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1.0 TRAVEL

1.1 TRAVEL

SPE Travel & Entertainment Policies, Procedures and Entitlements have been established to ensure reasonable, equitable and consistent standards regarding the reimbursement of employee travel and entertainment expenses that are comparable within the industry.

Employee Responsibilities:  Employees are expected to exercise professional judgment regarding the moderation in cost and frequency of travel or entertainment on behalf of the Company. The employee's signature required for reimbursement certifies that all travel and entertainment expenses are true and correct, clearly and accurately described, supported by appropriate approvals and in full accordance with the provisions of this policy.

Approver's Responsibilities: The employee's direct approving supervisor (VP or higher) is responsible for assuring that expenses have been authorized and are reported in accordance with the provisions of this policy. This review is documented with the supervisor's signature approval. This review and supervisor approval does not relieve the employee's inherent responsibility for the accuracy of the Expense Report.

This policy has also been designed to:

· Assure safe, comfortable travel arrangements at reasonable costs. 

· Comply with all laws and regulations of the U.S. government, other governments and their agencies.

SPE Travel Services 

SPE Travel Services must be used to make all business travel arrangements involving air travel, lodging and ground transportation. Their telephone numbers are:

Culver City:

(310) 244 – 8711

New York City:
(212) 833 – 6788

London:

(44) 20 7533 1366 (add 011 if dialing from within the US)

All travel requests must be approved and submitted utilizing the Travel Authorization (TA) form (Appendix B).  The Electronic TA is the preferred method of submitting travel requests and must be utilized by employees who have access to it.  To get access to this online form including electronic approval capability, contact the IT Help Desk at (310) 244-2188.    Hard copies of the form can be obtained from SPE Travel Services’ webpage on Screenland.   

Travel Entitlement Classification Table

(a) Travel entitlements have been established for air travel, lodging and ground transportation and are based upon an employee’s entitlement classification. These classifications will also be used for other entitlements contained throughout this document. 

(b) The following table outlines the employee entitlement classifications by annual salary level:


FROM

TO UNDER
NOTE
PLATINUM
$400K

n/a

Employee must also be EVP or higher
GOLD
$250K

$400K

Plus employees $400K+ but below EVP
SILVER
$150K

$250K
BRONZE
$0

$150K
(c) The salary thresholds for the entitlement levels have been established to be in-line with our industry and, more importantly, our sister companies.  These entitlement salary levels will be periodically adjusted to reflect inflationary increases.

(d) Employee entitlement classifications will routinely be validated through Human Resources (HR).

Company Sponsored Corporate Charge Card

(a) All employees with Director level positions or higher are eligible for a Company sponsored corporate charge card if business needs warrant issuance of a card.  Card usage will be periodically monitored and if business needs do not warrant a card, the card may be cancelled.


(b) The Company also recognizes that additional employees below Director level may have a business need for a Company sponsored corporate charge card.  These employees may include: 


· Employees that travel frequently.

· Approved field representatives.

· Employees who submit six or more Travel & Entertainment expense reimbursements annually.

· Employees below Director level will need to obtain the appropriate exception approval with the applicable Divisional CFO signature to obtain a Company sponsored corporate charge card. 

(c) All Platinum, Gold, Silver and Bronze level employees who travel frequently must use the Company sponsored corporate charge card for all travel related business expenses.  


(d) For more information on the card, please refer to Appendix D of this document or contact the Corporate Card Administrator at (310) 244-2639.

Spouses and Guests 

(a) Accompaniment of spouses and guests on business travel, where the travel expenses of the spouse or guest is paid for by the Company, is not permitted except where their presence serves a business purpose.  Reimbursement for travel by spouses and guests requires prior approval via a Policy Exception

.
(d) 
(b) In compliance with IRS guidelines, the full airfare for an employee’s spouse or guest who travels with the employee on Company business will be reported as income on the employee’s year end W2 form. The employee is responsible for all tax consequences of such travel.

(c) Unauthorized travel expenses of spouses and guests are not reimbursable.
(d) Air travel for approved spouses and guests is at the same class that applies to the employee.
(e) Spouses and guests who travel with an employee at their own expense while on a business trip are not covered by any of the insurance benefits provided by the Company to the employee and travel at their own risk.  In addition, all extra lodging, meal and other service charges incurred as a result of traveling with a spouse or guest are not reimbursable, unless otherwise pre-approved.
1.1.1 Air Travel

