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INTRODUCTION

In today’s fast-paced and
interconnected world, business
travel has become an integral part of
corporate operations. Organisations
send their employees on journeys,
sometimes spanning continents, not
only to meet with clients, partners,
and prospects but also to explore new
opportunities and markets. Foras long
as people have been travelling for
business, business travel expenses
have existed and while travel is an
essential element of business growth,
the way expenses are managed
has far-reaching implications on
the physical and mental health of
employees, as well as the financial
health of organisations.

Traditional methods of tracking and
reimbursing travel expenses have
long been the standard in business
operations. Employees incur various
costs during their trips, from meals and
accommodations to transportation
and incidentals. To claim these
expenses, they collect receipts, fill
out complex expense reports, and
wait for reimbursement—a process
that is time-consuming, error-prone,
and often frustrating for all parties
involved. Nevertheless, it is a process
that we are all familiar with. What
many individuals and companies are

not aware of, however, are the
detrimental effects that traditional
expense processes can have on
both the travelling employee and the
company as a whole. Rising economic
pressures have seen travellers placed
under increased financial stress,
which can have negative impacts on
both the physical and mental health
of employees who are regularly on
the road for work. This is one part
of a company’s duty of care which
is all too often overlooked, placing
employees who regularly travel in a
disadvantaged position. Moreover,
organisations are not spared from
the ramifications of these outdated
practices. The financial burden that
the traditional expense management
process places on organisations is
undeniable.

Thankfully, a modern alternative to
traditional expense management is
gaining traction: travel allowances.
Travel allowances are a proactive and
streamlined approach to managing
travel expenses that better cater to
the modern state of business travel,
by prioritising the experience of the
traveller, while also simplifying the job
of finance teams. Instead of waiting
for employees to front their own
money and later seek reimbursement,



travel allowances provide pre-
allocated funds to cover the costs
of business travel. This forward-
thinking approach simplifies the
entire process, helping to reduce the
stresses of economic pressure on
both the employer and the employee.

This ebook is your comprehensive
guide to understanding the ins and
outs of traditional travel expenses
and travel allowances. We will explore
the detrimental effects that traditional
expenses can cause for travellers and
companies, the advantages that can
be realised with travel allowances,
and the steps to transition to this
modern system.

By the end of this ebook, you will have
the knowledge and tools to recognise
your duty of care to your travelling
employees and revolutionise your
business travel expense management
process, making it more efficient,
cost-effective, and employee friendly.
So, let’'s embark on this journey to
modernise your approach to expense
management and make business
travel a smoother and healthier
experience for all.




THE BURDEN OF THE STATUS QUO

It is no secret that employee
health suffers when travelling
forwork!,and thereis astrong
correlation  between the
frequency of business travel
and a wide range of physical
and behavioural health risks.
When we compare travellers
who spend one to six nights
a month on the road for
work, to those who spend 14
or more nights a month on
the road for work, the latter
has significantly higher body
mass index scores and are
significantly more likely to
report the following: poorly
health;

self-rated clinical

symptoms of anxiety;
depression and alcohol
dependance; no physical

activity or exercise; smoking;
and trouble sleeping. It is
part of every company’s
duty of care to manage
employee health and while
health

many  workplace

programmes will provide

travelling employees with

information about avoiding

food-borne illnesses,
immunisations where
required, and information

on local unrest, few focus
on the more common but

less immediate threats to

employee health. These are

stress, sleep interruption,

unhealthy eating and
drinking, and lack of exercise.
Whilethese health threats are
not immediately dangerous,
over the long-term these
issues can add up to chronic
disease risks. A significant
contributor to the negative
impacts of business travel
is the outdated expense
management process that

the majority of organisations

still employ. This archaic
process gives rise to
unnecessary stress and

anxiety, while also prioritising

1 Andrew Rundle, Just How Bad Is Business Travel for Your Health? Here’s the Data.’, Harvard Business Review, May 31, 2018.

BUSINESS TRAVELLERS SPENDING 14+ DAYS ON THE ROAD ARE MORE

LIKELY TO REPORT:

POORLY
SELF-RATED
HEALTH

SMOKING

CLINICAL
SYMPTOMS
OF ANXIETY

SLEEPING
DIFFICULTY

DEPRESSION
AND
ALCOHOL
DEPENDANCE

NO PHYSICAL
ACTIVITY OR
EXERCISE

WHEN COMPARED TO THEIR COUNTERPARTS TRAVELLING BETWEEN 1- 6 NIGHTS PER MONTH FOR WORK
(SOURCE: https://hbr.org/2018/05/just-how-bad-is-business-travel-for-your-health-heres-the-data)
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the selection of the cheapest
available option? when it
comes to dietary choices,
the

which s unhealthy

option, more often than not.
Managing expenses can
often be a complex and
cumbersome  task,  with
the majority of companies
traditional

relying on

expense management
systems, where employees
are required to meticulously
track, report, and account
for every penny spent during
While this

method has been the status

their journeys.

quo for years, the way we
travel for work and pay for
things has changed. Gone
are the days where cash was
king, as we move closer and
closer to a cashless society
with recent advancements in
payment technologies.

