
Corporate Reimbursement Policy for 

Training and Development 

Date: [Insert Date] 

To: [Employee Name] 

From: [Manager/HR Department] 

Subject: Reimbursement Policy for Training and Development Costs 

Dear [Employee Name], 

This letter outlines the corporate policy regarding reimbursement for training and development 

expenses incurred as part of your professional growth within [Company Name]. We encourage 

continuous learning and development and are pleased to support your efforts in enhancing your 

skills. 

Reimbursement Eligibility 

All employees are eligible for reimbursement of training and development costs that are pre-

approved by their manager. Eligible expenses may include: 

• Tuition for courses or workshops. 

• Registration fees for conferences and seminars. 

• Materials or resources required for training. 

Reimbursement Process 

To initiate the reimbursement process, please adhere to the following steps: 

1. Submit a written request to your manager detailing the training or development 

opportunity. 

2. Obtain written approval before incurring any expenses. 

3. Submit all receipts and relevant documentation along with a reimbursement form within 

[Specify Time Frame]. 

Limits and Exceptions 

Please note that the reimbursement amount is subject to the annual budget allocation for training 

and development. Any exceptions to policy must be discussed and approved by upper 

management. 



For any questions or further clarification regarding this policy, please contact the HR department 

at [HR Contact Information]. 

Thank you for your commitment to professional development. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


