Lubricar Inc. Protocol


	Title
	41. Company Expenses Reimbursed

	Objective
	To reimburse employees for out-of-pocket expenses for purchases made for Lubricar.

	Responsibility
	The Store Manager

	Steps
	Expense Report Reimbursement

1. Use your Bill credit card whenever possible.
2. Make sure you have approval for the purchase you are going to make.  

3. All purchases or expenses over $100.00 require approval from your DM.

4. Make sure that you receive a receipt for the purchases you make.

5. Fill in the date, description & expense amount under the proper category on the expense report.

6. If travel was involved, use the Lubricar mileage chart to claim the allowed mileage between locations.

7. If there was overnight travel, per diem is paid at the rate of $20.00 per night.

8. Total the expense report, attach all receipts and sign at the top.

9. Obtain your DM’s signature for approval and email it to Accounts Payable.  The office staff will forward it to your DM for approval if needed.

10. You will receive a check or direct deposit within 10 working days from the time the approved expense report is submitted.
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