However, traditional

expense processes have
not been updated to reflect
this advancement, forcing
employees to put up with

archaic systems which often

have a considerable, and
often underestimated, impact
on both the well-being of the
employees who are travelling
and the financial health of

the organisations who are

utilising these processes.
The rising economic
pressures on individuals

and organisations since the
COVID-19 pandemic

brought many of these issues

have

to light, forcing companies to
re-evaluate their approach
to expenses. In this section
we will take a closer look
at the impacts of traditional
expense management
processes on the two parties
affected most, the traveller

and the organisation.

Traveller Health
In the wake of the COVID-19
pandemic, economic

pressures have become

an ever-present reality for

people and companies
alike. The global health
crisis  caused  disruption

in ways that no one could

have anticipated, leading

to significant financial

challenges that continue to
reverberate today. One of the
most significant challenges
that has continued to make its
impact felt is the resurgence
of inflation. For individuals,
the impacts of rising inflation
have been palpable, with
everyday expenses, from
groceries to fuel, becoming
more costly. The erosive
effect of inflation on salaries
has made it

difficult for

increasingly
households to
maintain their standard of

living, placing additional

strain on already stretched
forcing

budgets, many

to make difficult choices

and curtail discretionary

spending.

In the case of employees
who are required to travel
work, these

often for

pressures can be felt doubly

if they are required to
follow traditional expense
management processes.

This traditional outlook is the
one most of us are familiar
with. Travelling employees

are required to pay for any

2 Sundaqvist, Joachim, and Bengs, ‘The contextual understandings of eating: A practice theoretical approach to Swedish business travellers’ meals.,
International Journal of Gastronomy and Food Science, vol. 24, July 2021.
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expenses that arise, such as
meals and fuel, out-of-pocket
and collect receipts for each
purchase. Once the traveller
has returned, it is incumbent
on them to file an expense
report and provide all
receipts for approval. When
the expenses have been

reconciled and approved

by the finance team, the
traveller then has to wait
for the next reimbursement
cycle before they receive

their money back.

With  55%  of
travellers  paying

using

business

out-of-
pocket® personal
cards, the majority of us
have become accustomed
to the traditional expense
management process, but
physiologically it is wreaking
havoc. At each step of this
traditional process are
stress inducing factors. Even
the simple task of receipt
collection is a stressful step
for employees who are
requiredto payout-of-pocket.
Employees are tasked with

collecting receipts for every

3 Roomex, “YouGov Survey!, YouGov UK, October 2023.

meal, taxi ride, and refuel
stop, and then keeping
these receipts safe for

the remainder of their trip.
This process is not only a
frustrating, time-consuming
experience, but is also prone
to errors, as receipts can be
lost, damaged, or misread.
For travellers, this can mean
out needed

missing on

reimbursements, resulting
in additional stress as they
if all of their
expenses will be approved.

This

wait to see

stress can continue

even once travellers see
that their expenses have
been approved, as they
now must wait for the
next reimbursement cycle
before receiving their

money back. By the time
the reimbursement arrives,
the traveller may even be
out on the road again or
have completed other work
related trips in the meantime,
increasing the strain on their

personal account.

At a time when employee

paychecks have had their

spending power decreased,

any reduction and delay
in access to their personal
funds is going to be stress-
The

associated with

inducing. stress
business
travel alone already leads
travelling employees to
get, on average, 21 minutes
less than

sleep non-

business travellers. Over
an extended period of time
the resulting fatigue from

business travel leads to

an increased chance of
diminished mental capacity,
communication skills,

health.* 1l

poor

burnout, and ill

health caused by stress
in travellers includes
headaches, gastrointestinal

distress,and chest pain, while
also potentially exacerbating
nearly every pre-existing

condition and potentially

leading to the development
or worsening of anxiety,

depression, skin rashes,

asthma, cardiovascular
disease, and more. When
you factor in the increased
stresses associated

with  traditional expense

4 AirPlus International, ‘AirPlus Traveller Productivity. How to tailor your travel policy to improve traveller performance., AirPlus International Ltd,

March 01, 2021.
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processes these results are
likely to be more extremely
felt. This continuous cycle

not only results in constant

stress and anxiety for
travelling employees but
also creates a negative

perception for the employee

about the company’s
investment in employee well-
being. Traditional expense
management practices can
signal to employees that
their comfort, convenience,

and health are not a business

priority, leading to
dissatisfaction and reduced

motivation.

