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Business Expense Policy
Purpose
This purpose of this policy document is to outline acceptable distribution of company funds. 
The policy has been created to ensure that:
· Executives, managers and employees have a clear understanding of the requirements of this policy in relation to funds disbursement and expenditures;
· The company and employees are protected from knowing or unknowingly misappropriating of company funds; and
· Effective, efficient, and consistent purchasing management is introduced across the business. 
Definitions
Business Expenses means reasonable business expenses incurred by staff in the course of performing their official duties. These include travel, meals, accommodation, hospitality, etc.
Business Travel required for the needs of the business and authorised by a person with appropriate delegations of authority and segregation of duties.
Electronics refers to any computers, telecommunication devices (mobile phones, landline phones), radios or other devices that is owned by the business in order to complete daily functions of work.
Hospitality means the provision of food, beverage, accommodation, transportation and other amenities at the expense of the business to person who are not employed by the company
Maintenance refers to the preservation of company assets to ensure it remains in good condition
Receipt or Tax Invoice is an original document which includes details of the issuer, the expenditure, amount (inclusive or exclusive of GST), date and indication of proof of payment
Repairs refers to the restoration of a company asset in order to return it to good condition
The Business refers to [Company Name]
Scope
This policy applies to all executives, employees and contractors of the business (referred to as staff in this policy)
Responsibilities
It is the responsibility of Management to ensure that:
· Staff, contractors and volunteers are aware of this policy;
· Appropriate controls are in place to ensure that appropriate application of this policy; and
· Any breaches of the policy coming to the attention of management are dealt with appropriately.
· It is the responsibility of staff, contractors and volunteers to provide original receipts
It is the responsibility of all employees to ensure that all purchasers for the business conforms to this policy. 
Expenditures
Types of purchases
· Parts for the purpose of repairs or maintenance to resources under ownership of the Business
· Purchasing of fuel to maintain and run company vehicles and machines for the purpose of completing work for the Business
· Purchasing of vehicle registration, inspection reports or other expenditures required to allow legal use of a machine or vehicle in line with state and local legislation.
Guidelines
When purchasing items, employees should use best judgement and apply the below when appropriate;
· Choose sustainable and quality options to improve longevity
· Obtain 3 quotes for large purchases and/or repairs
· Commonly used items that are discounted when purchased in high quantities to be purchased at discounted amount
· Purchase multi-items to reduce handling/shipping costs
· Conduct an inventory prior to ordering to reduce unnecessary spending
Procedure
At the time that an employee has deemed the need for a company business expense they must follow the 
1. Seek approval for required expense by the authorised person as detailed in Table 1
2. Once approved, purchase of the item can be made
3. The employee should receive and retain a copy of the original receipt/invoice
4. The original document is to be provided to the accounts department as soon as possible (max. 7 days).
Exclusions
Purchases excluded from this policy are:
· Personal purchases including but not limited to, fuel, hospitality, repairs that are for personal use;
Breaches of the Policy
Conduct which violates this policy is considered to be outside the scope of a person’s employment or engagement and could significantly damage the health service and expose it to unintended legal and commercial liabilities. Individuals who breach this policy are subject to appropriate disciplinary action by the business including, but not limited to one or more of the following;
· Counselling;
· Further training and development;
· Demotion;
· Suspension;
· Warning;
· Termination of employment (with or without notice or any payment); or
· Termination of engagement (in the case of contractors)
In some circumstances, the business may also report the person’s conduct to external authorities such as the Independent Broad-based Anti-Corruption Commission, police and the Department for appropriate action.
Implementation
This policy is not to be considered in isolation. It is to be read in conjunction with all related policies and other documents, including, but not limited to, these specifically listed in the body of this policy. This policy is not contractual and does not confer any entitlement. The business reserves the right to review, change, update, or withdraw this policy. Compliance with this policy is mandatory; however this policy does not impose any binding obligations on the business. Persons who have employees or contractors reporting to them should take all necessary steps to ensure such individuals know, understand and follow this policy.


Related Documents
· Staff Reimbursement Policy
· Staff Travel Policy
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Appendices
Table 1 – authorised person to approve expenditures
	Item/s
	Payment
	Approver

	Fuel
	Fuel Card
	Approved Fuel Card Holder

	Machine Parts
	Credit Card
	Workshop Manager

	Registration (New/Renewals)
	Invoice
	Workshop Manager

	Electronic Devices
	Invoice
	Executive Business Manager

	Tools
	Invoice
	General Manager

	Materials
	Invoice
	Workshop Manager

	Perishables
	Credit Card
	Executive Business Manager

	Kitchen/Cleaning Items
	Credit Card
	Executive Business Manager

	Consumables
	Credit Card
	Workshop Manager

	Hospitality
	Credit Card
	Executive Business Manager

	Travel Expenses
	Credit Card
	Executive Business Manager
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