(a) SPE Travel Services must be used to make all business air travel arrangements.  For the cost of air travel to be reimbursed, the flight reservations must be made by SPE Travel Services.  Any exception to this policy requires a Policy Exception
 approval prior to ticketing or issuance of travel documentation.
(b) The Company mandates the use of preferred airline services subject to availability due to prearranged pricing discounts.  Any exception to this policy requires a Policy Exception

 approval prior to booking.
(c) Whenever possible, it is the policy of the Company to provide non-stop flights to domestic and international destinations.
(d) 
(e) Certain large scale, intra-company occasions may occur where group rates are available and will dictate class of travel for all employees, approved spouses, and guests. 
(f) In compliance with IRS guidelines, airfare and  other travel expenses for an employee’s spouse or guest who travels with the employee on Company business will be reported as income on the employee’s year end W2 form. The employee is responsible for all tax consequences of such travel.
(g) With prior supervisor approval (VP or higher), employees may, at the time of booking through SPE Travel Services, request a downgrade from their entitled class of air travel in exchange for one extra lower class ticket, if it results in no additional cost to the Company.  Employees must be aware that such practices may create a personal tax liability under IRS regulations and may be reportable as income on the employee’s W2 form.
Air Transportation Entitlements 

(a) Employees are entitled to Airline classes based on the Travel Entitlement Classification Table

.

PLATINUM
First Class


GOLD
Business Class  [see notes (c), (d) & (e)]


SILVER
Coach/Business Class  [see note (f)]

BRONZE
Coach  [see note (g)]

(b) Platinum level employees may travel First Class on domestic and international flights.
(c) Gold level employees will travel Business Class on domestic and international flights. 
(d) If Business class is not available, Gold level employees will fly Coach. However, if flights are over three hours*, Gold level employees may fly First Class if Business Class is not available and the price differential is not significant. 

(e) On international flights that are over eight hours*, Gold level employees may travel First Class. 
(f) 
(g) Silver level employees will fly Coach on domestic and international flights that have a travel duration of less than five hours*.  For flights of five hours or more, Silver employees may upgrade to Business Class.   If Business Class is not available, Silver level employees will travel Coach. 
(h) 
(i) Bronze level employees will fly coach on domestic and international flights. However, Bronze level employees may upgrade to Business Class on international flights outside North America** that have an air travel duration * of more than eight hours.  If Business Class is not available, Bronze level employees will travel Coach.
(j) 
(k) Supersonic air transportation is not permitted.

(l) Employees may not book a class-of-service higher than their entitlement without first obtaining a Policy Exception approval.

(m) Medical conditions that require an employee to travel on a higher class of service must be supported by a Doctor’s note and cleared through Human Resources prior to booking tickets.

(n) 
(o) Except for the circumstances outlined above, upgrading to another class of service is not reimbursed under any circumstances.  However, those employees wishing to upgrade at their own expense (personal credit card, cash or air miles) may do so.  All employees must make these arrangements themselves after receiving ticketing from SPE Travel Services.  Any pricing different from issued ticketing will not be reimbursed. 

(p) When traveling together, employees may upgrade to match the class of service provided to the individual with the higher level of entitlement when deemed necessary to sit with them to conduct business.  Such an upgrade requires a Policy Exception

 approval.

  *  Air travel duration is defined as actual flight time and does not include connection times or other 
      transport time such as to and from the airport. 
** North America includes: USA, Canada, Mexico, Central America, the Caribbean and Puerto Rico.

Reservations, Ticketing and Changes 

(a) SPE Travel Services must make all reservations and ticket purchases.  Employees are expected to exercise professional judgment when reserving and booking tickets and to:

· Anticipate business travel needs in advance to ensure adequate travel options and avoid potentially higher costs due to last minute ticketing. 

· Request flights according to approximate departure or arrival time rather than by specific carrier, flight number, or frequent flyer mileage program.

(b) SPE Travel Services arranges all reservations and ticketing at the lowest possible airfare by taking advantage of pre-negotiated rates.


(c) To achieve travel cost savings, from time to time it is in the Company’s best interest to utilize specific airlines, special promotional offers and other forms of reduced cost travel opportunities.  Travelers are required to use them when requested by SPE Travel Services.  Domestic travel will usually be issued via Electronic Tickets (E-Tickets).

(d) The Company recognizes that from time to time lower cost fares may be found on the Internet. However, the Company does not permit the use of Internet booking by individuals.  There is a greater overall benefit to the Company in maximizing volume with preferred carriers.  Increasing flight volumes on selected airlines gives the Company greater leverage when negotiating discounts.  For more information please see the Disadvantages of Internet Booking section of this policy document.