Fortravelling employees who
are paying out-of-pocket,
the spending habits created
by the increased economic
have an

health.

also
their

pressures
impact on
Employees are required to
purchase their own meals,
often with little guidance from
their company beyond their
allocation.

per diem meal

Employees facing economic
pressure and paying out-of-
pocket are likely to seek the
meal option which will have
the

least impact on their

bank account. This results
in employees choosing to
purchasethe cheapestoption
thatis available to them more
often than not. However, in a
world where healthy foods
cost, on average, nearly
twice as much as unhealthy
foods per serving® this has

a further detrimental impact

5 Kern, David, et al. ‘Neighborhood prices of healthier and Unhealthier Foods and associations with diet quality: Evidence from the multi-ethnic
study of Atherosclerosis.” International Journal of Environmental Research and Public Health, vol. 14, no. 11, November 16, 2017.
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on employee health while
travelling, as even when
healthy foods are available,
their cost places them out
Although

organisations may attempt

of reach. some
to combat this by offering
their travelling employees
a generous meal per diem,
when employees are
required to pay out-of-pocket
the amount allocated to the
meal per diem matters less.
Even though the employees
will be reimbursed for their
spending, they may not be
able to afford the waiting
time between the expense
and the reimbursement. For
those without a generous
meal per diem who want to
eat healthier or those who
are travelling to a more
expensive location, even
breaking even can be a
difficulty when

their

expensing
This

pushes travelling employees

meals.? reality

towards unhealthy  and
often unsatisfying  food
options, increasing the
occurrence of long term
health risks associated

with business travel.

Organisational Health

It is not only employees who
are feeling the burden of the
status Organisations

their health

quo.
too have

compromised by traditional

expense management
methods. Traditional
processes increase the

burden on organisations
and can be damaging to
the company’s long term
financial health considering

the levels of fraud and non-

compliance associated
with  traditional expense
management methods.

But it is not just fraud and
non-compliance which
damage an organisation’s
financial health. There are
also the matters of reduced
employee productivity and
the costs associated with
the administrative burden
of expense reconciliation.
Less obviously damaging to
an organisation’s financial
health

the

is the damage to
organisation’s image

which can be caused by the

6 RSM UK, ‘Expense Fraud - How to protect your business’, RSM UK, May 26, 2023.
7 Jamie Anderson, ‘Increase in Expenses Fraud “Related to Current Economic Conditions™, The HR Director, March 13, 2023.

use of traditional expense

management methods.
foremost

One of the

challenges faced by
organisations in managing
business travel expenses is
the prevalence of fraudulent
activities. As one of the most
prevalent types of employee
fraud, expense fraud costs
businesses 5% of their total
revenue annually and over
£3.5tn worldwide.® There are
many reasons an employee
may commit fraud, but as
the cost-of-living crisis has
set in, organisations have
experienced soaring cases
of fraud/

increased strain onemployee

pointing to the

bankaccountsbeingaleading

factor. There are numerous

ways employees commit
expense fraud, although
most expense fraud falls

into four major categories:
mischaracterised expenses,
increased expenses,

fictitious  expenses, and

multiple reimbursements.

No matter how the employee



The Four Major Expense
Fraud Categories:

Mischaracterised
expenses:

This is where employees
claim a personal expense
for reimbursement as a
business expense.

Increased expenses:

This occurs when an
employee submits a claim
for a legitimate expense
but increases the amount.

Fictitious expenses:

This is where an employee
submits a fake expense
and/or false receipts for
reimbursement.

Multiple reimbursements:
This occurs when an
employee submits the
same expenses and
receipts more than once for
reimbursment.

commits expense fraud, the
end result is direct financial
losses for the organisation
and an erosion of ftrust
and integrity within the
company. The traditional
expense management that
the majority of organisations
employ makes it incredibly
difficult to notice and prevent
expense fraud in a timely
manner. Not only does this
make expense fraud tough
to combat, the lack of ability
to take action may further

embolden employees.

It is not just fraud which
impacts a company’s bottom
line as a result of traditional
expense management
processes. Alongside
fraudulent activities, is non-
compliance with existing
company travel policies.
The lack of real time insight
provided by traditional
processes make it incredibly
hard to prevent expense
non-compliance, with 8
in 10 executives believing
that they don’t possess the

relevant information needed

to optimise savings.2Whether
inadvertently or intentionally,
employees often deviate
from established guidelines,
leading to increased
expenses that could have
been avoided and it is not
until travellers have returned
from their trip that expenses
can be reviewed and by then
it is often too late to make
a difference. Organisations
with a tight control on
traveller compliance
(over 80% compliance)
can achieve big savings,
lowering indirect costs as
much as 23% per traveller.®
Addressing non-compliance
is not only a matter of the
organisation’s financial
health but also a question of
policy enforcement and the
health of the organisation’s

internal discipline levels.

