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SPJA

Policy and Procedures – Fiscal

SPJA Check Request and Expense Reimbursement Policy
Purpose

The purpose of this reimbursement policy is to communicate and explain SPJA's reimbursement policies, and formalize into writing the official SPJA expense reimbursement policy and procedures.  Staff members are expected to:

· implement this official policy immediately 

· implement this official policy consistently 

· help the SPJA identify and effect changes to expense reimbursement policy and procedures in ways that are consistent with the SPJA expense reimbursement philosophy

The purposes of the SPJA's policies on reimbursement of business expenses are:

To be fair and equitable.  Individuals incurring similar expenses are to be reimbursed or not reimbursed in a consistent manner.  Staff members may expect prompt reimbursement (within 15 business days) of necessary and reasonable expenses.
To be responsible and prudent in spending the SPJA's money.  Staff members should only make expenditures as necessary for the good of the organization.
To follow pertinent IRS substantiation rules while being flexible enough in policy and procedure to accommodate the SPJA's operational requirements. 
All exceptions to this policy must receive written pre-approval from the CEO, CFO, or VP Program Administration (Convention Chairperson).  Pre-approval must note compelling business interest for the exception, and may be subject to later review by the Board of Directors, or Board designee. 
Detail by Type of Expense
Airfare



Staff members should only travel for compelling business reasons, and if the business cannot be achieved by other means.  Individuals required to travel by air should purchase their tickets well in advance of the expected travel date.  Staff members should purchase the lowest airfare that does not cause significant hardship.  The SPJA will only reimburse coach-class airfare.  Receipts are required for reimbursement.  Document the purpose of the trip on the receipt before submitting for reimbursement.  Approved travel may also be booked through the authorized SPJA travel agent, when pre-approved by division manager and CEO, CFO, or VP Program Administration (Convention Chairperson).
Example:
Misa Hayase is required to fly to New York from San Francisco for SPJA business.  She obtains prices for the following itineraries with 14-day advance notice:

1. San Francisco – New York

Departing 5 a.m. Monday
$300

2. San Francisco – New York

Departing 12 p.m. Monday
$350

3. San Francisco – New York

Departing 6 p.m. Monday
$600

Itinerary #1 or #2 would be eligible for reimbursement, or if she chose itinerary #3, SPJA would reimburse her for $350 unless she could show significant hardship.

Cash Advance

Individuals may request a cash advance.  This may only be done to facilitate a pre-approved expense with a vendor that does not accept any other method of payment.  Staff members must submit an itemized invoice, quote, or other suitable documentation with their request.  Cash advances must be requested with the check request form, and may only be done by staff members in good standing with approval by their division director AND either the CEO, CFO, or VP Program Administration (Convention Chairperson).  A staff member may request a cash advance in the form of: cash, check, cashier’s check, or direct deposit.
If the method of payment requires direct deposit, the staff member must obtain the bank information from the vendor.  
After use of the cash advance for the approved purchase, the staff member must submit proof of purchase and return any unused funds to the CFO within 30 days.  If the staff member has additional purchases to be made on behalf of SPJA within a 60 day period, the staff member may request an extension on the use of the cash advance by submitting an itemized list of future purchases and documentation of projected cost.

Entertainment

Entertainment expenses are reimbursable only if they are directly related to SPJA business.  This means that there must be some specific expectation that the SPJA will benefit from the entertainment, and that business must actually be conducted immediately before, during, or after the entertainment.

Entertainment of business associates at your home is a personal expense not reimbursable by the SPJA.  In instances in which the business situation requires entertainment in your home, you must obtain advance approval from a division manager, CEO, CFO, or VP Program Administration (Convention Chairperson).
Entertainment of business associates must be pre-approved by division managers or above.
For entertainment expenses to be reimbursed, individual names, company affiliation, business purpose, expected financial result (if any), date and location must be reported regardless of amounts.  Receipts are required for all entertainment.  Tear off stubs of receipts are not acceptable forms of documentation.  
Example:

Magic Mountain Trip
March 1, 2004, all day 


Magic Mountain Theme Park, Valencia, CA



Total $250
Attended by: Harry Potter, Hermione Granger, Ron Weasley
Business Result: Post-Convention thank-you event for ConOps Departmental staff
Approved by: 
Albus Dumbledore (CEO) and Minerva McGonagall (Division Manager)
Fuel
Fuel is reimbursable on a pro-rated basis based on the percentage of the fuel used to conduct SPJA business.  Fuel is not reimbursable if the staff member applies for mileage reimbursement.  Receipts are required for fuel reimbursement.

