Corporate Reimbursement Policy for Remote
Work Expenses

Date: [Insert Date]

To: [Employee Name]

From: [Your Company's Name] Human Resources Department

Dear [Employee Name],

We are pleased to inform you about the corporate reimbursement policy regarding expenses

incurred during remote work. This policy aims to support our employees in maintaining a
productive work environment while working remotely.

Eligible Expenses

Office supplies (e.g., paper, ink, pens)

Home internet costs that are necessary for work
Ergonomic furniture purchases

Utilities directly related to work (e.g., electricity)

Reimbursement Process

To receive reimbursement, please adhere to the following steps:
1. Collect all receipts and relevant documentation for your expenses.
2. Complete the Remote Work Expense Reimbursement Form.

3. Submit the form along with receipts to [Designated Contact/Department] via [Submission
Method].

Submission Deadlines

All reimbursement requests should be submitted within [Insert Time Frame] of incurring the
expense.

Contact Information

If you have any questions regarding this policy, please do not hesitate to reach out to our HR
department at [HR Contact Information].

Thank you for your continued dedication and hard work.



Sincerely,
[Your Name]
[Your Job Title]

[Your Company's Name]