While  fraud and non-
compliance provide
examples where an
organisation’s financial
health is directly impacted
by employee action, the

financialimpacts oftraditional

8 Danny Mitchell, ‘Travel policy compliance ‘not the reality”, Supply Management, September 19, 2017.
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expense processes are not
always so clear. We have
already covered the negative
impacts that business travel
and the traditional expense
management processes
have on traveller health but
it is not just the traveller
who bears the brunt of poor
health. Declining employee
health, than

more often

not, results in increasing

employer costs with work
related stress costing the
UK economy £28 billion per
year.® Financial stress due
to rising economic pressure
has been found to cause
a quarter of employees to
experience brain fog and
make mistakes on the job."° In
2022, it was found that poor
mental health alone costs UK
employers up to £56 billion
per vyear" The additional
stress which these traditional
processes place on travelling
employees are indirectly
costing organisations huge
amounts of money each year.
Traditional expensing

processes also involve

manual
both the

traveller and finance teams,

tedious and

processes for
from receipt collection to

expense report submission

and reconciliation. This
administrative burden not
only consumes valuable

time but also detracts from
their primary responsibilities.
As employees spend hours
on tasks,

their

expense-related
overall  productivity

diminishes, impacting the

organisation’s efficiency
and
The

reconciling travel expenses

competitiveness.

intricate process of

can be a significant drain
on an organisation’s

resources. Finance teams
are burdened with the time-
consuming task of matching
receipts, cross-referencing

expenses, and ensuring
accurate financial reporting.
This manual labour could
be better directed towards
strategic financial planning
and analysis, contributing to
the company’s growth rather
than

merely  maintaining

its day-to-day operations.

It is clear that the financial
health of organisations has
been jeopardised by their
insistence on using outdated
expense management
methods. One of the most
prudent savings tactics a
company can make is to
make a switch from their
traditional processes to a
modern solution that helps
them to avoid the pitfalls they
are currently facing like fraud
and non-compliance, whilst
ensuring their employees are
healthy and less burdened

by administrative work.

All-in-all  the status quo
in expense management
isn’t good enough. It has

numerous negative impacts
both

organisations. But all is not

for employees and
lost, for there is a solution
available to these issues
that many companies are not
aware of, these are travel

allowances.

9 AXA UK, ‘The true cost of running on empty: work-related stress costing UK economy £28bn a year’, AXA UK, March 29, 2023.
10 Mahalia Mayne, ‘Financial stress causing a quarter of employees to experience brain fog and make mistakes, study finds’, People Management,

September 14, 2023.

11 Deloitte, ‘Poor mental health costs UK employers up to £56 billion a year’, Deloitte, April 1, 2022.
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THE MODERN SOLUTION

In the ever-evolving
landscape of business travel

and expense management,

it's crucial to embrace
innovative solutions that
cater to the changing

needs of employees and
organisations. Travel
allowances represent a new
paradigm in how businesses
their

manage travel-

related expenses, offering
organisations a fresh and
effective approach to
managing travel expenses.
Allowances provide
organisations with the
opportunity to put in place
a process that increases
both their own health and
the health of their travelling

employees.

Allowances are a departure

from the traditional
expense management
methods that involve
detailed reimbursement

processes and the tracking
of  individual expenses.
Travel allowances simplify
the expense management

process. Instead of requiring

employees to use their
personal card to pay out-of-
pocket, travelling employees
are given access to virtual
allowance cards which can
be generated for each trip.
These cards provide the
traveller with access to a
fund,

with the amount allocated

pre-allocated travel
typically determined based
on the nature of the trip,
destination, and other
relevant factors. Employees
are able to add these cards
to their phone’s wallet and
pay for items like meals and
fuel using their phone. Once
they have paid, travellers can
simply take a photo of any
receipts and upload them to
the associated allowances
app alongside the expense,
providing the finance team
with real time visibility of all
spending. Travel allowances
allow organisations to
personalise the solution to
suit their own industry and
if the

organisation chooses to, they

needs. This means,

can divide the pre-allocated

sum into custom spending

categories and set daily
limits on each, giving the
employee guidance on how
the funds should be spent.
This allows employees to
make decisions about their
spending while knowing
exactly how much they have
at their disposal. In the rare
where

emergency cases

employees require access
to a larger amount of money,
they can request a top
up directly in the app and
receive extra funds instantly
as soon as the top up request

is approved.

