
How to simplify 
your company’s 
travel expenses.
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When you are in charge of finances for 
a company, there are a lot of things that 
can make your job harder. Employees are 
spending money all the time and knowing 
what’s being spent and where it’s going is 
a process that can take a long time to set 
up properly. One of the biggest expenses 
a company has is business travel. Not only 
are you dealing with multiple employees 
traveling all over the country (or world!) 
but you might also be dealing with paper 
receipts, multiple Google Docs, change 
and cancellation fees and more.

In a recent survey,* Lola asked about the 
biggest problems Finance Managers face 
when it comes to expense reimbursement. 
Here’s what we found.

2Lola Expense Management Survey conducted by Lola on August 29, 2018.*



The biggest problem finance managers have when it comes 
to expense reporting is tracking expenses. In fact, 50% of 
respondents named that as their most frustrating problem. 
Those same respondents also reported that 50% of their team 
travels every month. So that means they have a lot of employees 
submitting expenses, and a lot of different things to track. 

How can you fix this? 

Eliminate paper receipts. If you are tracking receipts manually 
and your employees are still walking over to your desk to hand 
you a paper receipt, this is a huge reason why it’s so hard for you 
to keep track of it all. There are a few ways to change this. 

First, you can require all employees submit receipts digitally. 
They are booking hotels and flights online, so they already have 
a digital receipt. Allow employees to forward all receipts to 
your email. Then, set up email folders for each part of the travel 
process (flights, hotels, trains, etc) and use automatic filtering  
to let those receipts bypass your inbox and go to the correct 
folder. Pick a day each week to look through those folders for 
any new receipts, and add them to your spreadsheet or expense 
tracking system.

Implement a travel management system that integrates with 
an expense system. This means a little more work on your end 
upfront to find a travel management solution. But once you get 
that set up and your employees are booking everything through 
one platform, all of their spending will go right to your expense 
system without you doing anything, saving you a ton of time.
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50% of respondents are 
frustrated with tracking expenses.

Tracking expenses

50%

50% of respondents teams travel 
every month.

50%



According to our 
survey, 68% of 
respondents said 
their company does 
not have a travel 
policy. And of the 
32% that do have 
a travel policy, 17% 
said that policy is not 
posted anywhere.

Another common issue is the amount of the expense. 20% of 
respondents said their employees are going over budget when it 
comes to spending company money. Some fixes to consider are: 

Set clear guidelines and make them easy to understand and 
follow. Sounds easy, right? But according to our survey, 68% of 
respondents said their company does not have a travel policy. 
And of the 32% that do have a travel policy, 17% said that policy 
is not posted anywhere. So how are employees supposed to 
know what to book and how much to spend? One solution is to 
implement an expense policy – limit it to 2 pages at the most –  
and keep the guidelines to just what your company spends 
money on the most. The main components of a good travel 
and expense policy should include hotel pricing guidelines, 
flight pricing guidelines, information about other transportation 
options when a flight is not available (train, bus, etc.), and a quick 
explanation of when it’s ok to charge a meal to the company. 
Do not print this out and put it on everyone’s desk – it will 
immediately go into a drawer (or worse, the trash!) never to be 
seen again. Put it online, or in a Google Doc, and send an email 
asking everyone to add it to their bookmarks.

Implement a travel management solution that allows you to set 
travel guidelines digitally. Remember that system you already 
researched when you wanted to eliminate paper receipts? 
Well, if it also helps you set an easy-to-follow travel policy, then 
maybe now you can justify moving from Google Docs to an 
actual software solution. Find an option that not only lets you 
set guidelines quickly, but that allows your employees to easily 
see what options are within your company’s guidelines every 
time they book a trip. An added bonus could be that you get a 
notification if they book something outside of your guidelines. 
They could have a very good reason, but wouldn’t it be great 
to know about it in real time instead of 2 months after their trip 
when employees finally remember to submit their receipt?