Disadvantages of Internet Booking

(a) Disadvantages for the traveler:

· Many lower priced offers do not allow refunds or changes
· Very limited flight and date availability (usually off peak hours only)

· Very short advance purchasing window (immediate to 24 – 48 hours)

· Offered sporadically, making it difficult to plan travel in advance

· Most fares are for “over-the-weekend travel,” require a Saturday-night stay and are not convenient for business travelers’ schedules

· Geared for last-minute or leisure travel

· SPE Traveler must make changes, refunds and exchanges directly with the carrier (when allowed or applicable). SPE Travel cannot assist with obtaining a refund for Internet bookings
· Some offers are ineligible for frequent flyer mileage

· Limited en route emergency travel assistance (After-hours emergency service cannot access Internet reservation records)

(b) Disadvantages for the Company:
· Difficult for Company to locate and/or assist employees in case of emergency
· No controls to enforce compliance to air travel policies and agreements (spending can affect budgeting and market share-based vendor agreements)

· Will not be included in company’s monthly reports (can affect budgeting and market share-based vendor agreements)

· Insufficient backup necessary for reimbursement 

· Increased opportunity for fraud 

· Weakens management’s ability to track travel expenditures

· Weakens Company’s ability to leverage travel spend

Cancellations, Revisions, Rebates and Unused Tickets

(a) When changes in travel plans require cancellation or revision of airline tickets: 

· Notify SPE Travel Services of required cancellations or revisions promptly so that the necessary changes can be made. 

· While traveling, employee may  handle directly with the airline those changes that do not require fare changes or, if preferred, may contact SPE Travel Services.   After business hours employee may contact the After Hours Travel Service at 800-426-5653 or deal directly with the airline.  

· Note that air carriers will only credit the charge card used to purchase the ticket for price reductions resulting from itinerary changes.  If the employee traveling does not have a company sponsored corporate card, the refund received on their personal card account must be noted on the employee’s T&E Reimbursement Form.   Reimbursement must be net of any airfare credits received.  

· Return any airfare refunds or tickets to SPE Travel Services within seven days since these are the property of the Company.  Reimbursement requests must be net of any airfare refunds already received.

(b) Notify SPE Travel Services if electronic or prepaid tickets are ordered and not used. 

Saturday Night Stayovers 

(e) This provision only applies to Coach Class travel.

(f) If a reduced airfare results from adding a Saturday night stay over, employees may be reimbursed for up to two nights lodging costs (e.g., Saturday & Sunday) provided that the total costs still result in savings to the Company.

(g) Transportation to the airport and reasonable meal expenses are reimbursable, as long as there is still a net saving to the company.  Entertainment and other transportation for the personal travel time are not reimbursable.

(h) To qualify for this provision the employee must obtain prior approval from his or her supervisor (VP or higher) and provide SPE Travel Services supporting information outlining overall savings to the Company in the Travel Authorization Form.

Non-Commercial Aircraft

Employee use of personal aircraft for Company business is prohibited. The use of charter aircraft on Company business is generally not allowed. The Company recognizes that on occasion, it may be economically advantageous or business appropriate, to utilize a Sony corporate jet or other charter aircraft. In such cases, arrangements must be coordinated through the Sony Corporate Jet Office at (310) 244-3668. A jet request form must be completed and submitted with approvals. Use of charter aircraft services not booked through the Sony Corporate Jet Office will not be reimbursed.
Frequent Flyer Programs

The Company allows employees to accumulate frequent flyer bonus program benefits for personal use. However, employees are expected to make all travel decisions independent of considerations of frequent flyer credits and in compliance with the cost savings policies outlined above. 

Airline Club Memberships*
(a) Platinum and Gold level employees may obtain one airline club memberships if business needs warrant. In many cases, first class travelers are provided access to airline club facilities, therefore minimizing the need for paid club memberships.

(b) Silver and Bronze level employees will generally not be reimbursed for airline club without prior approval via a Policy Exception
. The company recognizes that certain Silver and Bronze employees who travel frequently, as part of their normal business activities, may warrant airline club membership. In such cases, employees are encouraged to seek policy exceptions. As a general guideline, employees that fly to 15 or more destinations per year may warrant one airline club membership.  A second club membership may be warranted for those flying to 25 or more destinations per year and when primary club facilities are not available (e.g. remote locations) to such destinations.

*Airline club forms can be obtained from SPE Travel Services.
Expense Reporting

For information and detailed instructions on how to report air travel charges on your T&E Expense Report, go to the Reimbursement section of this policy document.
1.1.2 Ground Transportation

(a) SPE Travel Services must be used to make all business travel arrangements (excluding taxis). 

(b) The Company requires that employees use the most cost-efficient mode of ground transportation (within their entitlement class) that satisfies the business need.

(c) Public transportation and taxis used in connection with Company business are reimbursable.

(d) Employees are expected to: 

· Pay for local ground transportation costs (including tips) with the Company sponsored Corporate Charge Card, whenever possible. 

· Take advantage of any free or low-cost transportation provided by the hotel/motel.

· Use preferred vendors for chauffeured transportation services to ensure the lowest rates and adequate insurance protection. All chauffeured limousine services must be booked through SPE Travel Services and are subject to the guidelines listed below.

(e) Use of preferred vendors is important because:

· Preferred vendor rates are typically lower.