The Healthier Choice

Travel allowances represent
a significant enhancement
to the conventional expense
management process,
delivering a more favourable
experience for both business
travellers and organisations.

Not only do allowances offer

users a more favourable
experience, they also
provide organisations
with the opportunity to

create a healthier solution

for themselves and their

12
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travelling employees.

The

allowance cards marks a

introduction of virtual

departure from the need for
travellers to dip into their
personal finances while on
work-related trips. This not
only preserves their personal
funds, but also eradicates

the cumbersome waiting
period for reimbursement. In
the context of the increased
financial strain  currently
facingbusinesstravellers,this
change provides substantial
relief, alleviating a major
source of stress associated
with business travel.
Furthermore, the integration
of virtual allowance cards
enables travellers to upload
receipts directly alongside

their expenses using the

associated payments
app. This eliminates
the need for individual
travellers to worry about
collecting, safeguarding,
and submitting physical
receipts, streamlining
the entire reconciling
process and reducing

another point of stress for
employees on the go and

finance teams at the office.

For organisations who are
attuned to the well-being of
their workforce, allowances
offer a unique avenue to
promote healthier spending
habits. By leveraging real-

time insights into employee

spending patterns,
companies gain visibility
into how employees are
spending their allowance,

particularly in terms of meal
Armed  with

organisations

allowances.
this  data,
can proactively encourage
their employees to make

healthier dietary choices.
They may even incentivise
such choices by providing
additional funds to the meal
allowances where necessary.
This not only fosters a culture
of health and well-being but
also contributes to increased
productivity, as healthier

individuals are generally

more focused and energised.

In addition to the immediate

benefits that allowances can
provide organisations, the
use of allowances over the
long term will see companies
fulfilthe duty of caretheyhave
towards their employees and
extract further advantages.
Reduced

and healthier eating habits

traveller  stress
over the long term will see

less absenteeism, less

burnout, and increased
productivity. Moreover, the
emphasis on  promoting
healthy consumption during
sends

work-related travel

a powerful message to
employees. It demonstrates
that the organisation cares
about their well-being, even
when they are away from
the familiar confines of the
office or job site. This can
have the effect of reducing
while

employee turnover,

making recruitment easier
by presenting a positive
This

improved

working environment.
benefit of
health

dual

employee and a

strengthened employer-

employee relationship

underscores the positive
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impact that allowances can
have on the overall work

experience.

Moreover, this improvement
in working conditions as a
result of adopting allowances
offers organisations a range
that

of benefits extend

beyond improvements in
the experience for travelling
employees. One significant
advantage liesin the capacity
of allowances to address the
various organisational health
stem from

issues which

traditional expense methods.
Allowances provide

a solution that offer
organisationsthe opportunity
to not only reduce but, in
certain instances, prevent
fraud before it can transpire.
The

of spending facilitated by

real-time visualisation

allowance cards makes it
considerably easier to detect
and respond to unfamiliar
or supsicious charges
compared to the traditional
process where these charges

would not be noticed until

well after the fact, that is
if they were noticed at all.
The generation of virtual
allowance cards on a
per-trip basis for specific
employees ensures a high
level of traceability. Each
card can be directly linked to
a particular traveller and trip,
simplifying the identification
of potential discrepancies or
unauthorised charges. Virtual
reduce

allowance cards

the potential of expense
fraud via card theft and in
more extreme cases, virtual
cards can be immediately
blocked or deleted online,
providing a robust security
measure. Furthermore,
once a trip has concluded,
the virtual allowance cards
associated with the traveller
can be removed, eliminating
concerns about subsequent

unauthorised spending.

The
offered by virtual allowance
the

real-time visibility

cards, coupled with
clear compartmentalisation
of spending, significantly

streamlines the enforcement

of policy compliance

compared to traditional

methods. As soon as a

travelling employee makes

a purchase, the finance

team gains immediate

visibility into the transaction.

This allows for the

instantaneous identification
of non-compliance  with
organisational travel
policies, enabling swift

communication and warnings
to the employee, actions
which can help organisations
make large financial savings

over the longer term.

Beyond

policy
allowances

fraud prevention
and enforcement,
alleviate the
administrative burden
associated  with  closing
the books at the end of the
month. WIth a multitude of
internal company expenses
and numerous subscriptions
to track, this task can be
cumbersome even for the
most adept CFO. Allowances
provide finance teams with
a comprehensive solution

to these challenges,

14
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offering organisations

a streamlined approach
to reconciling traveller
expenses with seamless
data transfer, minimising

the need for manual input

and reducing the risk of

human error. The automation

provided by allowances
not only accelerates the
reconciliation process but

also enhances the overall

accuracy of financial records.

