Accountable Plan
For [Your Company Name, Inc.]
Effective Date: [Insert Date]
1. Purpose
This Accountable Plan is established by [Your Company Name, Inc.] ("the Company"), an S-Corporation, to reimburse employees and officers for ordinary and necessary business expenses incurred while performing their job duties. This plan is intended to comply with IRS regulations under Treas. Reg. §1.62-2 and ensures that reimbursed amounts are excluded from employee wages and reported as business expenses.
2. Eligible Participants
This plan applies to all employees of the Company, including shareholder-employees.
3. Reimbursable Expenses
Expenses must be directly related to the Company’s business and necessary in the course of performing duties. Reimbursable expenses may include, but are not limited to:
- Mileage driven for business purposes (at the IRS standard rate)
- Travel and lodging related to business
- Meals incurred during business-related travel or meetings
- Home office expenses (if exclusive and regular use requirements are met)
- Office supplies or equipment purchased personally for business use
- Continuing education or training related to the business
- Internet and cell phone expenses (business-use portion only)
4. Substantiation Requirements
To qualify for reimbursement, employees must submit the following documentation within 60 days of incurring the expense:
- Date, time, and place of the expense
- Business purpose of the expense
- Receipts or similar proof of payment (except for mileage, which must be substantiated by a log)
5. Excess Reimbursements
If any advance or reimbursement exceeds the substantiated amount, the excess must be returned within 120 days. Amounts not substantiated or returned within these timeframes may be treated as taxable income.
6. Method of Reimbursement
Reimbursements will be issued via company check, payroll reimbursement (non-taxable), or other agreed-upon method. Documentation must be reviewed and approved by a designated officer before payment is issued.
7. No Duplications
Expenses already reimbursed by another entity, or expenses claimed as itemized deductions by the employee, are not eligible under this plan.
8. Amendments and Termination
The Company reserves the right to amend or terminate this Accountable Plan at any time, with or without notice, provided such changes remain in compliance with IRS guidelines.

Signed:	___________________________________________________
[Officer Name]
[Title]
[Your Company Name, Inc.]
Date: _______________
Page 2 of 2

