
Expense reimbursements are one of those finance processes that most teams only think about when something
goes wrong. A reimbursement lands late, an employee wonders if the request is “in the system,” or accounting has
to chase missing receipts after the monthly close is already underway. The timing of expense reimbursements
often gets tied to payroll schedules, and that’s where semi-monthly and biweekly approaches can feel similar on
paper while behaving very differently in real life.

Below is a practical look at how these two schedules affect reimbursement timing, employee experience,
accounting workload, and edge cases. I’ll also share a few patterns that keep reimbursement cycles predictable
without turning every trip report into an operations project.

The practical difference between semi-monthly and biweekly
Semi-monthly means you run reimbursement processing twice per month. Many companies choose the 15th and
the last day of the month, or the 1st and 16th, depending on how payroll and accounting cutoffs are organized.
Employees tend to experience it as “mid-month and end-of-month.”

Biweekly means reimbursements are processed every two weeks. In many organizations this aligns with payroll,
such as every other Friday. Employees experience it as “every other payday,” which can be easier to remember, but
also means the calendar shifts slightly year to year.

Those differences matter because expenses do not arrive in neat bundles. They arrive when people travel, when
they shop for work supplies, when clients reimburse or require paperwork, and when receipts are found later than
planned. Your schedule determines how long an employee has to wait after submitting a claim, and how often
accounting gets a predictable pile that can be reconciled cleanly.

What employees actually feel: wait time and predictability
If you talk to employees, the main question is usually not “Is semi-monthly mathematically better than biweekly?”
It’s “When will I see the money after I submit?” Employees judge timing by two things:

1) How long it takes from submission to actual reimbursement

2) Whether they can forecast it without guessing

Semi-monthly often creates a predictable rhythm: submit before the midpoint cutoff, get processed in the mid-
month run, submit after that, then get processed for the end-of-month run. Even if the internal process includes
review and approval, the employee usually understands the two windows.

Biweekly can be just as predictable, especially when it lines up with payroll. Employees can associate
reimbursements with the payday cadence. But because the exact dates move across the calendar, biweekly can feel
like it slips. For example, a request submitted one day before a biweekly cutoff might end up processed nearly two
weeks later if the approvals miss that window.

A common lived pattern: the first month of a new reimbursement schedule feels off for people because they are
still learning cutoffs. After two cycles, behavior changes. People start submitting earlier than they did before, and
receipt collection improves. That behavioral shift is something you can plan for.

How reimbursements land relative to close and review
Accounting teams care about more than just “processing frequency.” The reimbursement run has to fit into:



Invoice and receipt validation

Approval workflows

Budget coding and project reconciliation (if applicable)

Month-end or period-end reporting

With semi-monthly, you get two checkpoints per month, which can make it easier to manage month-end
reporting since you still have a true month boundary. You can run reimbursements early enough in the second
half of the month to avoid too many open items carrying into the next month. If your reimbursements are
typically low volume, semi-monthly can reduce stress because accounting is not waiting for a longer single
window.

Biweekly can be efficient for steady expense volume, because the work is broken into smaller chunks more often.
But it can complicate period-end if you have many transactions that land near month-end. If an expense is
submitted and approved close to the end of a month, a biweekly cycle might push its processing across the month
boundary even though employees submitted within the same month.

Here’s what that can look like in practice. Imagine an employee submits https://tivazo.com/blogs/semi-monthly-
vs-bi-weekly/ a claim on the 28th. If your biweekly reimbursement run happens on a date that falls after month-
end, the employee might see reimbursement in the next month. Internally, accounting might also treat it that way
depending on your accounting policy, which affects accruals and reporting. Semi-monthly, especially if the second
run is scheduled for the last day, often reduces the likelihood of expenses bouncing into the next month.

Cash flow and employee trust: timing is a retention lever
Even when reimbursements are handled carefully, there is a trust component. People remember not just how
quickly money comes back, but whether the organization behaves consistently.