· Non-preferred vendors are not connected to SPE insurance plans limiting liability coverage in the unlikely event of Accidental Death and Dismemberment (ADD).



Chauffeured Ground Transportation Entitlements


(a) Employees are entitled to ground transportation classes based on the Travel Entitlement Classification Table

.


PLATINUM
Preferred car service [see note (b)]

GOLD

Preferred car service [see note (b)]

SILVER

Taxi Service [see note (c)]



  
BRONZE
Taxi Service [see note (c)]

(b) Platinum and Gold level employees should contact SPE Travel Services to arrange airport transportation by way of chauffeured transportation from an approved vendor.   Any exception to this policy requires a Policy Exception approval.


(c) 
(d) Silver and Bronze level employees may use a preferred car service from an approved vendor for airport transfer if the cost is comparable to taxi service. Check with SPE Travel Services for rate information.  Any exception to this policy requires a Policy Exception approval.

(e) In order to benefit from SPE negotiated rates with preferred vendors, and to insure liability coverage for employees and their guests, all chauffeured car services must be booked through SPE Travel Services.  The cost of chauffeured ground transportation services not booked through SPE Travel Services is not reimbursable.

(f) 
(g) Employees are not permitted to use chauffeured ground transportation as an all-day car service.  Rental periods of more than four hours will not be reimbursed without prior approval via a Policy Exception
.
(h) Employees should exercise professional judgment when using chauffeured ground transportation. Whenever possible, employees using chauffeured ground transportation should share transportation to a common destination

(i) SPE Travel Services will charge chauffeured ground transportation to the employee’s Company-sponsored Card, where applicable. SPE’s contracted rate with car services includes driver gratuity and therefore any tips to drivers are not reimbursable.

(j) The use of a chauffeured stretch limousine service is not reimbursable, unless it is economically justifiable based on the number of employees traveling together.  However, Platinum level employees may use chauffeured stretch limousines when attending:
· A Company premiere and accompanied by talent in the vehicle.

· The Academy Awards, Emmy Awards, Golden Globe Awards or similar ceremonies.

(k) In the interests of personal security, Silver and Bronze level employees may utilize pre-arranged chauffeured airport transfer services when one of the following conditions exist:

· The employee arrives at the destination after dark.

· The employee departs from or arrives in a foreign country with no knowledge of the language or familiarity of the city or surroundings.

· The employee is arriving in or departing from a city that has been designated by security and travel departments as a “high-risk” city.
Personal Auto Use

(a) When using personal cars for business travel, the Company will reimburse business-related mileage plus parking and tolls except for those employees participating in the Executive Leasing Program or who receive a car allowance.

(b) The following are not reimbursable: 

· Fines and penalties imposed for the violation of traffic and parking laws. 

· Fuel purchases for personal cars.

· The cost of insurance, repairs and maintenance.

(c) In compliance with IRS guidelines, when travel to a temporary work location originates or terminates at the employee’s residence, mileage is reimbursed at the designated mileage rate only for miles in excess of what is normally incurred between home and the employee’s regular work location.  Mileage on the expense report should be entered accordingly.

(d) Personal cars used on Company business must have at least the minimum insurance coverage required by the state or country in which the vehicle is operated, and must be operated by a fully-licensed driver.

Mileage Reimbursement

(a) Reimbursement for business related mileage in a personal automobile, other than for participants in the Executive Leasing Program or recipients of a car allowance, is made at the current IRS mileage rate and meant to cover all costs of operating the automobile.   

(b) Employees will only be reimbursed for travel to:

· Meet with non-SPE business partners at non-SPE locations.   

· Off-site meetings, seminars or conventions in support of company business.

· SPE locations for working on the week-end or company holidays.

· Mileage will not be reimbursed for local travel to SPE sites where Company provided transportation services (e.g., shuttle services) are available.

(c) For the latest information on the designated mileage rate you may check:

· SPE Travel Services webpage on Screenland

· T&E Office at (310) 244-2274

Parking and Toll Expenses

(a) Parking/toll expense items incurred while traveling on Company business are reimbursable, if supported by a statement of explanation, receipt or other documentation summarizing the nature of the expense.

(b) Parking permits or toll passes are not reimbursable.  Only the parking sessions or toll passages incurred while traveling on company business will be reimbursed.

Rental Cars

(a) Employees are entitled to rental car classes based on the Travel Entitlement Classification Table

.

PLATINUM
Full size car 

GOLD
Full size car

SILVER
Intermediate/Mid-size car
BRONZE
Compact

(b) Silver and Bronze employees may upgrade to the next level if required to accommodate clients while on Company business or if rental car is being used to transport other SPE employees as a cost-saving measure.

(c) The Company mandates the use of its current preferred rental car company due to prearranged pricing and preferred service.

(d) Rental cars should be used only when other suitable and less expensive means are not practical or not available.

