
Corporate Reimbursement Policy for Office 

Supplies 

Date: [Insert Date] 

To: All Employees 

Subject: Reimbursement Policy for Office Supplies Expenses 

Dear Team, 

As part of our commitment to maintaining a well-equipped workplace, we are providing the 

following guidelines for the reimbursement of office supplies expenses incurred during the 

course of your work-related activities. 

1. Eligibility 

Employees are eligible for reimbursement of office supplies that are necessary for their job 

responsibilities. This includes but is not limited to: 

• Pens, markers, and writing instruments 

• Paper and notebooks 

• Folders and binders 

• Printer cartridges and toner 

• Other essential stationery 

2. Submission Process 

To request reimbursement, please follow these steps: 

1. Purchase the required office supplies. 

2. Keep all receipts as proof of purchase. 

3. Complete the reimbursement form attached to this email. 

4. Submit the form and receipts to your direct supervisor for approval. 

3. Reimbursement Limits 

Employees may be reimbursed up to [Insert Dollar Amount] per quarter for office supplies. For 

larger amounts, prior approval from the department head is required. 

4. Timeline for Reimbursement 



Please submit your reimbursement requests within 30 days of the purchase date. 

Reimbursements will be processed within the following payroll cycle. 

If you have any questions regarding this policy or the reimbursement process, please do not 

hesitate to reach out to the HR department. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