Semi-monthly tends to create fewer “surprise” cycles. If you tell employees that claims submitted by the 10th get
processed in the mid-month cycle and claims submitted after that process by the end-of-month cycle, the mental
model stays stable for the entire month.

Biweekly can create a similar trust model if you publicize the exact cutoffs for each cycle. Some teams do this in a
shared calendar and it works well. If you do not publish those cutoffs clearly, biweekly can feel mysterious.
Employees might submit on a random day and then feel they are waiting for someone else to “catch up,”
especially if approvals need manual review.

There is also a cash flow angle. Reimbursements are typically funded out of operating cash, and processing more
frequently can smooth internal cash movement. The difference between two per month and roughly 2.17 per
month is not dramatic in absolute terms. Still, if you operate with tight liquidity, smoothing matters more than the
average cash number suggests.

Workload pattern: approvals behave differently under each schedule
Approvals are where timing turns into operational reality. Expense claims usually require at least one of the
following:

Manager review

Budget or cost center coding confirmation

Accounting review for compliance (receipt requirements, meal policy, allowable categories)

Sometimes additional review for travel or client-related claims

https://tivazo.com/blogs/semi-monthly-vs-bi-weekly/
https://tivazo.com/blogs/semi-monthly-vs-bi-weekly/


Under semi-monthly, approvals often cluster toward the cutoff dates, because employees know there are only two
processing windows. That can overload certain managers right before the cutoff, and it can lead to a bottleneck if
managers are traveling or unavailable.

Under biweekly, approvals are also likely to cluster, but the clustering is spread across more cycles. That can reduce
the intensity of each “approval rush.” For teams with a lot of people submitting claims close to the deadline,
biweekly can feel calmer operationally because the deadline is closer, more often.

The trade-off is that biweekly gives you more chances to “miss the window” because the windows happen more
frequently. If your organization has a habit of approving late, you might see reimbursements shift repeatedly to
the next cycle. Semi-monthly can hide that habit longer because there are fewer windows, but then the delay can
be larger when it happens.

Receipt collection and policy enforcement
Receipts drive rework. People find receipts late, or they submit without receipts and expect follow-up to be fast.
The schedule affects how quickly the loop closes.

With semi-monthly, follow-up can happen quickly within the same month because accounting has two processing
moments. If you have a missing receipt that blocks the claim, you can often resolve it in time for the next run
within the same month. That reduces the number of claims that become “stale” and require extra nudging later.

Biweekly can be even faster in theory because there are more runs to catch up. But in practice, if the blocked
claims are not actively managed between cycles, you can end up with a backlog that keeps slipping from one
biweekly run to the next. That backlog can become demoralizing for employees because they assume the
organization is ignoring their claim, even when the delay is simply procedural.

If your receipts compliance is not strong yet, semi-monthly can be a steadier on-ramp. You get fewer cycles to
manage and you can tighten expectations around cutoff behavior. If your compliance is already strong and the
main issue is timing, biweekly can work very smoothly.

A concrete scenario: how long claims wait under each system
Let’s use simplified numbers to illustrate the differences without pretending every organization runs on the same
clock.

Assume both systems have an approval and processing buffer of roughly 2 to 4 business days after the cutoff. In
other words, you are not approving instantly. You are checking receipts, matching to policies, and running the
reimbursement batch.

Semi-monthly example

You process reimbursements twice: mid-month and end-of-month.

Cutoffs are 3 business days before each processing run.

An employee submits an expense claim on the 9th.

If the mid-month cutoff is the 10th (or shortly after), the claim goes into the mid-month run and pays out in
about 1 to 2 weeks total, depending on processing timing.

If the employee submits on the 20th and the cutoff for that cycle is the 24th, then the payout might be closer
to 10 to 14 days, typically landing with the end-of-month run.



Biweekly example

You process reimbursements every other Friday.

Cutoffs are 1 to 2 business days before each processing run.

An employee submits on a Thursday for a Friday cutoff that is missed by one day.

That claim shifts to the next biweekly cycle, creating a wait that can feel close to 3 weeks instead of 1 to 2
weeks.

