
OFFICIAL EXPENSES

You are entitled to claim conveyance for business travel. This may include travelling for

client meetings and lifting the tab in case of meetings at coffee shops or executive meals.

Managers are also responsible for leading team 'experiences' in the second month of each

quarter and this benefit can be reimbursed under the ' Team Outings ' sub-head. 

 

LATE HOURS

We want you to leave on time and understand that work may spill over. If for some reason,

client projects tend to extend your time at office beyond 09:00 p.m on any given day, you

are entitled to one way cab fare from office to home. If you have more team members who

live close to you, be sure to car pool. On such days, you are also entitled to a fixed amount of

Rs. 210/- per person for dinner expenses in addition to travel.  In case you are ordering food

for more than one person during a late work night, mention the names of team members in

the description along with other details.

 

NOTES

All travel, team outing, client project costs and dining reimbursements are to be filed within

07 days of the expense failing which, the claim may be rejected. 

Travel expenses should have the necessary supporting documents & purpose/ client project

mentioned in the form. Due to audit reasons, soft copies of forms are not allowed.

Once you prepare your reimbursement, print it and share it with your line manager for

approval who, in turn will submit it to the Admin team. All claims will be cleared within 15

days of Admin receiving a signed hard copy. 

 

 

 

 

 

 

 

 

 

R E I M B U R S E M E N T
P O L I C Y  



EXPENSE CATEGORIES

 
Food - Food ordered in office for waiting back to work on a project.

Office supplies - Any miscellaneous purchases for office (Eg. Hardware, stationary, printouts,

office decoration material, any grocery purchase for the office, etc.)

Rewards: Happyness Cheque or any manager driven special awards.
Stay: Any stay booked while staying out for office related work (Client meeting, offsite, etc)

Team outings: This applies to all the managers while taking their teams out for lunch, dinner,
etc) 
Travel: While traveling (road travel, air travel) within the city or outside the city for client work,
meeting or any office related work.

Courier: In the absence of Admin if any package is delivered to a client, this category can be

used to file reimbursement.

Client: Name of the client for which the work was being done. 

Project/Task: Description of work done for that client / name of the project. 
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