Adopting travel allowances
represents a pivotal shift in
how organisations manage
their travel-related expenses.
Beyond the immediate
benefits of providing a more
healthier

favourable and

experience for business
travellers, allowances offer
multifaceted organisational
that

advantages extend

to fraud prevention, travel
policy
administrative efficiency. The

enforcement, and

benefit of enhanced
health

dual
employee and a
strengthened employer-
employee relationship

underscore the profound

positive impact that travel
allowances can have on the
overall work experience and
the long-term health of an

organisation.




IMPLEMENTING ALLOWANCES

As we have seen, the transition from traditional expense management systems to travel

allowances is a strategic move that can offer organisations numerous benefits. However,

to make this transition successfully, organisations need a well-planned and structured

approach. In this section, we will explore the steps and considerations for implementing

travel allowances in your business.

Assess Your Current Expense Management
System

Before making the switch to travel allowances
, it’s crucial to assess your existing expense
management system. The easiest way to do
this is to ask yourself the following questions

in relation to your existing processes:

«  What are the pain points of the current

system?
« Are there specific challenges
with expense fraud, tracking,

reimbursements, or compliance?

« How is employee satisfaction affected
by the current process?

« Howisthe health of travelling employees

affected by the current process?

Understanding the shortcomings of your
current system will help you identify areas
where travel allowances can bring the most
significant improvements and help direct
you when it comes to implementation.
Set Clear Objectives

Define clear objectives for implementing

travel allowances. These objectives should
align with your organisation’s goals and may

include:

« Simplifying the expense management
process.

« Enhancing cost control and budget
predictability.

« Improving employee health, satisfaction,
and reducing finanical stress.

« Enhancing compliance and reducing the
risk of fraudulent expenses.

Having clear

objectives will guide your

implementation strategy and help vyou

measure the success of the transition.

Select the Right Travel Allowance Model
Creating clear and comprehensive policies
and guidelines is essential for a smooth
transition to travel allowances. You policies
should address:
« Expense categories covered by
allowances.

« Allocation methods (e.g. per diem rates).

16
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« Limits or restrictions on expenses.

o Proceduresforrequesting and managing
allowances.

Transparent policies will help employees

understand how travel allowances work and

what is expected of them.

Communicate Effectively

Effective communicationis keytoasuccessful
implementation. Inform your employees
about the transition to travel allowances well
in advance. Explain the benefits and how
the new system works. Provide training and
support to ensure employees can navigate

the changes smoothly.

Implement the Right Tools

Invest in an allowance management solution
that supports travel allowances. Modern
software and tools offer features such as
real-time tracking, automated approvals,
and expense visibility. These tools make it
easier to manage allowances and ensure
compliance. Choosing the right tool at
the beginning of your transition will make
the entire transition and implementation
process easier. Tools like RoomexPay have
been specifically designed to cater for the
travelling workforce, with travel payments
experts available to guide your transition to

allowances.

Test and Refine

Before a full-scale rollout, consider a pilot
program. Select a group of employees to
test the travel allowance system, gather
feedback, and make necessary adjustments.
issues before

This helps iron out any

implementing allowances company-wide.

Monitor and Adjust
After

ongoing monitoring

implementing travel allowances,

is crucial. Regularly
reviewthe effectiveness ofthe system, assess
compliance, and analyse expense data. Use
this information to make adjustments to your
policies and guidelines, ensuring they remain

aligned with your organisation’s objectives.

Employee Feedback and Adaptation

Seekoutandlistentoemployeefeedbackand
be prepared to make adaptations as needed.
The success of travel allowances depends
on employee satisfaction and engagement.
Encouraging employee feedback and acting
on highlighted issues will make employees
feel more included, encouraging further
adoption of the new allowances process and

increasing the success of the transition.

Continuous Approvement
Travel allowance systems should be subject
to continuous improvement. Stay updated

on industry best practices and technological



advancements in expense management to
ensure your system remains efficient and
effective. Also keep an eye out for updates
from your chosen allowance management
system. Allowance management tools
are continuously updating and making
improvements to their systems and features,
which can benefit your company if you keep

track of the changes.

By following these steps and considering the
unique needs of your organisation, you can
successfullyimplementtravelallowances and
enjoy the benefits they offer. We highlighted
the choice of allowance management system
as being an important step in the transition
however, this is not always an easy step.
This is why, in the coming section, we cover
all the considerations that should be made
when reviewing the allowance management

solutions that are currently available.
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CHOOSING THE RIGHT ALLOWANCE

SOLUTION

Selecting the right allowance management solution is a critical step in implementing travel

allowances effectively. The choice of software or platform can significantly impact the

success of your travel allowance program. In this chapter, we will explore the considerations

and steps involved in choosing the right allowance management solution for your business.

