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Accountable Plan Instructions

All employees, officers and directors must comply with the provisions set forth in the Accountable Plan.

All employees must complete an expense report for any business reimbursements and attach receipts to the report if applicable.

All undocumented expenses will be taxable as compensation to the employee and included as compensation on their W2.

Please keep the originals with your company documents and use them to make copies for your employees’ signatures. Keep a signed copy in each employee file.

If you have any questions, please give us a call at 614-771-7700.











Company Name
Accountable Plan
Automobile and Business Expense Reimbursements


Our company policy for automobile and business expense reimbursements is as follows:

(1) All expenses must have a business purpose. You must have paid or incurred
deductible expenses while performing services as our employee, and
(2) You must adequately account to us for these expenses within a reasonable
period of time. An expense report summarizing the expenses is acceptable.
The expense report should include the date of the expenditure, business
purpose and/or the client involved. If the expense is for a mileage
reimbursement, you must also include the miles traveled and where you went.
If the reimbursement is for meals with a client or vendor, you must also
include the name of the client and where the meal took place. A copy of your
receipt must accompany your expense report.
(3) You must return any excess reimbursements or allowances within a
reasonable period of time.

A reasonable period of time depends on the facts of each situation. The Internal Revenue
Service considers it reasonable for you to:

(1) Receive an advance within 30 days of the time you have the expense,
(2) Adequately account for your expenses within 60 days after they were paid or
incurred, and
(3) Return any excess reimbursements within 120 days after the expense was paid
or incurred.

You will be considered to have adequately accounted to us if you provide documentary
evidence of your mileage and other expenses. Your local office supply store will have forms
available for this purpose. Please attach all receipts for other expenses to the back of the
form.

By signing below, you, as our employee, agree to abide by the provisions of the foregoing
policy.


_______________________________
Employee
________________________________
Date
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