Another employee submits on Monday and gets included in the same cycle, with a payout closer to 1 to 2
weeks.

The biggest difference is not the average payout time. It’s the “cliff.” Missing a biweekly cutoff by a day can create
a longer delay because you have to wait for the next cycle. Semi-monthly has cliff behavior too, but the cliffs are
spaced farther apart, and many organizations set semi-monthly cutoffs to reduce the feeling of random misses.

How to structure cutoffs so people don’t feel punished
If you choose either schedule, you can reduce frustration by designing cutoffs that reflect real approval capacity. In
my experience, the biggest win comes from aligning cutoffs with when approvers are actually available.

For example, if your managers often travel or are in meetings at the end of the week, set the cutoff mid-week
rather than Friday. Or if your accounting team is tied up with month-end reconciliations, give them a slightly
earlier cutoff for the end-of-month cycle.

You can also reduce friction by separating “submitted” from “ready for processing.” Many teams use a form where
an employee submits, then accounting or the system marks the claim as ready only after required receipts and
fields are complete. That way, a claim that is missing an attachment never sits in limbo pretending it will be
processed. Employees get a clearer reason for delay.

A helpful operational mindset is to treat reimbursements like a production line rather than a mailbox. The schedule
is one piece, but the quality of inputs determines how often claims require rework.

When semi-monthly is usually the better fit
Semi-monthly often works well when:

Your expense volume is moderate and you do not need constant processing churn

You want reimbursements to cluster cleanly within the month for accounting and reporting

You can support two approval bursts per month without major bottlenecks

Your employee base prefers “mid-month and end-of-month” predictability

Semi-monthly can also help if you have a strong month-end reporting cadence. Even if your reimbursements are
not directly tied to financial close, it reduces the amount of “transactions that straddle periods,” which simplifies
accrual questions and reclassifications.

When biweekly is usually the better fit
Biweekly often works well when:

Your expense volume is steady and fairly high across the month

Approvals can keep pace and you have a consistent reviewer schedule



Your payroll and reimbursement systems are integrated enough that employees already understand biweekly
cycles

You want to reduce long waits created by fewer reimbursement windows

If your team already has strong processes for expense submission, and managers reliably approve in time,
biweekly reduces the size of each batch and distributes workload. It can also make it easier to catch errors earlier
because each cycle surfaces a manageable set of claims.

One thing to watch: if your company has many managers and approvals are slow, biweekly can amplify delays
because claims keep missing small windows. In those cases, employees feel the longest delays even if the average
workload is reasonable.

Handling edge cases: travel, late receipts, and corrections
Most reimbursement systems eventually face the same edge cases, and the reimbursement schedule determines
how painful those edge cases are.

Travel expenses that span cutoffs

Travel often creates expenses on multiple dates. If you approve a claim in one cycle but the trip continues into the
next cycle, you might decide whether employees submit as partial claims or wait until the end of travel.

Semi-monthly tends to encourage partial submissions if employees are traveling across the midpoint, because the
end-of-month cycle might be too far away for comfort. Biweekly encourages partial submissions too, but it can
make it easier to submit “as you go” since the next cycle is closer.

The key is to define a rule clearly. For instance, allow partial claims if travel spans more than X days or if there are
out-of-pocket expenses that need quicker reimbursement. Otherwise, require a single claim per trip and accept
that payout will be later for longer trips.

Late receipts after reimbursement

Sometimes receipts arrive after reimbursement. Policies vary, but the process usually needs to handle two
outcomes:

The reimbursement was correct, but documentation arrives late

The reimbursement was incomplete or noncompliant

If late receipts happen often, biweekly may seem attractive because you process more frequently and can follow
up sooner. But the real fix is policy enforcement at submission time. The schedule helps, but it cannot compensate
for weak intake validation.

Corrections and resubmissions

Corrections can create duplicate work if employees resubmit a claim that was blocked. The schedule influences
whether those corrections can be handled before the next batch.

