
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

REIMBURESMENT									
OF	EXPENSES:  
 

• All expenses must be submitted to your 
manager using an online form. The 

manager will submit all details to the 

Payroll Dept. 
• The payment will be added to the 

employee’s next direct deposit. 
• Please ensure that all receipts are kept 
for record attached	to	the	form	upon	
submission  

 
 