Gifts

Gifts are not eligible for reimbursement unless pre-approved by Division Manager AND CEO, CFO, or VP Program Administration (Convention Chairperson) and that fall under the following circumstances:

1. Gifts for Guests of Honor

2. Thank-you gifts for individuals who have donated time/service to the SPJA and are not otherwise financially compensated (such as contest judges)

Lodging (Hotel)

Individuals traveling out-of-town on SPJA business must stay at budget-level hotels, or equivalently priced alternatives, with a guideline of $50/night.  Staff members will be responsible for hotel costs exceeding the guideline when budget-level hotels are available, unless there is a compelling business reason otherwise, such as staying at the convention hotel to attend another convention.  

Individuals are not required to share rooms with other SPJA out-of-town travelers.  Telephone charges billed to the room are reimbursable if made for SPJA-related business.  Reasonable-length telephone calls home are reimbursable as well.  Individuals are encouraged to make SPJA-related telephone calls using personal calling cards to reduce the telephone surcharges and higher rates charged by hotels.  Broadband service charges, unless required for SPJA-related business, are not reimbursable.
Meals – Business
Division managers or above may authorize the purchase of meals for their staff before, during, or immediately following meetings.  Working meals with two staff members do not qualify as a meeting.  Reimbursements for actual, reasonable expenses incurred will be limited to actual cost.  

Individuals traveling out-of-town on SPJA-related business may be reimbursed the actual cost of meals.

When meals are provided as part of a meeting, event, or program event, the SPJA will not reimburse the cost of meals taken outside the meeting, event or program event.

For meal expenses to be reimbursed, individual names, company affiliation, business purpose, expected financial result (if any), date and location must be reported regardless of amounts.  Receipts are required for all meals.  Tear off stubs of receipts are not acceptable forms of documentation.

Reimbursement for meals should follow the below guideline:

· Breakfast
maximum of $10 per person
· Lunch

maximum of $15 per person
· Dinner

maximum of $25 per person
· Per day (traveling)
$50 per person
Example:

Guest Services Meeting with Warner Brothers to pursue Guests of Honor

March 1, 2004, 12 p.m. 


Patina Restaurant, Los Angeles, CA



Total $42.50
Attended by: Jigen (Division Manager), Lupin (Department Manager), Bugs Bunny (Warner Bros.)
Financial Result: Warner Bros. will pay $1000 for travel expense of guest of honor

Miscellaneous Expenditures

"Small ticket" office supplies and other miscellaneous expenditures of consumable products may be reimbursed provided adequate documentation (detailed receipts) is provided.  "Small ticket" is loosely defined as anything less than $25 per item unit.  Purchases totaling over $100 will be subject to review by the SPJA.
Purchases of non-consumable products such as film/video/sound equipment, computers and computer components, etc. should have the pre-approval of the CFO, or CEO as appropriate.  If in question as to who should be the appropriate approver, ask your Division Manager, CFO, or CEO. 

Parking

Parking fees paid while on SPJA business, including staff meetings and during travel, are reimbursable expenses.  Parking receipts are required for parking reimbursements over $10.

Telephone

Telephone charges for cell-phone, long-distance and international calls made for SPJA-related business are reimbursable expenditures.  

The SPJA will not reimburse the monthly service fee for cell phone service.  However, individuals incurring many SPJA-business related phone charges using their cell phone (except those that qualify for free weekend minutes) may pro-rate a portion of their monthly service fee for reimbursement based on their usage for SPJA business.

Please submit a copy of the phone bill, with documentation of calls for the SPJA.
Tips
Reasonable tips are eligible for reimbursement.  Use the 15% of pre-tax cost guideline.  Note the tip amount on the related receipt (such as tip for parking attendant on the parking receipt).
Transportation - Other
Reimbursement of other transportation expenses including taxi, train, or bus fares requires receipts.  Please try to share taxis with other staff members to reduce costs.
Vehicle – Personal

Individuals using personal vehicles on SPJA business (such as travel to vendor locations) may be reimbursed at the IRS prescribed rate for mileage, or may be reimbursed for the fuel used for SPJA business (on a pro-rated basis).  Fuel receipts must be submitted for reimbursement.  Normal travel to meetings, events, or program events such as Anime Expo, will not be reimbursed for mileage.  

For travel while out of town (i.e., away overnight), the vehicle owner will be reimbursed for SPJA-related travel at the IRS prescribed rate for mileage, plus toll charges and parking fees.  

For mileage, simply indicate on the Check Request Form, the date, business purpose of travel, starting point, destination point, total miles traveled, the mileage reimbursement rate used, and the total reimbursement expected.  

Employees of the SPJA are not eligible for mileage reimbursement for commute travel, or the equivalent.

Parking tickets and the cost of traffic violation summonses are personal expenses and are not reimbursable.  The SPJA will not reimburse the cost of mechanical repair or the deductible portion of an insured collision or theft loss.  The SPJA will not pay the cost of a local rental vehicle while a personal vehicle is under repair.