(e) Under no circumstances are Exotic cars (vehicles with a suggested manufacturer’s retail price of  $50,000 or more) to be rented, as they are not covered by the Company’s insurance plans.

(f) For more information on SPE preferred rental car company rates please contact SPE Travel Services
(g) Employees are required to:

· Book all auto rentals through SPE Travel Services.

· Choose the most economical program for the appropriate entitlement level.  

· Select long-term rates instead of daily rates when they represent a saving on multiple day rentals; if in doubt, have the rental agent explain the rates.

· Decline all optional insurance coverage when renting domestically.  SPE’s corporate insurance plans will apply. 

· Corporate cardholders should decline the Collision Damage Waiver (CDW) and Loss Damage Waiver (LDW) when renting a car internationally or domestically.  

· Non-Corporate cardholders should decline CDW and LDW when traveling domestically and accept CDW and LDW when traveling internationally.

· Report any rental car accident promptly to the police, the rental car company, and SPE’s Risk Management Department (310) 244-4235.  Please refer to 1.1.4 Other Travel Items for detailed information regarding SPE’s Insurance Coverage.

(h) Fines and penalties imposed for the violation of traffic and parking laws are not reimbursable.

(i) If possible, fill the fuel tank before returning the car. Rental companies charge a 50-70% premium above regular prices.  Confirm that the correct rate was charged before signing off.

(j) Employees may use the Corporate auto rental rates when on personal travel.  The Company insurance plan does not apply.

Rail Transportation 

(a) Employees are entitled to rail transportation classes based on the Travel Entitlement Classification Table

.

PLATINUM
First Class

GOLD
First Class

SILVER
Club/Coach Class  [see note (b)]

          BRONZE
Club/Coach Class  [see note (b)]
(b) Silver and Bronze employees may upgrade to First Class on overnight trips. 
(c) For information and detailed instructions on how to report rail transportation charges on your T&E Expense Report, go to the Reimbursement

 section of this policy document.


Expense Reporting

For information and detailed instructions on how to report ground transportation charges on your T&E Expense Report, go to the Reimbursement section of this policy document.

1.1.3 Lodging

(a) SPE Travel Services must be used to make all business travel arrangements involving lodging.

(b) The Company mandates the use of preferred hotels where available, due to prearranged pricing and preferred service.

(c) For hotel costs to be reimbursed, the reservations must be made by SPE Travel Services and, where applicable, charged to the employee’s Company sponsored Corporate Charge Card.

Hotel and Lodging Entitlements

(a) Class of lodging to be used is based on the Travel Entitlement Classification Table

.




PLATINUM
Premium accommodations commensurate with the employee’s status/level 
GOLD
Deluxe accommodations
SILVER
         Standard accommodations
BRONZE              Standard accommodations 
(b) The above classification  entitlements represent the upper limits for each entitlement group. SPE Travel Services maintains a current list of preferred hotels for most domestic and international destinations.  SPE Travel Services classifies hotels as Premium, Deluxe or Standard based on room rates. 
(c) SPE Travel Services may, at its discretion, change the list, classification or entitlement grouping of hotels based on market or company conditions.  

(d) SPE Travel Services will notify employees as to which hotels are available within their entitlement classification.

(e) Employees should be aware:

· Of hotel cancellation deadlines, which change from time to time.

· “No show” charges assessed due to lack of notification to the hotel by the employee are the responsibility of the employee.  Such charges are only reimbursable if supported by a Policy Exception

 approval and include a viable business or personal reason for the failure to notify.

· In making cancellations, employees must obtain cancellation numbers in case they are needed for follow-up. 

(f) When traveling together, employees may upgrade to match the class of service provided to the individual with the higher level of entitlement when deemed necessary to stay at the same hotel in order to conduct business and requires a Policy Exception

 approval.

(g) For booking of offsite meeting facilities, SPE Travel Services has established a Meetings and Conventions Desk. All off-site meeting arrangements requiring the booking of hotel meeting facilities, must be coordinated through the Meetings and Conventions Desk.  Please ask for the Meetings and Conventions Desk when contacting SPE Travel Services at (310) 244-8711.  For more policy information refer to Section 5.2 of this document, Meetings and Conventions
Laundry and Dry Cleaning 

(a) Reasonable charges for laundry and dry cleaning while traveling on Company business are reimbursable for trips in duration of three nights or more.
· 
· 
(b) Employees should use common sense and good judgment regarding charges for pressing on trips of a shorter duration.

(c) Charges for laundry services incurred just prior to or after an employee returns from traveling on company business are not reimbursable.

Room Service & Mini Bar

Hotel room service and mini bar costs are reimbursable as long as the costs are within the limits of the daily meal reimbursement cap (See Meals in section 1.1.4 Other Travel Items).
Health Club Visits

(i) The cost of health club visits for personal fitness is reimbursed up to $25 per day.

