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	To:
	All Enron Net Works Employees
	
	

	From:
	Office of the Chairman
	
	

	Subject:
	Travel & Expense Reimbursement Policy 
	Date:
	January 22, 2001

	
	
	
	


Please review and note the following guidelines and procedures for travel and expense reimbursement.  All employees and travelers are expected to read, understand and abide by the following.  Expense reports and reimbursement requests not in compliance with the following will be rejected and returned:

1.
No expenses for reimbursement will be accepted for payment without original receipts.  For example, no reimbursements will be made for copies of American Express statements or airline tickets, etc.  Exception cases will require written certification from the employee regarding the lost receipt(s), and must be signed and attached to the original expense report.
2.
No expenses will be accepted or reimbursed that do not include an itemized receipt.  For example, a receipt stating “general office supplies” from Office Max is not acceptable.  The items must be clearly itemized and listed.

3.
No receipts will be accepted that are over 45 days old.
4.
No meals are to be expensed unless the following apply:  a) are directly related to out-of-town business travel and/or b) are pre-approved and documented within the Guidelines of the Company.  For example, lunches with co-workers, friends, etc. are not acceptable business related expenses and will not be reimbursed by the Company.  In compliance with Company Guidelines, the highest ranking employee should pay for the meal and/or business entertainment.  The names and titles of all attendees and the exact business purpose must be listed to be eligible for company reimbursement.

5.
Corporate American Express card accounts should be settled promptly upon receipt of the monthly statement and balances should not be carried over from month-to-month.  The American Express corporate travel card is primarily for business related expenses.  Each American Express corporate card holder is responsible for timely payment of any non-business related expenses as well as reimbursable items.  Misuse of the card or failure to pay monthly charges may result in card cancellation and disciplinary action, up to and including termination.  It is not our policy to pay American Express accounts directly.  All charges must be filed on a company expense form with appropriate documentation to be eligible for reimbursement.

6.
Expense reports should be completed and submitted for reimbursement on at least a monthly basis.

7. The Company will not reimburse personal gift items.  No gifts for peers, supervisors, etc. should be expensed.  Non-reimbursable items include, but are not limited to, baby shower birthday celebration supplies and gifts, etc.

8. All employees traveling international on business who opt to fly coach (or the non-refundable fares) to save the company significant dollars (greater than $2,500), will be entitled to a $750.00 stipend upon filing of their expense report.  The stipend may be obtained by filing a payment request with supporting documentation.  This stipend does not apply to travel to Canada.

9.    All expense reports will be signed by the employee’s immediate supervisor and the RC owner.  All expense reports should be audited by the departmental assistant to ensure compliance with company policy and sent to the Departmental VP for final auditing and signature.  No exceptions. Louise and Philippe will sign the expense reports for their directs and can be available to sign others in the absence of one of their direct reports.
Thank you for your adherence and assistance regarding these procedures.  Prudence and advance planning of T&E will positively impact our costs.
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