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Our 5 top tips for saving time and money on T&E

Travel and Expenses (T&E) are amongst some of the highest costs to 

your business and our own research shows that on average they account 

for over 60% of a business’s indirect spend1. So if you’re not effectively 

managing them, you will be wasting both time and money.
As an SME, travel is essential to help grow your business. And the research says you’re travelling 
more and more. A recent study published has shown that SMEs are significantly increasing their 
spend in travel with the number of flights taken up by 38% over a three year period2. 

Getting to grips with how you manage your T&E will help you free up staff, save money, take 
control, and get the most out of your travel budget.   

And it’s easier than you think...

60%

Indirect spend
1. Based on analysis of over 
200 companies (Fraedom 

customers), Q4 2014 38% increase in 3 years
2. GTMC Survey, 2014
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Use technology to remove manual processes

Technology from end to end...

Do away with paper and spreadsheets and let technology digitise the entire 
process for you. 

From the initial planning phase, through to searching and booking your trip, 
technology makes the entire process much less painful. Technology allows you to 
quickly search, compare and book all the best options in one place. Spend is also 
captured in the same system, and travel bookings are automatically uploaded to 
an expense report so you can add receipts from the trip!  Online workflows will 
also remove the laborious manual processes.

Managing your T&E becomes effortless – you can even do it on the go. And when 
you get back to the desk, half your work is already done. Technology takes care 
of it all and can help make sure booking trips, submitting and reconciling your 
expenses takes no time at all. 

The result is you can reduce the time and

 cost of managing your expenses by up to

 75%4 - that’s a huge saving!

Do you know how much time it takes 
your staff to book travel or manage their 
expenses? Is it all done on paper forms 
or spreadsheets? Do you spend hours 
scanning the internet trying to find the 
best deal? 

If this all sounds familiar then 
you’re not alone – 51% of 
SMEs think that inefficient 

processes and manual data are the 
biggest challenges they face when 
dealing with travel and expenses3.
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Plan Search Book Capture Report
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3, 4.  PayStream Advisors, Travel and Expense Management Report 2015
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Capture all spend in one place to improve control

See what you’re spending...

Using technology to capture all of this in one place gives you a much more 
accurate view of the total trip cost. You can see how much is being spent, 
by who, where, when and what they’re spending it on. It’s also a great way 
of making sure staff are complying with your company policies.

Seeing the difference between what’s been booked vs. what’s actually 
been spent helps you improve budgeting and forecasting of your spend so 
there are no hidden surprises. 

Once you can see what you’re spending, 

you’ll be able to make better decisions. 

You may also be able to bring costs down further by negotiating 
better rates with your own suppliers. 

Do you have a way of capturing all the 
individual costs involved with a business 
trip? If you can’t see what you’re spending, 
you can’t control it. 

One of the biggest challenges facing 
SMEs is the lack of visibility of their 
spend with 35% seeing this as a big 
issue5. 

The hidden costs
Booked costs are only part of what makes up the 
total cost of a trip. By the time you’ve added extra 
costs such as hotel, internet, food, taxis etc. the 
cost per trip will be much higher than expected.
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Get better travel rates

Punch above your weight...

Did you know there are business travel booking tools out there 
that can now offer your business the negotiated rates that TMCs 
get for their big corporate clients? These technology providers 
have a much lower transaction fee than a TMC; some don’t even 
charge a fee, so you’re going to save even more money.

If you’re able to tap into a network that has already secured 
special rates and fares, you can be sure you’re not missing out 
on the best travel deals. 

You could be saving up to 

36% on every flight6. 

Whether it’s air fares, hotels or car rentals look for an online business specific solution 
for access to a huge variety of global travel suppliers so you can get exactly what you’re 
looking for safe in the knowledge you’re getting the best possible price. 

Who wouldn’t want all that? 

Every business needs to make sure it’s 
getting the best bang for its buck. But 
how can you make sure you’re getting a 
good deal on your travel?  