Advertise. To get your employees thinking carefully about what 
they book, here are a few tips that can help you save money 
while not affecting the traveler experience. Try hanging this up  
in your office kitchen, break room, or anywhere else public.  
Click here to read.
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High expenses

20%

20% of respondents say employees 
are going over budget.

https://go.lola.com/save-money-on-business-travel


When it comes to expense receipts, survey respondents said 
that this was another huge problem for them. 16% said their 
employees submit receipts late, which leads to them reporting 
the wrong financial information for the month. And 40% said 
their employees book business travel last minute (within a week 
of the trip). Booking flights so last minute leads to them paying 
much more for their flights than they actually need to. Here are 
some ways to change these methods.

Make following the rules a contest and award a prize. It may 
seem silly, but the truth is everyone loves free stuff, and everyone 
loves winning. An easy way to get people to follow the rules 
is to reward them for doing so, rather than punishing them 
for not doing it. Explain to your employees that you need all 
receipts submitting by X day of the month, and that all business 
trips should be booked within 7 days of the travel date (we 
recommend 30 days, but sometimes last minute things do come 
up). Then, every time someone follows these rules they get 
entered into a monthly drawing for a $50 gift card. Or maybe 
your employees are motivated by free lunch? Give out a free 
lunch for them and a co-worker instead. Remember, you only 
need to do the drawing once a month, so cost-wise, it’s  
nothing crazy.

Get real-time spend reporting. This goes along with all these 
other great things that travel management systems offer. Imagine 
being able to see the status of your team’s travel bookings 
whenever you felt like it? With the right travel management 
solution, all the information you want will be available whenever 
you need to pull it up. You can see trips the day they were 
booked and you’ll never have to worry about whether you will 
have the right spend information by the end of the month.
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employees submit receipts late.
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The last big pain point in the survey was the method of reporting. 
14% said the method their employees use to submit expenses 
is not easy to manage, and that they do not have a travel 
management system set up. Some of the ways they are currently 
managing expenses are excel spreadsheets and individual travel 
request forms. And 50% said their employees book all of their 
business travel on their own with a mix of travel sites and airline 
and hotel websites. So not only are these managers manually 
tracking expenses, but they are also being given multiple 
receipts for each trip. If an employee forgets to send you just  
one of those receipts, it can really mess up the books. Here are 
some ways to fix this:

Hold a company-wide expense refresher. Get everyone in the 
same room, provide free lunch (remember everyone loves free 
food!) and go over the best way for your team to book travel and 
submit expenses. Explain to them what happens when these 
processes are not followed. Chances are your team is not actively 
trying to cause you stress, and if they can understand what 
things look like from your end, they will be happy to work harder 
at providing you the correct receipts at the correct time.

Give real-time feedback. If someone isn’t following the correct 
procedure, tell them. You don’t need to call them out in public 
or send them an angry email. Just pull them aside and let them 
know what was wrong and how they can fix it for next time. 
And don’t wait until a month after their trip. As soon as you see 
something wrong, talk to your employee about it.

Make it easy for employees to book travel and submit expenses. 
If you are able to make the travel booking process easy, and 
the expense submitting process easy, then your employees 
have absolutely no reason to get those things wrong. A travel 
management system is the only way to get all of these issues 
solved with one solution. With the right tool, employees will all 
be booking travel in one place, so no more receipts coming at 
you from 5 different vendors. And they won’t have to do extra 
work to submit their expenses, because they will get sent to you 
automatically every time a trip is booked. 
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Method of reporting

50% said their 
employees book all 
of their business 
travel on their own 
with a mix of travel 
sites and airline and 
hotel websites.

14%

14% of respondents say the 
method of submitting expenses  
is not easy to manage.
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In conclusion, there’s no denying 
that expense management is a huge 
undertaking. Hopefully, these solutions 
will be helpful to prevent your company 
from overspending and bring some 
welcome organization to your expense 
management process.



Lola.com is the super-simple solution for corporate travel 
management. Perfect for companies big and small,  
Lola uses powerful AI technology and 24/7 proactive support  
to help business travelers book trips with ease while  
providing travel managers with simple tools to create travel 
policies, view budgets and monitor the business travel  
of all team members.
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