Define your Requirements

Before you begin evaluating expense

management solutions, it's essential to
define your specific requirements. Consider

factors such as:

« The size of your organisation: Smaller
businesses may have different needs
than larger enterprises.

« Integration with existing systems: Ensure
that the chosen solution can seamlessly
integrate with your current financial and
HR systems.

« Mobility and accessibility: Determine if
the solution supports mobile access and
is suitable for employees on the go.

o Customisation and flexibility: Assess
whether the solution can be tailored to
your orgnanisation’s unique needs.

« Reporting and analytics capabilities:
Look for solutions that offer robust
reporting and analytics features for data-
driven decision making.

« Compliance and policy enforcement:
Ensure the solution can help enforce
your expense policies and regulatory

requirements.

Research and Compare Options

Once you've defined your requirements,
research and compare different expense
Consider the

management  solutions.

following factors:

+ Features and functionality: Evaluate the
features offered by each solution, such as
expense submission, approval workflows,
receipt capture, and compliance checks.

Assess  the

« User-friendliness: user

interface and ease of use for both
employees and administrators.

« Cost and pricing structure: Understand
the pricing

subscription fees, transaction costs, or

model, including any
implementation fees.

« Customer support and training: Consider
the level of customer support and training
provided by the solution’s provider.

« Scalability: Ensure that the solution can
grow with your organisation as your

needs evolve.

Seek Recommendations and Reviews
Seek recommendations from industry peers

and colleagues who have experience with



CHOOSING THE RIGHT ALLOWANCE SOLUTION

allowance management solutions. Online
reviews and case studies can also provide
valuable insights into the performance and
reliability of different solutions. Sites like
Capterra, Google, and G2, all provide reliable

reviews for business software solutions.

Request Demos and Trials

Before making a final decision, request
demonstrations or trials of the allowance
management solutions you’re considering.
This hands-on experience will help you
assess the user experience, the functionality,
and how well the solution aligns with your

requirements.

Consider Mobile Access

In today’s mobile-centric world, mobile
access to the allowance management
solution is essential. Ensure that the solution
has a user-friendly mobile app or mobile-
responsive interface, enabling employees to

manage their allowances while on the go.

User Feedback

Gather feedback from potential users within
your organisation. Their input can provide
valuable insights into how well the solution

aligns with their needs and expectations.

Evaluate Securtiy and Compliance
Security is paramount when dealing with
information.

financial data and expense

Verify that the solution provides robust

security security features, such as data
encryption and secure access controls.
Additionally, assessthe solution’s compliance

with relevant industry and legal regulations.

Implementation and Support

Consider the implementation process and
ongoing support. A reliable solution provider
should offer assistance with setup, data
migration, and training. Ensure that you have
access to responsive customer support and

resources for issue resolution.

Cost-Benefit Analysis

Perform a cost-benefit analysis to determine
the overall financial impact of implementing
the chosen solution. Consider the initial
investment, ongoing subscription costs, and
the potential cost savings and efficiency

gains.

Decision and Implementation

Once you’ve completed your evaluation
and have a clear understanding of your
organisation’s needs, make an informed
decision. Implement the chosen expense
management solution in alignment with the

policies and guidelines setin earlier sections.

20
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MANAGING EMPLOYEE EXPECTATIONS

Transitioning to travel allowances from traditional expense management methods can be a

significant change for your employees. Effectively managing their expectations and ensuring

a smooth transition is crucial for a successful implementation. In this section, we’ll explore

how to manage employee expectations during this shift to travel allowances.

Training and Education

Provide training and educational resources

to help employees understand how travel

allowances work. This may include:

« Workshops and Seminars: Conduct
workshops orseminarstowalkemployees
through the new travel allowance system

« User Guides: Check if your chosen tool
has user guides which your employees
can refer to, and if not, provide user-
friendly guides ormanualsthatemployees
can refer to for quick reference.

Create online

« Online Resources:

resources or e-learning modules to

support ongoing education.

Clear Communication

Transparent and timely communication is key
to managing employee expectations. Ensure
that your employees understand the reasons
for transitioning to travel allowances and

the benefits they will gain from this change.

Communication should include:

«  Why the Change is Necessary: Explain

the challenges of the current expense
management system and how travel
allowances will address these issues.

- Benefits of Travel Allowances: Highlight
the advantages of travel allowances,
such as simplified expense reporting,
no need for reimbursements, and more
predictable income during trips.

- Policy and Guideline Updates: Clearly
communicate the updated expense

policies and guidelines that will govern

the use of travel allowances.

