Employee Expense Company
Policy

1. Introduction

This comprehensive Employee Expense Company Policy outlines the guidelines
and procedures for submitting, approving, and reimbursing business-related
expenses incurred by employees in the course of their work duties. This policy
aims to ensure fair and consistent treatment of all employees while maintaining
financial responsibility and compliance with tax regulations.

11 Purpose

The purpose of this policy is to:
e Provide clear guidelines for employees on allowable expenses
o Establish a standardized process for expense submission and approval
» Ensure compliance with legal and tax requirements

e Maintain financial control and prevent fraud

1.2 Scope

This policy applies to all employees, including full-time, part-time, temporary, and
contract workers. It covers all business-related expenses incurred on behalf of the
company.

2. General Principles

2.1 Responsibility
Employees are expected to:

o Exercise good judgment when incurring expenses
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o Ensure all expenses are reasonable, necessary, and in line with company
objectives

» Obtain appropriate approvals before incurring significant expenses

e Submit accurate and timely expense reports with proper documentation

2.2 Approvals

All expenses must be approved by the employee's immediate supervisor or
manager. Expenses exceeding $1,000 require additional approval from a
department head or executive.

3. Allowable Expenses

3.1 Travel Expenses

3.1.1 Transportation

» Air Travel: Economy class for domestic flights; business class allowed for
international flights over 6 hours

e Ground Transportation: Use of taxis, ride-sharing services, or public
transportation is encouraged

o Rental Cars: Mid-size vehicles or smaller, unless transporting multiple
employees or equipment

o Personal Vehicle Use: Reimbursed at the current IRS mileage rate

3.1.2 Lodging
o Standard room accommodations at moderately priced hotels
o Maximum nightly rate: $250 (exceptions may be made for high-cost areas
with prior approval)
3.1.3 Meals and Entertainment

» Per diem rates apply for meals during travel: $75 per day for high-cost areas,
$60 for all other locations
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« Business meals with clients or prospects: Up to $100 per person, including
alcohol (in moderation)

o Detailed receipts required for all meals and entertainment expenses

3.2 Office Expenses
» Office supplies: Reimbursable when purchased for business use
e Technology: Pre-approved purchases of necessary equipment or software

e Postage and shipping: For business-related items only

3.3 Professional Development

o Conference fees: With prior approval from department head

» Training courses: Related to current job responsibilities or approved career
development

o Professional memberships: Annual dues for relevant industry associations

3.4 Other Reimbursable Expenses
« Business gifts: Up to $100 per recipient per year, subject to approval
» Mobile phone: Monthly reimbursement for business use (up to $50)

o Home office expenses: For remote workers, as outlined in separate policy

4. Non-Reimbursable Expenses

The following expenses are generally not reimbursable:
o Personal entertainment or social activities
o Fines, traffic tickets, or parking violations
o Spouse or family member travel expenses
e Upgrades to first-class travel or luxury accommodations

o Personal items or services (e.g., toiletries, haircuts, clothing)
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o Charitable or political contributions

5. Expense Reporting Process

5.1 Submission Guidelines
e Submit expense reports within 30 days of incurring the expense
» Use the company's designated expense reporting system
« Attach clear, legible receipts for all expenses over $25

o Provide detailed descriptions for each expense, including business purpose

5.2 Approval Process

« Immediate supervisor reviews and approves expenses up to $1,000
« Department head or executive approval required for expenses over $1,000

» Finance department conducts final review for policy compliance

5.3 Reimbursement Timeline

Approved expenses will be reimbursed within 14 business days of final approval,
via direct deposit to the employee's designated bank account.

6. Corporate Credit Cards

6.1 Eligibility and Issuance

Corporate credit cards may be issued to employees who frequently incur business
expenses, subject to executive approval.

6.2 Usage Guidelines

e Use only for authorized business expenses

e Personal use of corporate cards is strictly prohibited
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» Adhere to all expense policies when using the corporate card

6.3 Reconciliation and Payment
o Submit monthly reconciliation reports with receipts
o Company pays the credit card bill directly

o Employees are responsible for any unauthorized charges

7. Policy Compliance

7.1 Audits

The Finance department will conduct regular audits of expense reports to ensure
compliance with this policy.

7.2 Violations

Violations of this policy may result in:
o Denial of reimbursement
» Disciplinary action, up to and including termination

e Legal action in cases of fraud or misuse of company funds

7.3 Policy Updates

This policy will be reviewed annually and updated as necessary. Employees will be
notified of any changes.

8. Exceptions

Exceptions to this policy may be granted in extraordinary circumstances and must
be approved in writing by a member of the executive team.

9. Contact Information
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For questions or clarifications regarding this policy, please contact:
Finance Department
Email: finance@companyname.com

Phone: (555) 123-4567

10. Acknowledgment

All employees are required to read and acknowledge this Employee Expense
Company Policy annually. Your signature below indicates that you have read,
understood, and agree to comply with the policy.

Employee Name:

Employee Signature:

Date:

This comprehensive Employee Expense Company Policy is designed to provide
clear guidelines while maintaining flexibility for legitimate business expenses. By
following these procedures, we can ensure efficient operations, maintain financial
integrity, and support our employees in their work-related activities.
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