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Individual or employee shall mean any employee or consultant seeking reimbursement for expenses incurred on behalf of Atlas Insurance Agency, Inc. (Agency).

A. 1)	 PHILOSOPHY

The Agency has adopted the following standardized expense reimbursement policy.

The Agency’s policy is to provide broad guidelines for the reimbursement of business expenses.  These guidelines cannot, and are not intended to replace judgment, interpretation and analysis of individual situations.

Guidelines

· The intent of these policies is to establish a consistent basis for the action of all the Agency employees.

· This policy will be modified as the circumstances dictate and as the need arises.

· This policy is intended to evolve to meet the changing requirements.  Suggestions and comments for improvements or updates are welcomed.
	
The purposes of the guidelines are:
	
· To be fair and equitable.  An individual working for the Agency should neither gain nor lose personally because he or she has incurred reasonable business expenses on behalf of the Agency.  Individuals incurring similar expenses shall be treated equally and the reimbursement (and denial of reimbursement) will be consistent throughout the Agency.

· To be responsible and prudent in spending the Agency’s money.   
	
· To ensure proper documentation is maintained by the Agency.  Proper documentation is required to support internal controls over expenditures, as well as to ensure that the documentation standards required by the IRS and other agencies are met.

Expenses incurred are mostly of personal nature such as meals, travel, personal education classes or materials.  Personal payments should only be made when it is not feasible to pay through the normal process via Accounting’s accounts payable process (examples are: needing immediate payment, one-time payment, vendor only accepts credit card payments, etc.).  Examples are restaurants, airfare, expenses while traveling (meals, transportation, etc.).  If expenses are recurring and vendors are already setup in the payables system or can be setup, then do not use your personal funds.

If you are in doubt about a particular expenditure, you should check with the appropriate supervisory personnel before incurring the expense. 

Valid original receipt of payment must be submitted for reimbursement.  Reimbursements must be approved by the manager with the authorized approval level per the Expenditure & Disbursement Authority Limits document.  

All reimbursements to employee must be for goods or services purchased for Agency use.  Payments made on behalf of another employee are not reimbursable unless approved in advance by their manager.  (Exception:  meal payments made on behalf of another employee during approved travel is reimbursable.)

2)	DOCUMENTATION STANDARDS
	
The Agency requires all employees to report their expenses within 90 days of incurring the expense.  However, at year end all expenses incurred in the current year must be reported by December 31st and expenses incurred in December must be submitted by January 10th of the following year. Employees requesting reimbursement should fill out completely the Agency’s expense reimbursement report.

Compliance is the responsibility of the employee requesting reimbursement. After 60 days of the above requirement, the employee has forfeited their right to submit a request for reimbursement. However, the Agency acknowledges that there may be extenuating circumstances when an employee’s expense is not reported in a timely manner.  These instances will be treated on a case-by-case basis, and approval shall be obtained from the Executive V.P., President, or Chairman as applicable.
	
Reimbursable expenditures shall be supported by adequate records which clearly establish that they were (i) ordinary and necessary, (ii) reasonable in amount and (iii) incurred for a valid business purpose.  All of the following criteria must be met to qualify for reimbursement:
	
· The identity of the vendor or supplier must be indicated.
	
· The business purpose for the expenditure must be stated.
	
· The identity and business relationship of others participating in the event (e.g., entertainment, business meal, etc.) covered by the expenditure must be stated.

· Amount to be reimbursed must be stated on the receipt.

· Original itemized receipts for all expense items regardless of amount (e.g., itemized hotel bills, airline passenger receipt coupons, automobile rental invoices, meals, parking receipts, telephone bills, and club charges) must be attached to the expense report.  No receipts are required for mileage reimbursement.  Substitute or incomplete documented receipts (e.g., guest check stubs, receipts without dates or amounts) will not be accepted and reimbursement for such expense may be disallowed.
	
In the rare event that a receipt or proof of payment is not available (e.g., accidentally destroyed, lost, etc.), the specific reimbursement must be approved by the Department Manager, Executive V.P., President, or Chairman as applicable.  An explanation should be included along with any alternative documentation.  

A. 
3)	EXPENSE REIMBURSEMENT PROCEDURES

Each employee should:

· Complete his/her own expense reimbursement form, and certify the request by signing the bottom of the form. 

