SOP: Completion of Expense Reimbursement Form
with Accurate Details

This SOP details the process for the completion of expense reimbursement forms with accurate details. It
includes guidelines on gathering all necessary receipts and documentation, ensuring correct entry of expense dates,
amounts, and descriptions, verifying eligibility of expenses, obtaining required approvals, and submitting the form
within stipulated deadlines. This procedure aims to facilitate timely and accurate reimbursement while maintaining
compliance with organizational financial policies.

Scope

This SOP applies to all employees seeking reimbursement for business-related expenses.

Responsibilities

¢ Employee: Complete the form accurately and submit required documentation.
¢ Manager/Approver: Review and approve submitted expenses.
¢ Finance Department: Process reimbursements and ensure policy compliance.

Procedure

1. Gather Documentation
o Collect all relevant receipts and supporting documents for incurred expenses.
o Ensure documents are legible and complete.
2. Complete the Expense Reimbursement Form
o Enter Personal and Contact Information.
o Foreach expense, fill in:
s Date: Actual date of the expense.
= Amount: Actual amount spent (as reflected on the receipt).
= Description: Purpose of the expense (e.g., client meeting lunch).
s Category: Type of expense (e.g., travel, meals, supplies).
o Attach scanned copies or photos of all receipts.
3. Review for Accuracy and Eligibility
o Check all entries for correctness and clarity.
o Ensure all expenses comply with organizational financial policies.
o Remove ineligible items if any.
4. Obtain Approvals
o Submit the form to your manager or designated approver for review and signature/authorization.
5. Submit the Form
o Submit the completed and approved form (with documentation) to the Finance Department within
the stipulated deadline (e.g., within 30 days of incurring the expense).
6. Retain Copies
o Keep copies of the form and receipts for your own records.

Sample Expense Reimbursement Entry Table

Date Amount Description Category Receipt Attached

2024-03-15  $45.60 Client Lunch Meeting Meals Yes

2024-03-18  $135.00  Taxi from airport to office Travel Yes
Compliance

¢ All submissions must adhere to organizational financial and reimbursement policies.
e Fraudulent claims may result in disciplinary action.

Related Documents



e Expense Reimbursement Policy
e Sample Reimbursement Form

Note: Any exceptions to this SOP require prior witten approval from the Finance Department.
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