Travel reimbursement policy
Synthetic example for testing a knowledge-base document workflow.
Before a trip
Confirm the purpose and expected cost with the budget owner before booking.
Keep the approval message together with the source receipts.
Expense records
	Record ID
	Category
	Amount

	00127
	Local transport
	43.80

	00128
	Accommodation
	186.50


Review and submission
Check that every receipt belongs to this trip and that the currency is correct.
Submit the completed records after the trip. Retain the original files for review.
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