Vehicle – Rental

Individuals traveling on SPJA business may be reimbursed for vehicle rental.  The SPJA will not reimburse if the staff member cannot show that it was necessary to rent a vehicle.  SPJA will reimburse for an economy-level rental vehicle.  Any upgrades requested must be paid for by the staff member, unless several staff members are traveling together and renting a larger vehicle would avoid additional vehicle rentals.  

The SPJA will reimburse actual fuel expenditures.  Rental vehicle receipts and fuel purchase receipts must be provided for reimbursement.  Please refill the fuel tank before you return the vehicle to the rental agency, unless the contract includes fuel without extra charge.

Do not get insurance, as the SPJA’s insurance policy covers rental vehicles, rented on behalf of the SPJA for execution of SPJA business.
Non-Reimbursable Expenses

· Hotel Incidentals: pay-for-view movies, courtesy-bars, etc.  

· Hotel charges associated with cancellation where reasonably prudent actions were not taken to avoid such charges

· Incremental cost for hotel/food of spouse or guest while traveling on SPJA business

· Parking tickets/traffic violations
· Any other costs incurred by use of personal car

· Personal credit card fees

· Personal Entertainment (books, magazines, movies) 

· Entertainment expenses that do not immediately encompass SPJA business

· Personal expenses incurred in staff member’s absence from home

· Airline lost ticket fees

· Airline schedule change fees where reasonably prudent actions were not taken to avoid such charges

· Babysitting Fees

· Pet-sitting Fees

· Health Club Fees (including use of Health Club fees charged by Hotel)

· Education, books, or publications unless necessary for the specific execution of SPJA-related business. 

· Any and all charges where reasonably prudent actions would have avoided such charges.

Procedure

Expense Reimbursement
Properly complete a Check Request Form, obtainable as a download from the Anime Expo Staff Website, from the SPJA Office, or at staff meetings.  Obtain all required approvals.  Email approvals are satisfactory, but you must attach documentation (copies of the email with the reimbursement details and the approval).  Incomplete documentation may result in a delay of reimbursement
Expenses of $25 and over require original receipts.  Although expenses under $25 do not require receipts to be attached to the Check Request Form, you must save such receipts in the event the expense is questioned.  
Attach all receipts to the Check Request Form.  All meal and entertainment expenses require receipts irregardless of dollar amount.  
For purchases made in foreign currency, please note the foreign exchange rate and dates of travel.  You can either use the actual exchange rate of your purchases, or the average rate during your trip.

Please obtain pre-approval if required.  Please refer to Approval Requirements and Authorization Limits Policy regarding expenditures that require pre-approval.
All expense reimbursements require two approvals, with the exception of the CEO, CFO, and VP Program Administration (Convention Chairperson).  Managers may not approve their own reimbursement.
	Staff Level
	First Approver
	Second Approver

	Volunteer
	Department Head
	Division Head

	Staff member
	Department Head
	Division Head

	Department Head
	Division Head
	VP Program Administrator *

	Division Head
	VP Program Administrator *
	CEO or CFO

	VP Program Administrator *
	CEO or CFO
	None **

	CFO
	CEO
	None **

	CEO
	CFO
	None **


*  In the absence of a VP Program Administrator (Convention Chairperson), CEO or CFO can be a substitute approver.  VP Program Administrator (Convention Chairperson) is also known as Convention Chairperson.
** Reimbursements may be subject to review by SPJA Board of Directors or Board designee

Properly completed Check Request Forms may be submitted at regularly scheduled staff meetings, mailed directly to the CFO, or to the SPJA Office address.  PLEASE BE SURE TO RETAIN A PHOTOCOPY OF YOUR RECEIPTS AND COMPLETED CHECK REQUEST FORM!!!  
Expense Reimbursement Due Dates

In order to encourage staff members to turn in timely reimbursements, properly completed Check Request Forms (including all required approval signatures and complete documentation as required) must be submitted to the CFO no later than 60 days after the expense was incurred.  If you require more than 60 days, contact the CFO directly.  Please note that late submissions and/or incomplete documentation will result in the reimbursement request being rejected.
If you have been issued a SPJA credit card, please refer to the SPJA Credit Card Policy for SPJA credit card procedure and documentation submission.  All supporting documentation for credit cards must follow the class guidelines as noted in the SPJA Reimbursement Policy.
If you have not received a check reimbursement within 30 days of submission, please send an email directly to the CFO, with a copy to the approvers. Make sure you start the subject line with the words "Check Request".  
Problems or questions may be directed to the Chief Financial Officer.
Addresses to mail the Check Request Form are as follows:

Directly to Chief Financial Officer OR
To the SPJA Office:

SPJA


1733 S. Douglass Road, Suite G


Anaheim, CA 92806


Attn: Finance
Approved on May 11, 2005 by SPJA Board of Directors: Brian Friday, Chad Kime, Josh Ritter
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