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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Purchasing Policy

Employees may purchase products from the Company.  If you wish to purchase items, inform the Accounting Department.  Under no circumstances are employees to process their own individual orders.  You have the option of paying for purchases through the Accounting Department, or you may sign a written authorization for the amounts to be automatically deducted from your next regular paycheck.
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