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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 Expense Reimbursement Policy

The Company provides reimbursement for reasonable, work-related expenses.  Only expenses verified with a receipt will be eligible for reimbursement.

Ideally, all of the necessary equipment and supplies will be provided to you.  If you are in need of a specific item, please submit a request to your supervisor.  If it is necessary for you to purchase supplies or other items during the course of your workday, the Company will reimburse you in accordance with this policy. Before making such purchases, you are required to get the expense approved by your supervisor.

Reasonable work-related travel expenses are also eligible for reimbursement.  Generally, this will include mileage, air travel, accommodations and meals.  All travel and related expenses are required to be pre-approved and verified with detailed receipts.
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