SharePoint Dojo, Inc.
Expense Reporting Procedure

February 9, 2005
For eligible business travel (which generally means travel for which an employee stays in a hotel, rather than commutes to from home), SHAREPOINT DOJO, INC. pays actual expenses, including airfare, car rental, transportation, hotels and meals, provided such expenses are reasonable and customary.
To get reimbursed for your expenses, submit a completed hard copy of the SHAREPOINT DOJO, INC. Expense Report to the appropriate manager along with the original receipts. It is best that each dollar item on the expense report map to one receipt; if there are two receipts, make two entries on the expense report if the form allows.  (The form may not always allow. For example, you only have a space for one entry per meal, and you may buy soda at 7-Eleven and a bagel at a Deli)  In such a case, include two receipts and one total on the expense report.

An occasional missing receipt is OK, but please try to collect receipts for all reimbursable expenses. We require the ORIGINAL receipts because in case of an audit, the National Taxation Agency (NTA) has the discretion to disallow any expense for which we have no receipt or only a copy. It is wise for you to keep a copy of the expense report and receipts for your own records, just in case the originals are lost in the mail or by us (that has never happened, but it certainly could.)
Please include costs for all expenses, including those that are direct-billed to SHAREPOINT DOJO, INC. (such as the airfare).
