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Purpose

To ensure that employees and members of the Board of Directors are fully reimbursed for approved travel and other pre-approved expenses incurred on the company’s behalf.

Policy

Employees and members of the Board of Directors will be reimbursed for the following expenses provided that such expenses were incurred on behalf of the company, were necessary, are properly documented and approved, and are reasonable in nature:

1. Mileage, parking, and other travel and transportation expenses

2. Registration fees for training, conferences, and other work-related events

3. Continuing education

Reimbursements will be processed in the manner of other payments made through accounts payable, including detail of all expenses and their corresponding receipts.

Mileage shall be reimbursed at the rate of $.​​​___/mile as suggested by the IRS Publication 463 “Travel, Entertainment, Gift and Car Expenses”.

Other reimbursement requests will be considered on a case-by-case basis by the Financial Management. Annual limits by position, nature of expense, or other criteria may be imposed by the Financial Management as necessary.

An employee may incur expenses on behalf of the clinic for use by their own department, however any such reimbursement requests must include a receipt and be authorized by a superior of the employee. A subordinate with authorization privileges may NOT sign their own purchase order requesting reimbursement for themselves. The same principle applies for directors and officers. Reimbursement requests submitted by the CEO must be approved by the Board of Directors.

Employees are permitted to use their personal credit card for reimbursable expenses. However, the use of a card is not intended to replace a bona-fide vendor relationship between the supplier and the clinic. Use of a personal credit card is permissible in circumstances where the expense is a one-time purchase or the timeframe does not allow for the establishment of the aforementioned relationship. All on-going purchases or those with sufficient lead-time should be processed through the accounts payable department following normal procedures.

Reimbursements will be made to employees not enrolling with the company’s health insurance provider for health care services rendered to such employees or their immediate family members, provided that such payments do not exceed the premium cost that would have been paid by the company for said employee’s health insurance.

Any compensation for a personal expense apart from payments for health care services are to be treated as taxable compensation and processed through payroll as such.

Applicability

This policy applies to all payments and requests for payment to employees apart from payroll payments.







