
  
 
 
 
 

SOP - Tallie Reimbursement Policies and Procedures 

 
REIMBURSEMENT POLICIES 

Reimbursement reports should be submitted no more than 30 days after purchases are made.  

TAXED PURCHASES 

Match is exempt from sales tax. Staff should provide a copy of the tax exemptions certificates that can be found under 

“Tax Exemption Certificates” section on the finance website.  

HELPFUL INFO AND TIPS: Not all vendors can remove taxes, especially if the vendor is located outside of Massachusetts.  

RESTRICTED PURCHASES 

The following purchases are not allowed for reimbursement: 

● Purchases from non-business vendors, including yard sales and craigslist. 

● Payments to individuals or companies for services provided. (Match accounts payable system is used to pay 

individuals and companies for services.) 

The following purchases are discouraged: 

● Purchases for a different Match school or department. (Match’s automated approval procedures are intended 

for school/department purchases to be made only by employees of those schools/departments.) 

DOCUMENTATION REQUIREMENTS 

● Original, itemized receipts: An itemized receipt is one that includes a list of the items purchased. Invoices or 

receipts should clearly indicate the vendor name, transaction dates, items purchased, and total receipt/invoice 

amount. 

● Packing slips: Packing slips that come with the shipment of tangible items should be included in the 

documentation provided for a purchase.  

● Personal expenses: Purchases of personal items should not be included on the receipts or invoices for items 

purchased on Match’s behalf. Please obtain separate receipts for personal items. 

REIMBURSEMENT PROCEDURES 

BEFORE YOU BEGIN 

Please contact receipts@matcheducation.org to have a Tallie account set up if you have not already received an email 

invitation. It’s recommended you register for a Tallie webinar if you would like a visual demonstration of how to use 

Tallie or additional training. Please refer to Tallie articles to see more instructions on a wide range of topics. Tallie’s 

support team can be reached at (888) 874-1118 for technical issues or any other questions you may have. 

INSTRUCTIONS 
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Step 1: Upload receipt(s). You can do this by either uploading a photo to your phone’s Tallie app or uploading the file 

from your computer. Please make sure the images uploaded are clear and include the vendor name, date of purchase, 

itemized list of items purchased, and total amount.  

If you create manual expenses, you will need to merge the tile that has the receipt with the tile that has the manually 

created expense. Please see this article for more information. 

Step 2: Edit or Create Expense. Edit the details of the receipt or manually create an expense. Make sure the merchant, 

date, and amount fields match the receipt and that the expense category, class, and reasons fields are correctly 

completed.  

Reimbursements reports should always have the Billable field set to No and there should be NO PROJECT added.  

Please itemize the expense if an expense needs to be allocated to more than one expense category or class.  

An Out of Policy error message indicates that the expense cannot be submitted because one of the following items is 

missing: receipt, expense category, class, and/or reason. Edit the expense to fill in the missing information and save. 

Step 3: Enter Mileage (If applicable). If you are submitting a reimbursement for miles driven in your personal vehicle, 

please see the “Tracking Mileage” section of this article to see how to track the miles and calculate the reimbursement. 

Step 4: Create Expense Report. Once all expenses have been entered, create the expense report by following the 

instructions in this article. 

Step 5: Submit Expense Report. Click the green Submit Report button on the right side of the screen. 

HELPFUL INFO AND TIPS:  

You can see who your report will be submitted to in the report header. If it says “Multiple Approvers,” hover over the 

text to see the approvers’ names. Your report will be instantly submitted to your designated approver, who will receive 

an email notification. You will receive an email once the report has been approved by all approvers as well as the 

business office and your reimbursement will be included in your next paycheck. 
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https://itunes.apple.com/us/app/tallie/id570070764?mt=8
https://help.tallie.com/hc/en-us/articles/360001548954-Manually-Entering-Expenses
https://help.tallie.com/hc/en-us/articles/360001548954-Manually-Entering-Expenses
https://help.tallie.com/hc/en-us/articles/360001244273-Creating-and-Submitting-Expense-Reports

