Expense Reporting guide

Tratwo

Effective Date: September 1, 2023

Introduction
The purpose of this expense reporting guide is to provide employees with clear guidelines on the company's expense reimbursement process. Proper and timely reporting of expenses is crucial for efficient financial management and compliance with company policies and regulations.

Eligible Expenses
1. Eligible expenses must be directly related to business activities and incurred while performing company duties.

2. Common eligible expenses include:

· Transportation (e.g., airfare, train tickets, rental car)
· Accommodation (e.g., hotel stays)
· Meals (e.g., client meetings, team lunches)
· Business-related communication expenses (e.g., mobile phone, internet)
· Conference and seminar registration fees
· Business supplies and equipment (e.g., stationery, laptop accessories)

Expense Receipts
1. Employees must provide original and itemised receipts for all expenses claimed, regardless of the amount.

2. Digital receipts are acceptable, provided they are clear, complete, and can be linked to the corresponding expense entry.

Expense Reporting Process
1. Employees are required to submit expense reports within [number of days] of the completion of their business trip or expense event.

2. Expense reports should be submitted through the company's designated expense management system or the approved template provided by the finance department.

3. Each expense entry should include the following details:

· Date of the expense
· Description of the expense
· Amount in the local currency
· Currency conversion (if applicable)
· Purpose of the expense (e.g., client meeting, conference)
· Client or project associated (if applicable)
· Required approval or authorisation (as per company policy)

Currency Conversion
1. If expenses are incurred in a foreign currency, employees must provide the exchange rate used for conversion to the local currency.

2. Currency conversions should be based on reputable financial sources or the company's official exchange rate, if applicable.

Non-Reimbursable Expenses
The following expenses are typically not eligible for reimbursement:

· Personal expenses unrelated to business activities
· Expenses incurred by family members or non-employees
· Entertainment expenses not aligned with company policies
· Fines, penalties, or parking tickets
· Alcohol or non-business-related gifts
· Personal purchases or services unrelated to business duties

Approval Process
1. Expense reports must be approved by the employee's supervisor or department head before submission to the finance department for processing.

2. Supervisors should ensure expenses comply with the company's policies and have the necessary supporting documentation before approving the reports.

Timely Reimbursement
1. The finance department will process approved expense reports promptly.

2. Reimbursement will be made in accordance with the company's reimbursement schedule, typically within 7 days of the approval.

Policy Violations
1. Any violation of this expense reporting guide may result in a delay in reimbursement or other disciplinary actions as per company policy.

2. Employees are expected to adhere to the highest standards of integrity and honesty when reporting expenses.


Policy Review
1. This expense reporting guide will be reviewed periodically to ensure its relevance and effectiveness. Any updates or amendments will be communicated to all employees.

2. By following this expense reporting guide, employees contribute to the efficient financial management of Tratwo and maintain compliance with company policies and regulations.
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