(j) Charges for spa services such as massages, facials, manicures, and pedicures, etc. are not reimbursable.

In-Room Movies 

In-room movies are permissible and will be reimbursed at the rate of one-per-day.

Frequent Hotel Stay Programs

(k) The Company allows employees to accumulate frequent stay hotel program benefits for personal use.

(l) Employees are expected to use professional judgment in all travel decisions.  Hotel choices should be based on Company entitlements, economic cost and should be made independent of considerations of frequent stay hotel programs.

Expense Reporting

For information and detailed instructions on how to report lodging expenses on your T&E Expense Report, go to the Reimbursement section of this policy document.

1.1.4 Other Travel Items

Key Senior Executive Travel

Although not mandated, it is the recommendation of the Company that key senior executives not travel together in groups of four or more on the same aircraft.


Meals 

(a) The Company reimburses employees for reasonable meal costs incurred during business travel. It is incumbent on each traveling employee to exercise discretion in keeping meal costs in line with acceptable business practices.

(b) The cost of meals should not exceed $100 daily ($20 for breakfast, $30 for lunch and $50 for dinner may be used as general guides).  Employees may not carry forward unused portions to the succeeding travel days.

(c) In New York City, Tokyo and selected international cities where meal costs are generally higher, cost of meals should not exceed $125 per day ($25 for breakfast, $40 for lunch and $60 for dinner may be used as general guidelines).

(d) 
(e) Hotel mini-bar costs are included as part of the daily meal reimbursement cap.  

(f) In all situations where the employee views any meal costs to be unusually high, the employee should furnish an explanation of those costs on the Expense Report to complete the required documentation.

(g) For information on office meal expenses associated with working beyond the normal business day, refer to section 5.4, Late Work/Weekend Meals.
Telephone Charges

For information and detailed instructions on telephone policy, please refer to the related policy under section 3.0, Telecommunications and Other Business Tools.

Gratuities

(a) Tips to porters, sky caps, doormen, bellhops, room maids, parking valets, etc. are reimbursable, provided they are reasonable in amount. Tips should be in line with amounts that are normal and customary for the country where service is rendered.

(b) Report meal related tips as part of the meal expense, and taxi driver tips as part of the cost of the ground transportation. Tips should be in line with amounts that are normal and customary for the country where service is rendered.

(c) All other tips should be reported separately on the Expense Report with an explanation as to the nature and purpose of the tip.

Passport and Visa Services

(m) Passport and visa fees are reimbursable if the employee is required to travel abroad on SPE business.

(n) In order to apply for a passport renewal or a visa, employees should contact our preferred service provider (noted below) either directly or on-line.  All fees pertaining to this service can be paid using the employee’s Company sponsored Corporate Charge Card and must be reported on the employee’s Monthly Expense Report.

(o) The current preferred vendor providing Passport and Visa services is given below:

International Passport and Visa

204 South Beverly Blvd., Suite 115

Beverly Hills, CA 90212

Phone:
(310) 274-2020

Fax:

(310) 274-4581

Internet:
www.intpv.com
Email:
www.info@intpv.com
Insurance Coverage

(a) The Company provides insurance coverage for accidental injury or death while traveling on Company business.

(p) In addition to company insurance, additional coverage may be available by using the Company sponsored Corporate Charge Card while traveling on Company business.  Questions related to this coverage should be directed to the SPE Corporate Card Administrator at (310) 244-2639.
(c) 
(b) 
Foreign Currency

(q) The Company sponsored corporate charge card must be used for all expenses incurred in foreign currencies where the card is accepted. 

(r) For expenditures that cannot be charged to the Company sponsored corporate charge card, employees are encouraged to exchange U.S. dollars for local currency.  

(s) In seeking reimbursement for expenses incurred in a foreign currency, the employee should: 

· Convert local currency expenditures into U.S. dollars.

· Enter all amounts on the Expense Report in U.S. dollars. 

· Indicate the rate and method for the conversion of these expenditures to U.S. dollars. Two acceptable sources for conversion rates are currency exchange receipts and charge card statements. 

· Submit the charge card statement showing the charges to be reimbursed; it represents supporting documentation for the exact rate of exchange incurred. 

· For tips and other small miscellaneous charges, attach receipts when possible, indicating the exchange rate used in converting foreign currency to U.S. dollars.

1.2 NON-REIMBURSABLE TRAVEL EXPENSES

(a) Personal grooming services such as barbers, beauticians and manicurists are not reimbursable expenses.  

(b) Spa services such as massages, facials, manicures, pedicures etc. are not reimbursable.

(c) Child care and babysitting expenses incurred while traveling on Company business are not reimbursable.

(d) Pet boarding expenses are not reimbursable.

(e) Personal Entertainment expenses listed in. section 2.2 Non-Reimbursable Personal Entertainment Expenses
(f) Clothing or toiletries expenses in connection with business travel are not reimbursable.