As a smaller company, you won’t 
have the buying power of the big 
corporates to negotiate volume 
discounts on flights or hotels; or 
have access to a Travel Management 
Company (TMC) that has rates already 
negotiated. 
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6. Based on comparing Fraedom domestic and transatlantic fares to consumer 
booking tools (such as Expedia) and airline websites.
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The average SME books

580 flights per year

That’s up to 2,320 hours 

per year researching trips

Which equates to 

331 working days lost! 

No business can afford to lose that time.

580 flights 2,320 hrs 331 days

visit fraedom.com

Based on analysis of 46 SMEs and their 
total number of flights booked during 2014
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Free up staff to get on with their jobs

Make it quick and easy 

for them

Giving staff access to a business booking tool 
means you can be confident they’re getting 
the best rates without having to trawl the 
internet. Also they can book everything (flights, 
accommodation, car hire) in one place. 

Then, make it easy for them to manage their 
expenses using automation (see tip 1)… 

And it doesn’t stop there, once the trip has 
taken place, your staff then need to deal with 
processing any expenses incurred. 

Add it all up, and we reckon that for every 
business trip you or your staff take, you’re 
probably losing another half day on admin 
tasks. Technology can make things so much 
easier, but it needs to be the right fit for your 
business.  

Life just got easier

Are your staff wasting time with booking 
travel and processing expenses? Wouldn’t 
you rather they focus on what they were 
hired for? You want your sales people to 
be out selling, not doing admin.

If you or your staff need to book 
a business trip, they’re probably 
spending on average 3-4 hours per 
trip researching the best deals on 
consumer sites, trawling different 
websites and talking to travel agents – 
all before you’ve even reached the 
booking part. They mean well – 
they’re trying to save the company a 
few pounds, but actually it’s costing 
more money than they’re saving.  

Look for features that make things 
easier for your staff…
Humans 
If you or your staff are stuck overseas and need 
help, it’s always better to talk to a human  

One system 
All the best travel options can be found and 
booked in the same place; your expenses can 
be captured here too

Profiles 
Traveller profiles so you can pre-save details 
and preferences 

Online itinerary 
With all the important information a traveller 
needs such as times, dates and costs 

Travel updates 
With access to live information at the press of a 
button 

Automation 
Receipts can be snapped and emailed to the 
system ready for reconciliation

Simple coding 
Plain English expense coding that anyone can 
understand
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It’s so easy, you should just go for it!

Key things to consider

So where to start? Well here are 3 key things to consider when choosing a T&E solution:

1     Simplicity – Most businesses have a similar process so there are standard tools out there designed 
for small businesses. Find a straightforward solution rather than a complex, configurable one.

2     Cost – What are the implementation and usage fees versus how much it’s going to save you.

3     Implementation – How long does it take to get up and running? If it’s a simple solution it could be 
a matter of days.

There are number of tried and tested solutions out there developed with your needs in mind making it 
easy for you to sign up and get started. If there are no configuration or setup costs to worry about then 
even better, you’ll be up and running in no time and will be well on your way to the freedom of control. 

At the end of the day, what have you got to lose?

What business doesn’t want to reduce manual processes; capture all their spend in one place to improve 
visibility and control; get cheaper rates on their travel, and free up staff to get on with their day jobs? 

We talk to and work with many organisations similar to yours and there are both financial and efficiency 
savings that businesses can make which will have a real impact on their bottom line.

Managing your Travel and Expenses is easier than you think. 

We know you’re busy and have other priorities 
competing for your time, but managing your 
T&E is a really easy one to fix. If you take the 
plunge, you’ll quickly be on your way to saving 
money and freeing up staff – and all with just a 
couple of clicks. 

 Save money
Reduce expense processing costs by 75% and reduce 
travel spend by 36% with access to better travel deals.

 Increase control
See what’s going on across 100% of your T&E spend.

 Free up staff
Eliminate over 300 days of administration and lost 
productivity a year with technology.
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