[ABOVE TO GROUND] Volunteer & Expense Reimbursement Policy

I. Purpose
This policy is established to ensure all individuals providing services to [ABOVE TO GROUND] are classified correctly as volunteers, not employees, and to provide clear guidelines for the reimbursement of reasonable and necessary out-of-pocket expenses incurred for the organization's business.

II. Scope
This policy applies to all volunteers, including all members of the Board of Directors, who provide services to [ABOVE TO GROUND] without the expectation of or receipt of compensation.

III. Definition of a Volunteer
A volunteer is an individual who performs services for the organization for civic, charitable, or humanitarian reasons, without promise, expectation, or receipt of compensation for services rendered.

· Volunteers may not receive a salary, wages, stipends, or in-kind benefits (such as health insurance, free use of company vehicles, or gift cards) as these may be considered compensation by the IRS and Department of Labor, which could jeopardize the individual's volunteer status and the organization's tax-exempt status.
· Volunteers do not displace regular employees, and their services are freely offered without coercion.
IV. Expense Reimbursement (Accountable Plan)
[ABOVDE TO GROUND] will reimburse volunteers for reasonable and necessary out-of-pocket expenses incurred in connection with their volunteer duties, provided the following "accountable plan" requirements are met:

1. Business Connection: The expense must have a direct connection to the organization's mission and purpose and be a necessary cost for performing the volunteer service. Personal expenses are not reimbursable.
2. Adequate Accounting: Volunteers must provide adequate records, such as original receipts, invoices, or mileage logs, to substantiate the amount, date, vendor, and business purpose of the expense.
3. Reasonable Period: Expenses must be submitted for reimbursement within sixty (60) days after they are paid or incurred.
4. Return of Excess: If any advance or allowance is provided (which should be rare), the volunteer must return any excess amount not spent on documented business expenses within one hundred twenty (120) days.

V. Reimbursable Expenses

· Travel and Mileage: Reimbursement for vehicle use will be at the rate established annually by the IRS for charitable organizations (the "charity rate"). Volunteers must keep a written log of miles driven, dates, name of the charity, and a description of the work that required vehicle use. Parking and toll receipts are also reimbursable.
· Meals: Occasional, reasonable meal expenses incurred during official, pre-approved organizational travel or meetings may be reimbursed with a receipt.
· Supplies and Materials: Costs for approved supplies or materials purchased by the volunteer for organizational activities.
VI. Non-Reimbursable Expenses

The following are examples of expenses that will not be reimbursed:
· Home office expenses.
· Personal travel/commuting costs.
· Dependent care costs.
· Entertainment expenses.
VII. Approval and Documentation
All reimbursement requests must be submitted using the organization's official expense form and approved by a designated, unrelated board officer (e.g., the Treasurer or Secretary) to ensure no conflict of interest exists. The organization will maintain records of all documentation for a minimum of three years.

VIII. Policy Review
The Board of Directors will annually review this policy to ensure it remains in compliance with all federal and state laws and reflects the organization's operational needs.

AKNOWLEDGENT FORM
I, [________________________], have received, read, and understand the [ABOVE TO GROUND] Volunteer & Expense Reimbursement Policy. I agree to abide by its terms and disclose any conflicts as required.

Signature: _________________________
Name (Printed): _________________________
Date: _________________________