· Attach proper evidence of the expenditure with original receipts.  Tape smaller receipts on one side of an 8.5 x 11 inch paper so there is no overlap.  Tape the top and bottom and sides of each receipt to prevent snagging when it is scanned into our document management system.

· Obtain approved signature (see below *),

· In order to get reimbursed, submit to Accounting for processing by 12:00 p.m. on the due date, which are the yellow calendar days on the YYYY Payroll Schedule calendar provided by Human Resources.  (NOTE:  In general, approved Expense Reimbursement Reports will be due 6 business days prior to payday, in order to be included in the payroll processing for that period.)

*   Approved Signatures – Employees should obtain the signature of their immediate supervisors starting from Unit Managers, to Department Managers, and above  if necessary who are permitted to approve expense reimbursements.  See Expense & Disbursement Authority Limits matrix for limits.  The President’s expense reports should be approved by the Chairman.


B. REIMBURSEMENT TOPICS
	
1.1 Travel - Airfare
	
The intent of the Agency’s airline travel policy is to minimize travel costs through use of available lower fares, discounts and other options while not significantly inconveniencing the traveler.  Accordingly, all airline travel shall be restricted to coach or economy class unless approved by Executive V.P., President, or Chairman as applicable.

Travelers should secure their reservations as far in advance as possible to take advantage of airline discounts, especially during summer and holiday travel periods.  In the event that reservations cannot be made at least one month in advance,  it is required that approval of the expedited reservation be obtained by the Department Manager, Executive V.P., President, or Chairman as applicable. 
	
Non-refundable or penalty tickets provide considerable savings opportunities and should be considered when it is highly unlikely that an itinerary will change.  Penalties or other charges incurred due to changes in itinerary for business reasons are reimbursable.  Changes due to personal reasons, such as those involving changes due to vacation plans taken in conjunction with business travel, are not reimbursable.

Employees are responsible for personal portions of the airfare if vacation or other travel plans are taken with the business travel.  Employee will reimburse the Agency for their portion by deducting this amount from the total airline fare reimbursement.
The following are not reimbursable:  In-flight movie head set rentals, alcoholic beverages, and airline upgrade certificates.
	

1.2	Travel - Express Shuttles and Taxi (including Transportation to/from Airport/Residence)
 
An express shuttle, when available, and most cost-effective, is the preferred method of transportation to/from the airport/hotel.  When an express shuttle is not available, or is less cost-effective (ie:  traveling with several individuals), taxis used for business-related travel to and from airports or within out of town locations are reimbursable expenditures.  The amount of the reimbursement is equal to the actual fare, 
tolls, “extra” charges for luggage, passengers and the like, and a reasonable tip.

1.3	Travel - Automobile Rentals

Automobiles should be rented only when public transportation, express shuttles, and taxis are impractical, more expensive, or not available and only when traveling out of town.  Vehicles up to a compact class are customary for individual travelers.  The next size class may be rented when three or more people are traveling together.  

Reimbursable items include the actual cost of the rental, tolls, parking, and gasoline purchases.  Reimbursement is limited to expenses incurred for business purposes only.  Any expenses related to personal use are not reimbursable.

1.4	Travel - Hotel
	
All hotel accommodations must be booked to ensure the most favorable negotiated or corporate rates.  	

Moderate class hotels provide the best value and their usage is preferable unless there is no moderate class hotel in the city or unless the particular location of the hotel is not cost beneficial, i.e., the additional transportation costs will exceed the hotel savings.  Under these circumstances, business class hotels may be used.

If attending a training seminar and hotel accommodations are being offered at a discounted rate in conjunction with the seminar, the discounted hotel may be used.     
  
Reimbursement is limited to expenses incurred for business purposes only for duration of seminar/conference plus reasonable travel time.  Expenses that are considered to be of a personal nature will not be reimbursed.  These include, but are not limited to, the following:
	
· Personal or extra-cost services such as health clubs/spa, barber, salon, shoeshine, and massage;

· Special room services, such as in-room movies and mini-bar services (e.g., snacks, soda, bottled water from the room); and
	
· Additional charges for room upgrades, poolside rooms, or special floors.
1.5	Travel - Laundry and Dry Cleaning Services
	
Individuals traveling on Agency business and away from their homes for more than four days are entitled to reimbursement for actual laundry/valet expenses, up to a maximum reimbursement of $10 per day beginning with the fifth day.
	
