rules, as explained below.
Eye tests
Where staff are required to make regular use of a computer screen, the cost of an eye test may be reclaimable. The cost and frequency of tests should be appropriate for the staff member’s requirements.

[bookmark: _1a3mlzdgcil8]The maximum claim for an eye test cannot exceed $XX [INSERT AMOUNT] and a full receipt must be submitted with the claim.

Please contact HR for approval before booking a test. [If you offer a company health plan, please include the details. Note: In this case, health tests cannot be claimed as a business expense.]


Cellphone/telephone expenses
[bookmark: _33l6dc2mepix]Business calls should always be made using [INSERT COMPANY PHONE SYSTEM].

· If this is unavailable and you need to use a private phone for business calls, you may claim the cost of business calls made.
· Calls must be reasonable and appropriate, and strictly related to company business.
· A copy of the phone bill should be submitted with any claim, as well as details of the call.
· The cost of items such as line rental, itemized billing, call waiting, and other services may not be recovered.
· Where the company provides a cellphone, this is for business use only.
· The company reserves the right to recover costs associated with personal usage where this usage is deemed to be excessive (e.g., international calls).
· Where a personal cellphone is used for business, and the minutes used are part of a call package, business call charges may be allocated using the following formula: Business calls (minutes) / total calls (minutes) x total call charges 

Again, the cost of items such as line rental, itemized billing, call waiting, and other services may not be recovered. 
5. Non-reimbursable Expenses
For clarity and to avoid any doubt, the following expenses are NOT reimbursable:

· Traffic fines
· Parking fines
· Airline club memberships
· Subscriptions taken without prior authorization
· Laundry
· Public transportation card top-ups
· Hotel pay-per-view movies
· Mini-bar charges
· Cellphone insurance
· Credit card interest
· Late payment penalties
· Personal broadband/Wi-Fi
· Office equipment for home use (unless previously authorized)
· [PLEASE ADD OTHERS HERE]

Please ensure your claims don’t include any of these, as your claim may be delayed.

If you are unsure about an item not listed above, please seek advice from the Finance Department.

[bookmark: _oduj7353bgz7]6. What is a Valid Receipt?
Business transactions and expense claims must have a receipt attached. 
But not all forms of receipt are valid. 

A valid receipt should include:
· Vendor’s business name, state and local sales tax, if applicable
· A clear description of the goods or services provided
· The total amount charged, including a breakdown of state and local sales tax, if charged
· The date of payment or purchase

Note: If the supplier is not required to charge sales tax (e.g., a small supplier under IRS rules), the receipt should still show the total paid and describe the goods/services.

We may accept items under $10 without a receipt, if a receipt is not available. This may include public transit receipts, parking meter fees, and tips.


Please give as much detail as possible on the OFX business app and specify that a receipt was not available.


[bookmark: _chuj42j0ono]7. The Small Print
All claims must be supported by scans or photos of original receipts, invoices or similar and uploaded to the OFX App or OFX portal.

· Deadline: Submit claims within 30 days of incurring the expense.
· Documentation: Receipts must be uploaded to the OFX portal or app.
· Approval: Managers must approve claims before submission to Finance.
· [INSERT COMPANY NAME] reserves the right to decline non-compliant claims. 

If a manager or a member of the Finance team disputes a card expense claim because it is outside the scope of this expense policy, you may be obliged to reimburse the company for the amount disputed. This charge may be deducted from the next salary payment.

Any disputes that cannot be resolved between a staff member and their manager will at first be escalated to the CFO or [INSERT NAME AND JOB TITLE].

[bookmark: _thb00hdydi05]8. Contact Information

For assistance, please reach out to:

Finance team: [EMAIL]
Expense Management Support: [PORTAL LINK]

This policy is subject to periodic review and updates by the Finance team.
	
	
	



	
	
	



image1.png
Expense policy
template

This is a template. If you need further assistance please contact OFX.