(g) Doctor bills, prescriptions and other medical services are generally not reimbursable expenses, except where required for travel-related medical protection (e.g., immunizations).  Medical emergencies while traveling on Company business will be evaluated on a case-by-case basis. 


2.0 ENTERTAINMENT

2.1 ENTERTAINMENT EXPENSES

The company may reimburse employees for expenses related to the entertainment of outside business associates, when such entertainment is an expected activity within the normal course of the employee's job function. Otherwise, the employee should seek prior approval via a Policy Exception with corresponding business justification. Employees should seek guidance from their supervisor when in doubt, to ensure compliance with SPE policy.

(a) The Company will reimburse the cost of a business meal or entertainment for other employees only when: 

· It is a group meal with other SPE employees while traveling on Company business.

· The employee is traveling to another city and comes in contact with other Company employees. 

· The employee is visited in his or her home city by Company employees. 

· There is a need to conduct SPE-related business activities or communications outside the office environment with the prior approval of the employee’s supervisor.

· Director or higher is required to conduct business with fellow employees during a meal.  Pre-approval from the employee’s supervisor (VP or higher), however, is required for Managers and below.
(b) The Company may reimburse employees for entertainment costs with business associates or customers/clients outside of the office pending when justified and part of an employee’s expected business activity (e.g., sales). Otherwise, pre-approval via a Policy Exception is required, with the exception of business meals as detailed above in (a).   
(c) It is inherent in this policy that employees exercise professional judgment and moderation in frequency and level of expense.   In addition, employees should use discretion and select venues appropriate for business entertainment.  
(b) 
(c) 
· 
· 
· 
· 
(d) 
(e) At times it may be appropriate to entertain business associates at the home of an employee.  This is a policy exception and requires a Policy Exception

 approval prior to the engagement.  Estimates of the entertainment costs should be included in the request.

(t) 
(u) 
(v) 
(w) 
(x) 
2.2 NON-REIMBURSABLE PERSONAL ENTERTAINMENT EXPENSES

Unless allowed under policies outlined above in section 2.0 Entertainment Expenses, the following personal entertainment expenses are not reimbursable:

(y) Golf fees 

(z) Theater tickets and tickets for special events (such as sporting events) 

(aa) Spa services
(ab) Costume rentals, including formal dinner clothes (tuxedos)

(ac) Studio services for personal use such as Studio Wardrobe, Crafts or Transportation 
(ad) Annual fees for personal credit cards


3.0 TELECOMMUNICATIONS & OTHER BUSINESS TOOLS

(ae) SPE provides its employees with a number of useful tools that will help the Company manage the cost of telecommunications charges incurred locally and while traveling on business.

(af) The following outlines the Company’s policy on the use of these tools and provides some useful tips and techniques for controlling telecommunications costs.

(ag) For information regarding desktop telecommunications policies refer to Section 4.1.3 Telecommunications Equipment.

3.1 CORPORATE CALLING CARD

(a) Sony Pictures has contracted with AT&T to provide a corporate calling card for employees who travel.
(b) The card is available from the Telecommunications Department at (310) 244-4242 or on Screenland under the Corporate Calling Card Program section.

(c) Only business related calls and reasonable expenses for calls to the employee’s home will be reimbursed via the T&E form when using the card.
(d) Employees must use the corporate calling card or a cellular phone when making calls from hotel rooms.  Calls charged directly to hotel rooms will not be reimbursed, with the exception of charges related to local dial-up laptop connections.
(e) For tips and information on how to use the calling card refer to Appendix E.
3.2 CELLULAR PHONES 

(ah) The Company has entered into an exclusive arrangement with AT&T as its national cellular service provider. Various rate plans have been designed around employee usage patterns to minimize the cost to both the Company and the employee. Employees will be placed into a cellular rate plan based on historical or expected usage and will be allowed to transfer between plans as utilization patterns change.

(ai) Employees must use the exclusive cellular service provider to be reimbursed for business related cellular phone charges. 
(aj) With the exception of the program outlined in (e) below, the Company does not purchase cellular phones or accessories for employees.  However, standard SPE / AT&T discounts and special promotional offers are available to all Sony account holders.
(ak) In the event a department/group requires special cellular equipment for business use, every effort should be made to use AT&T as SPE’s preferred vendor.  If another carrier is selected with business justification, a Policy Exception approval is required prior to any vendor arrangements being made.  
(al) Company provided reimbursement will be commensurate with the employee’s level of business usage and will be processed through the employee’s Travel and Entertainment Expense Report 
. However, for VP’s and above, cellular phone bills, as well as the procurement of necessary cellular phones, will continue to be processed directly by SPE.
(am) A cellular reimbursement form has been created to facilitate the calculation of reimbursable business related cellular phone charges. This form MUST be submitted with the employee Travel and Entertainment Expense Report for reimbursement of business related cellular phone charges.
(an) Our exclusive cellular service provider has agreed to allow employees and their friends and families to participate in the same discounted pricing structure provided by our national plan.  For further information please contact Corporate Procurement Services at (310) 244-4984 or our AT&T representative at  (310) 993-8850.
(ao) Employees should not direct bill AT&T Cellular phone to individual Corporate Cards. 
(ap) For tips and information on how to use cellular phones while traveling refer to Appendix E
(aq) 