Addressing Concerns and Questions

Encourage employees to ask questions and
express their concerns. Consider setting up
a dedicated support system or a help desk
where employees can seek assistance with

any uncertainties or issues they encounter.

Phased Implementation

Consider a phased implementation
approach. Start with a smaller group of
employees or a specific department to test
the travel allowance system. This allows you
to address initial concerns and issues before

a full-scale rollout.
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Setting Realistic Expecations

Ensure that employees have realistic
expectations about the transition to travel
allowances. Be transparent about the
challenges and potential adjustments they
may need to make. For example, if your
organisation is moving from per diem to
flexible allowances, explain how the flexibility

works and what it means for daily expenses.

Employee Feedback

Use employee feedback to make
improvements and adjustments as needed.
Demonstrating that their input is valued can
increase employee engagement and reduce

resistance to the change.

Recognition and Incentives

Some companies may choose to recognise
and reward employees who successfully
adapt to the new travel allowance system.
Incentives can encourage compliance and a

smooth transition.

Ongoing Support

Provide ongoing support for employees as
they adjust to travel allowances. Be prepared
to address their questions and concerns as

they arise.

Regular Updates
Keep employeesinformedaboutthe progress

of the transition and any updates or changes

to policies and procedures. Regular updates
can help maintain their confidence and

understanding of the new system.

Effectively managing employee expectations
is critical for a smooth transition to travel
allowances. By communicating clearly,
offering training and support, and addressing
concerns, you can minimise resistance and
help employees embrace the benefits of the

new expense management system.
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CONCLUSION

Expense management is a critical
aspect of business operations, and
in the realm of business travel, it can
significantly impact the efficiency and
satisfaction of employees and the
financial health of your organisation.
Traditional methods of managing
travel expenses, with their reliance
on manual reporting, reimbursement
delays, and administrative
complexities, have become a burden
for both employees and employers,
impacting the health of each in direct
and indirect ways.

The adoption of travel allowances
presentsorganisationstheopportunity
to solve these challenges. A forward-
thinking approach that provides
predetermined fundsto employees for
their business expenses during trips,
allowances present organisations and
travelling employees with numerous
benefits. Inthis ebook, we’ve explored
the numerous advantages of travel
allowances, from removing the need
for travellers to pay out-of-pocket and
simplifying the expense management
process to enhancing cost control,
improving employee satisfaction, and
ensuring compliance.

We’ve also provided a comprehensive
guide to help you implement travel

allowances in your organisation,
including steps to assess your current
system, set clear objectives, choose
the right travel allowance model,
develop policies and guidelines,
communicate effectively, and select
the right management
solution.

expense

For some organisations, transitioning
to travel allowances can be a
significant change, and it can require
careful management of employee
expectations. Clear communication,
training, addressing concerns, and
providing ongoing support are all
essential to ensure asmooth transition
and maximise the benefits of the new
system.

As you considerthe implementation of
travel allowances in your organisation,
keep these advantages, guidelines,
and trends in mind. Modernising your
expense management processes is
notjusta meansofreducing costsbuta
way to improve the overall experience
and health of your employees and
streamline your financial operations.

If you're ready to embark on the
journey toward modernising your
businesstravel expense management,
the time to act is now. Reach out to an



expense management solution
provider and take the first steps
to transition to travel allowances.
By doing so, you’ll position your
organisation to thrive in the evolving
world of business travel.




25

ABOUT ROOMEX

jus] Map view

Property type fitter

Dashboard

£13,064 16%

o TR WO TGS

Total Tl Spesd

Londan | Wed Mey3 -Sun, My 7 | 1 Room, 1 Adult

Preferred Hotels in Lendon

£14.68
-:__L

Homs Analyiics Bookings Admin Help RoomaxPay Englsh GEP €

Lot Epret

[ ©1277 -
e

Travel and expense management built for the mobile workforce.

Since 2004, Roomex has helped businesses
with a mobile workforce to save time and
money on their travel management. Our
clients don’t spend time negotiating hotel
rates, chasing receipts, or reconciling
invoices. Instead they use our comprehensive
platform to book accommodation, manage
expenses, track policy compliance and

report on traveller activity, all in one place.

Roomex customers benefit from the choice

of over 2 million accommodation options

worldwide, alongside real-time insights into
traveller booking habits and compliance.
Roomex customers also have the option to
provide their travellers with virtual allowance
cards, removing the need for travellers to
pay out-of-pocket. All of this is consolidated
into one monthly invoice, simplifying the
finance teams.

entire process for your

For more information on switching to
Roomex, speak to a Roomex travel expert

today at: tryus@roomex.com.
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The Experts in Workforce Travel.
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