
 

BMW GROUP   

EXPENSE GUIDE  

  

Please see the below guidelines that you must follow when claiming expenses whilst working for BMW 

Group. 

 

Not all Temporary Workers or Agency Partners are entitled to claim expenses, and all expenses must be pre-

approved by your BMW Group line manager in writing. Once you have approval, please inform the Candidate 

Engagement Team (BMWGroupCCT@hays.com) so that they can request for expenses to be enabled on your 

placement. 

 

It is your responsibility to ensure that you adhere to time scales and regulations. Expense claims must be submitted 

weekly via 3SS and include all relevant details, receipts, and a clear business justification for each claim. This helps 

ensure compliance and reduces the risk of additional tax being applied. 

 

Please note that some expense types, including Daily Allowances, are deemed taxable benefits and will be 

processed as such under the Hays Expense Policy. Providing receipts does not change the taxable status of these 

allowances. If you wish to reclaim tax and can provide evidence that claims are wholly business-related and meet 

HMRC guidelines, you may do so directly with HMRC. 

 

If you are a Rolls-Royce Motor Cars Agency Partner, there will be a secondary approval actioned by the relevant 

Rolls-Royce financial controller. 

 

MILEAGE  

PRIVATE CAR USE ONLY  

Mileage Reimbursement Rates will be reviewed April each year unless significant changes to the fuel efficiency of 

current BMW/MINI vehicles/fuel price occur (+/- 10%).  

  

For private car* usage the following mileage rates can be used:  

  

UK  IRE  

£0.45 per mile €0.50 per kilometre  

  

Mileage claims apply when travelling outside of your usual journey to your work site location, and so the miles in 

your usual journey should be deducted from the total mileage being claimed.  

  

Please Note: Full postcodes travelled from, and to, must be submitted on the expense claim to be 

processed as non-taxable.  

 

If you are required to drive as part of your assignment, the employment business and the client require that you 

agree that:  

· You have a valid driver’s licence for the vehicle used  

· You maintain the vehicle in accordance with the manufacturer’s guidelines  

· You possess insurance to include business use for the vehicle  

· You confirm you can meet the DVLA’s standards of vision for driving  

· The vehicle holds a valid MOT certificate (if the vehicle is over 3 years old)  

  

  



   

FLIGHTS / HOTEL BOOKING  

  

If accommodation is needed for any business area this can be booked via the BMW Group travel provider although 

hotel costs are to be settled by yourself and reclaimed. Flight costs are billed direct to the Company. Before any 

bookings are made, please ensure that you have the following:  

  

• Written confirmation from manager that you can book flights / accommodation  

• Full Passport name  

• Full DOB  

• UK Cost centre  

• Flight / travel / hotel requirements  

  

Please email this information to: bmw.uk@amexgbt.com. To receive the corporate hotel rate, BMW / Rolls-Royce ID 

would need to be shown when checking in.  

  

  

ACCOMMODATION LIMITS / DAILY ALLOWANCES  

  

The guidelines for booking accommodation and allowances for hotels and subsistence are detailed as follows:  

  

  

UK DOMESTIC 

  

  



 

 

 

 

UPDATE TO MEAL EXPENSES (UK DOMESTIC ONLY) – SEPTEMBER 2023  

  

Following feedback that the UK Daily Allowance of up to £25 per day isn’t always sufficient, we’re pleased to 

introduce ‘Meals (UK travel only)’  

NEW: Meals (UK travel only) Up to £35 per day  

Breakfast: maximum allowance  £5  

Lunch: maximum allowance  £10  

Dinner: maximum allowance  £20  

    



INTERNATIONAL  

  

  
  



  

  



  



  



  
  

Please Note: Daily Allowances are a taxable benefit and will be processed as such under the Hays Expense 

Policy. If you wish to reclaim tax and can provide evidence that claims are wholly business-related and 

meet HMRC guidelines, you may do so directly with HMRC. 

 

 

  

OTHER TRAVEL CLAIMS  

  

If you are required to claim for Train tickets, parking, or taxis, please ensure that you have line manager approval in 

writing prior to making the claims. You will also need to inform the Candidate Care Team via email prior to making 

the claims so that the relevant parties are informed.  

  

If you need to claim for any other expenses that are not stated above, please speak to your BMW Group line 

manager to get written approval, and then contact the Candidate Care Team via email, so that the relevant parties 

are informed, and expenses are enabled on your placement.  

  

Please ensure that you keep all receipts for all travel and accommodation claims, as they will need to be attached 

when claiming the expenses through the 3ss portal. Receipts will need to be scanned copies and not pictures. In 

lieu of a receipt managers approval can be attached.  

  

Please note that as a Temporary Worker / Agency Partner you are not covered by BMW travel insurance and 

therefore it is your responsibility to ensure that you have appropriate cover in place to travel.  

 

TRAVEL TIME 

 

Travel undertaken within standard working hours should be recorded and submitted via the contractor’s standard 

timesheet process. 

 

For travel outside of standard working hours, the following travel time pay policy applies: 

 

• On working days: Up to 4 hours of travel time may be claimed at the standard hourly rate. 

• On non-working days: Up to 12 hours of travel time may be claimed at the standard hourly rate. 

• Overnight travel (10:00 p.m. – 6:00 a.m.): Travel during this period is not compensated. 

 

 

 

 

 

 


