
 

ACCOUNTABLE REIMBURSEMENT POLICY 

PURPOSE 

1. To encourage good stewardship.   

2. To be fair and equitable. A staff member should neither gain nor lose personally 
because he or she has incurred reasonable business expenses. Staff members 
incurring similar expenses should be reimbursed or not reimbursed consistently 
throughout the organization. 

3. To ensure sufficient documentation is maintained to meet standards required by 
the Internal Revenue Service and other agencies. 

4. Policies and procedures for travel and personal expense reimbursements 
(including meals) are addressed in a separate document – Meals, Travel, and 
Personal Expense Reimbursements. This document addresses all other expense 
reimbursements including petty cash. 

POLICY 

1. Incurring operating expenses by team members and seeking reimbursement is the 
last resort for business purchases. Using a purchasing card, making a check 
request/wire transfer, or using established vendors should all be considered 
before resorting to the use of personal funds. The Finance Department should be 
contacted to make payment arrangements with a new vendor prior to the first 
purchase.   

2. Benevolence payments should be made via check request only. Benevolence 
payments made via personal funds will not be reimbursed.   

3. Operating expenses should be incurred by staff members only. Volunteers should 
not incur operating expenses.   

4. Repeated non-compliance is subject to loss of reimbursement privileges. 

5. Employee reimbursements must be submitted within 60 days after the expense is 
incurred per IRS guidelines (See IRS Publication 463 – Accountable Plan). 

6. Petty cash requests/reimbursements and employee reimbursements will be paid 
by a check from the Payroll Coordinator.  
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PROCEDURE 

1.  Become familiar with policies and procedures prior to incurring expenses. 

2.  Complete the Reimbursement Request form. The IRS requires reimbursable 
expenditures to be supported by adequate records which clearly establish that they 
were (i) ordinary and necessary, (ii) reasonable in amount and (iii) incurred for a valid 
business purpose. All of the following criteria must be met to qualify for 

reimbursement: 

a. Identity of the payee (requestor). 
b. Business purpose for the expenditure.  
c. Date of purchase. 
d. Original itemized receipts must be attached to the Reimbursement Request for 

all expense items regardless of amount. Credit card receipts without detail/
description of items purchased are not acceptable.  

e. In the rare event that neither a receipt nor proof of payment is available, a Lost 
or No Receipt form must be provided.   

3. Complete your Reimbursement Request. 

4. Submit the Reimbursement Request to the Finance Department. 

5. Finance Department reviews the Reimbursement Request. They will also review 
the supporting receipts to ensure each purchase is substantiated. Signature of 
the approver indicates review and approval of the expenses. 

6. Reimbursements received at least three business days prior to the pay date will 
be paid with an additional, physical check. Reimbursements received after payroll 
has been processed will be paid on the next regularly scheduled pay date.
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