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Parking Policy & Procedure
	1.0 Purpose

	To establish parking standards and procedures in order to track and provide parking reimbursement for visitors, vendors and independent agents of Atlas Insurance Agency.  The guidelines are designed to ensure consistency for members of Atlas Insurance Agency whose parking will be reimbursed or paid for by our agency.  

	2.0 Scope

	Applies to all employees and independent agents of Atlas.

	3.0 Policy and Procedures

	Independent Agent Parking Validations and Reimbursement
1. Parking expenses for Atlas Independent Agents while working in Atlas’ City Financial Towers (CFT) will be provided for up to 2 or 4 hours validation per day at the Kukui Plaza parking garage.  This will be outlined in their Atlas contract addendum.
2. Independent Agents must be currently contracted with Atlas.  

3. Independent Agents must park in Kukui Plaza parking garage or Chinatown Gateway Parking Garage in order to be reimbursed. 

4. Parking expenses for agency special events held in the Atlas’ City Financial Towers will be reimbursed.  Agents may receive parking for the duration of the event.
5. Parking expenses for Atlas Independent Agents while transitioning their books to Atlas will be provided up to 2 or 4 hours validation per day of parking.

6. Executive or Senior Vice Presidents will identify to Receptionist names of any agents transitioning books and when the agent’s transition will be completed.  

7. In order to receive reimbursement agents must provide a parking ticket from the garage to the front desk receptionist for the day they are requesting reimbursement. 

8. Agents may obtain reimbursement for parking on previous days or times by bringing a copy of the receipt from the parking garage.  Agents will only be reimbursed in parking tickets.  No cash reimbursement. 

CFT Visitor Parking Validations

1. Atlas Executive and Senior Vice Presidents will be issued 2 sheets of 1 hour tickets and 2 sheets of ½ hour tickets in January of every year.  

2. If refills of tickets are needed, Executive and Senior Vice Presidents can obtain 2 more sheets of 1 hour tickets and 2 sheets of ½ hour tickets with approval from President. The Executive Assistant will issue out the tickets.
3. Executive Assistant will track the number of parking sticker sheets provided to Executive and Senior Vice Presidents and above and report every year on totals to Accounting.  

4. Executive Assistant may issue the additional validations per request from Executive Vice Presidents or President.
5. Executive and Senior Vice Presidents and Executive Assistant will use discretion on providing reasonable parking for other vendors, carriers or other services when required. 
6. Visitor validations are reserved for select clients and situations only.
Kukui Visitor Parking Validations

1. Receptionist will be responsible to issue out the Kukui validations and follow policy on 2 to 4 hours validation for independent agents.  

2. It is the responsibility of the receptionist to track the number of parking stickers provided to independent agents and to provide the Parking Validation Log Sheet to the Executive Assistant and Vice President of Personal Lines on a “Monthly” basis.  
3. The Executive Assistant and Vice President of Personal Lines shall report to senior management any discrepancies or abuse of this policy.    

Any questions regarding this policy should be forwarded to the SVP of Organizational Management or an Executive Vice President. .


	4.0 Exemptions

	No exemptions.

	5.0 Effective Date

	10/01/19

	6.0 Policy Revisions

	Atlas retains the right to make revisions and changes to this policy at any time.
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