Semi-monthly can be forgiving if corrections are small and the team can process them before the next run.
Biweekly can be forgiving if you have a responsive correction workflow. In both cases, you want a clear status
system so employees know whether the claim is “waiting on you,” “waiting on approval,” or “being processed.”

A simple decision framework that doesn’t overcomplicate it



You do not need a spreadsheet full of assumptions to choose a schedule. You need to match the cadence to your
approval reality and your reporting needs.

If you are evaluating semi-monthly versus biweekly, consider these factors in prose form, because the decision is
rarely one-dimensional.

How often do employees miss cutoffs due to receipt lag? If it is frequent, smaller frequent windows can
increase frustration due to cliff effects.

How many claims depend on manager approvals? If approvals are inconsistent, biweekly can amplify delays.

How sensitive are your reports to month boundary timing? If month-end reconciliation is strict, semi-monthly
can reduce straddling.

How integrated are your systems? If payroll and reimbursement are tightly linked, biweekly can feel seamless.
If not, semi-monthly might be easier to schedule and communicate.

If you want a practical starting point, try running both cycles in parallel for a month or two on a small subset of
claims. Measure not just time-to-payment, but rework rates caused by incomplete submissions.

What I would put in writing for employees
A reimbursement policy that people follow is better than a perfect policy nobody uses. Regardless of schedule,
communication should cover the two things that drive employee anxiety: deadlines and status.

Here is a short checklist I have used to tighten reimbursement comms without turning it into a legal document:

State the exact submission cutoff for each reimbursement cycle, in plain dates

Spell out what “submitted” means versus “ready for processing”

List required receipt formats and how to handle missing receipts

Clarify whether partial claims are allowed for travel

Explain how to check status and what delays look like in real terms

This kind of clarity reduces the number of claims that arrive at accounting incomplete, and it gives employees
fewer reasons to assume the system is failing when delays happen.

Putting it all together: choosing the schedule that fits your
bottlenecks
There is no universal winner. Semi-monthly tends to deliver clean month rhythm and can be easier to reconcile
and communicate for accounting. Biweekly tends to smooth processing into smaller batches and can feel aligned
with payday, but it can punish late submissions more sharply when cutoffs are tight.

In real operations, the “better” schedule is the one that matches the slowest part of your process. If manager
approvals are the bottleneck, you need a schedule and cutoff strategy that gives approvers enough time without
creating too many deadline cliffs. If receipt completeness is the bottleneck, you need intake validation and status
transparency, and you should choose a cadence that gives employees time to correct issues without pushing them
into a frustratingly long wait.

The biggest practical takeaway is that the schedule is only half the system. Cutoffs, approval SLAs, status
workflows, and receipt enforcement are the other half. When those are aligned, employees stop feeling like
reimbursements are random and accounting stops feeling like it is constantly cleaning up after missed deadlines.



If you are deciding between semi-monthly and biweekly now, ask a single question internally: “What happens to
the average claim when it misses the cutoff by one day?” That one-day scenario exposes whether your process is
resilient or brittle. Fixing that brittleness, either through a more forgiving cutoff approach or a faster approval loop,
usually matters more than whether you choose semi-monthly or biweekly.

Quick comparison you can use in planning
If you need a compact view to sanity-check your choice, here is a lightweight trade-off comparison. Keep it in
planning documents, not in employee-facing promises, because reality depends on your specific process.

Semi-monthly: cleaner monthly rhythm, often simpler month-end handling, but two approval bursts per
month

Biweekly: aligns with payday cadence and spreads processing more evenly, but missed cutoffs can create
longer waits

Employee experience: semi-monthly feels stable, biweekly feels consistent only if cutoffs and statuses are
clearly communicated

Accounting impact: semi-monthly reduces cross-period straddling in many setups, biweekly can increase it
unless cutoffs are managed

Best fit: choose based on which bottleneck dominates, approvals or receipts, and how tightly you manage
cutoffs

Once you pick a cadence, run it for a couple cycles and watch behavior. You will usually see fewer late receipts,
fewer “where is it?” messages, and fewer corrections when the schedule is paired with deadlines people can actually
hit.


