Expense Reimbursement Policy
Some expenses may be reimbursable to the employee if the expense is approved in advance in writing and appropriate procedure is followed and provided these expenses incurred on _______ behalf.  Potentially reimbursable expenses include:
Some Training expenses

Automobile mileage
Procedure for reimbursement

Complete Expense Reimbursement Form 

Submit and Request approval in advance of expense
Attach Receipt or other documentation

Submit to __________________ for approval.  Do not fax or email.
