Accountable Plan for Business Expense Reimbursements

PART I:	ACCOUNTABLE PLAN

Williston Sea Lions Inc desires to establish an expense reimbursement policy pursuant to Reg. 1.62-2, upon the following terms and conditions:

1. Except as otherwise noted in Part II below, any person now or hereafter employed or volunteering shall be reimbursed for any  ordinary  and  necessary  business  and  professional  expenses  incurred  on  behalf  of only if the expenses are adequately substantiated as required by the Company policy on expense reimbursements. (See policy memo.)

2. Under no circumstances will Williston Sea Lions Inc reimburse employees for business or professional expenses incurred on behalf of Williston Sea Lions Inc that are not properly substantiated. Williston Sea Lions Inc and employees understand that this requirement is necessary to prevent our expense reimbursement plan from being classified as a “non-accountable” plan.

3. All expenses must be substantiated within a reasonable period of time.1 See our Company policy statement of substantiation for what constitutes a reasonable period of time.

4. All charges to company credit cards must be substantiated in the same manner as the above mentioned reimbursements.

5. Advances that are not substantiated within a reasonable period of time must be returned (paid back) within a reasonable period of time.2

PART II:  TRAVEL REIMBURSEMENT

1. Transportation – Authorized transportation (vehicle) expenses shall be reimbursed to an employee at the current IRS mileage rate for properly substantiated mileage with an authorized company related business purpose.  Airfare will be reimbursed at actual cost.

2. Per Diem – At the discretion of the Company, employees may submit per diem reimbursement requests which do not require strict substantiation or receipts.  Employees need only demonstrate the time, place (city location) and business purpose of the trip.  Per diem covers meals and incidentals at $25 per day of travel or $50 per day while conducting business.

3. Lodging – The desired option is for all hotels to be booked on a company credit card, when that is not possible lodging will be reimbursed.  Lodging is limited to $ 125, any amount over that will not be reimbursed without prior board of directors’ approval.


PART III:  EXCEPTIONS TO ACCOUNTABLE PLAN

Notwithstanding any term or condition in Part I of this document, the following persons, expenses, or arrangements are not considered to be covered under this accountable plan and are subject to terms and conditions of a separate expense reimbursement policy:

1. Any expense over $500 must have board approval prior to purchase.	

2.  An Employee or volunteer may not extensively use a personal credit card to earn rewards and expect ongoing reimbursements.	

3.  Williston Sea Lions will not reimburse any personal expenses, including but not limited to cell phones, internet or home office.
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