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1. Purpose

This policy sets out the conditions under which professional expenses incurred in good faith are reimbursed, ensuring
transparency and control over spending.

2. Eligible Expenses

Reimbursable expenses include travel, accommodation and meal costs during official assignments, and representation
expenses pre-approved by the direct manager.

3. Request Procedure

« Submit the expense claim within 15 days of the expense.
« Attach original receipts for any amount over AED 25.
« Obtain approval from the direct manager, then from Finance.

4. Maximum Limits

Meals are capped at AED 120 per day while travelling; any higher expense requires written approval from the Finance
Director.

5. Payment & Review

Reimbursements are paid with the following month's payroll. Finance conducts random quarterly reviews.

6. Non-Reimbursable Expenses

Personal entertainment, traffic fines, airline lounge access not tied to a confirmed delay, and spouse or family travel costs
are never reimbursable under any circumstance.

7. International Travel Expenses

International trips require a pre-travel budget estimate approved by the direct manager, and currency conversion uses the
Finance department's published rate for the date of the expense, not the card statement rate.

8. Policy Violations

Submitting a personal expense as business-related, or splitting a single expense to stay under the receipt threshold, is
treated as a policy violation and escalated to HR regardless of the amount involved.
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