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Note
This is an example of an Expense Reimbursement Policy for a small nonprofit organization operating in Canada. While certain assumptions have been made in the creation of this policy, it is up to you to adapt, modify and customize the policy to suit the particular needs of your organization.

The content of this sample policy is provided for information purposes only. No legal liability or other responsibility is accepted by or on behalf of the HR Council for any errors, omissions, or statements made within this document. The HR Council accepts no responsibility for any loss, damage or inconvenience caused as a result of reliance on such information.


Expense Reimbursement Policy

This policy is designed to assist employees in reporting expenses incurred while conducting [Organization Name] business activities.   

[Organization Name] expects employees to act responsibly and professionally when incurring and submitting costs. The organization will reimburse employees for reasonable expenses on pre-approved business. This includes, for example, travel fares, accommodations, meals, tips, telephone and fax charges, and purchases made on behalf of the organization.

[Organization Name] does not pay for local travel to and from the office.  If employees use their vehicles for business travel, mileage will be reimbursed as per the Treasury Board Guidelines and for appropriate parking fees. [Organization Name] will not be responsible for fuel, maintenance, traffic or parking violations.

General guidelines

· Original receipts are required for reimbursement of all expenses except for per diems. These expenses include:
· Original boarding passes for airplane / train travel
· Credit card receipts
· Detailed merchant receipts
· Receipts must be accompanied by a summary which outlines:
· The nature of the expense
· The name and titles of the individuals involved
· The purpose for the expensn
· Expense summaries must be submitted with receipts and approved by the [insert job title here].
· All expenses and summaries must be submitted within 30 days to [insert job title here] for payment.
Travel guidelines

· Employees are encouraged to fly coach class with the lowest available airfare for non-stop travel.   

· If a car rental is required, employees are requested to rent mid-sized or compact vehicles. Employees will be reimbursed for the fuel costs associated with renting a vehicle.

· Employees will be reimbursed for reasonable hotel accommodations. Discounted room rates should be requested at the time of room booking.  

· Per Diem rates for meal and incidentals will be provided; no receipts are required. The per diem amount paid for each day of travel is set out under the Treasury Board Guidelines. Per Diem rates will not be paid where other meal arrangements are provided. For example, a luncheon included with an event.

· The following list includes examples of non-reimbursable expenses: 

· Personal travel insurance

· Personal reading materials

· Childcare 

· Toiletries, cosmetics, or grooming products

· Expenses occurred by spouses, children, or relatives

· In-room movies or video games

· Sporting activities, shows, etc

Any questions related to the content of this policy or its interpretation should be directed to the [insert job title here].
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