1.6	Travel - Long-Distance Telephone
	
All business-related calls are reimbursable, including calls to home of reasonable length, if cell phone reimbursement is not available to the employee.
	
1.7	Travel - Meals

A valid itemized receipt evidencing the actual purchase of the business meal claimed for reimbursement must be submitted.  The reimbursement request (i.e., expense report) should indicate the name of the vendor, the business purpose, and the identity and business relationship of others participating in the event.  Reimbursement for business meals shall be equal to the actual amount of the expense incurred at the restaurant, plus a reasonable tip.  

When out of the office attending same client’s business meeting for more than 6 hours a day during regular business hours when lunch is not provided, employees are eligible to submit reimbursement of actual meal expenditure up to per diem meal allowance of $15 per day.  Exceptions include temporary assignments at client office locations.  

If an overnight stay is necessary while working or attending a seminar/conference out of town, employees are expected to use good judgment in selecting moderately priced meals, and are entitled to reimbursement for reasonable meal (breakfast, lunch, and dinner only) expenses.  (NOTE:  General guidelines for reasonable meals are: breakfast = $10, lunch = $15, and dinner = $25)  Any meal expense exceeding general guidelines require Department Manager’s initials of approval on the receipt, in addition to general approval on the Expense Reimbursement Form. 

The following are not reimbursable for individuals while on travel: Alcoholic beverages, snacks/beverages in addition to regular meals, and unreasonable meal expenses.  Room service is highly discouraged.

1.8	Tips/Gratuity
	
Tips to porters, bellhops, maids, and others of a similar nature are permitted where reasonable and appropriate.  Receipts need not be provided since they are typically unavailable.
	





2.0	Business Meals (Non-Travel), Entertainment

A valid itemized receipt evidencing the actual purchase of the business meal claimed for reimbursement must be submitted.  The reimbursement request (i.e., expense report) should indicate the name of the vendor, the business purpose, and the identity and business relationship of others participating in the event.  Reimbursement for business meals shall be equal to the actual amount of the expense incurred at the restaurant, plus a reasonable tip.  


3.0	Mileage Reimbursement
	
Employees will be reimbursed for business use of personal automobiles provided the Agency requires such usage, and provided Agency vehicle is not available.  The mileage reimbursement rate is regularly updated by Human Resources.  All mileage reimbursements requests shall be submitted via the Mileage Reimbursement Request form and sent to Human Resources/Payroll for processing.  

Reimbursable business-related mileage is calculated as follows:

· If employee is traveling directly from residence to business site (and/or business site to residence), and the distance traveled is greater than the distance from  residence to office, the reimbursable business-related mileage is the incremental miles calculated as the distance from residence to business site, less the distance from residence to office.

· If employee is traveling directly from residence to business site (and/or business site to residence), and the distance traveled is less than the distance from residence to office, the business-related mileage is calculated as zero, and therefore not reimbursable. 

NOTE:  Traveling from the employee’s residence (commuting) to the office is not considered business-related mileage, and therefore not reimbursable.

Reimbursement for gas must be submitted with receipts and documentation of business mileage usage.
	
4.0	Parking Tickets and Traffic Fines
	
Parking tickets and traffic fines are not reimbursable.

5.0	Cellular Phone Expenses

See Company Cellular Phone Policy for details.
	
6.0	Professional and Industry Conference Fees
	
Professional and industry conference fees are reimbursable only when approved in advance by the Department Manager, Executive V.P., President, or Chairman as applicable.
		
7.0	Professional Licenses and Societies/Associations
	
Reimbursement for annual membership dues for professional licenses and societies/associations required as part of the position are reimbursable, subject to Agency policy.  Reimbursement for other societies/associations or for optional expenditures (e.g., PACs, scholarship funds, and subscriptions) requires prior approval from the Department Manager, Executive V.P., President, or Chairman as applicable.  Such approval should be noted in the documentation accompanying the request for reimbursement.  
	
8.0	Supplies
	
Supplies should be purchased by Support Service or authorized personnel.  Emergency situations may necessitate purchases by an employee.  In those circumstances, the expense is reimbursable and the nature of the circumstance shall be identified within the expense reimbursement request.
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