(ar) 
(as) 


	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


3.3 PAGERS

(a) The Company will provide pagers to employees whose job activities warrant its use.
(b) Pagers purchased by employees will not be reimbursed.
(c) Written pager requests, with approval of the employee’s direct supervisor (VP or higher), should be forwarded to Corporate Procurement.
(d) If the employee’s responsibilities no longer require a pager, the pager should be immediately returned to the appropriate pager company.
(e) The Company will not reimburse monthly pager fees for non-Company provided pagers.
3.4 LAPTOP CONNECTIVITY WHILE TRAVELING (SPE Customers)
(a) To access the Company network (e-mail and file servers) via laptop while traveling, employees need to ensure that their laptops are equipped with the following:























· Lotus Notes installed with the “Remote (Internet)” location document.
· UUNET PAL to access Lotus Notes.
· VPN to access internal Company drives (if necessary).

· Appropriate adapters (many foreign countries use different cable and power adapters).
(b) Employees should contact IT at least two weeks in advance to ensure that their laptops are configured properly.
(c) UUNET PAL utilizes local phone lines to gain access to the Internet from almost any location in the world.  Employees are required to use it while traveling, as long-distance charges associated with laptop connectivity are not reimbursable.
(d) As a test, from Culver City, employees could use a fax machine phone line (analog) and attempt to connect their computer through each of the foreign location network access numbers to get into Lotus Notes. If it works from Culver City (calling a foreign number and connecting to Notes) it will most likely work from the foreign location. 

(e)  If a hotel offers broadband internet access, an employee may use this service to facilitate access to the company network instead of using dial-up connection. 

LAPTOP CONNECTIVITY WHILE TRAVELING (SPDN Customers)
(a)
To access the company network (e-mail and file servers) via laptop while traveling, employees need to ensure that their laptops are equipped with the following:

· Earthlink Dialer - http://www.spde.net/Software/
· Earthlink Password – Available from helpdesk

· MS Outlook

· Internet Explorer

· 1 RJ11 standard phone extension cord if using dialup

· 1 RJ45 Ethernet cable if using broadband (Call hotel to find out if broadband is available)

· VPN Software – https://spde.sonypictures.com/downloads/vpn/SPD/
· Appropriate adapters for power and telephone connections

(b)
Employees should contact IT at least two weeks in advance to ensure that their laptops are configured properly

(c)
IT does not recommend or support VPN or the full Outlook client over dialup. If using dialup, we strongly recommend using webmail – http://webmail.sonypictures.com/
(d)
Employees are required to use Earthlink local phone lines to gain access to the Internet while traveling. Any long distance charges associated with laptop connectivity will not be reimbursed.

(e)
If a hotel offers broadband access, an employee may use this service to facilitate access to the company network instead of using a dial-up connection. 

SPDN Helpdesk can be contacted at helpdesk@sonypictures.com / http://www.spde.net/HelpDesk/ or 310-482-4888









3.5 ORGANIZERS AND OTHER PLANNING AIDS 

Blackberry and PDA Devices

All SPE requests must be processed through IT Client Services.  Client Services will purchase and install the PDA device.  The customer’s department will be charged back monthly for Blackberry email and Internet services.   Blackberry expenses cannot be reimbursed through Expense Reports.  

Currently, SPE (Sony Pictures Entertainment), SPDN (Sony Pictures Digital Networks) & IW (Image Works) have individual acquisition processes.  In the near future these processes will be centralized.  Until this occurs, SPDN & IW customers will continue to request PDA devices as they do today and SPE customers will request via the Blackberry Order Form, which can be requested from IT Client Services.

PDA Entitlement and Support:

Manager and above are eligible provided they travel domestically more than 20 days per year or are away from their office 60% of the day and are required to respond to critical emails that may impact daily business deliverables.  

(a)  Requests for SPE Standard PDA devices (Blackberry) require business justification, employee’s supervisor approval (Vice President or higher) and Divisional CFO.  Any other device requires a Policy Exception



(b) 
(c) 
(d) 
(e) 
(f) 
(g) 
(h) If customer owns another PDA device, only the Blackberry will be installed for business purposes.

(i) Customers who have existing PDA models including Palm III and above, and all models of the Sony Clie will continue to receive support. All other PDA and personal devices are not covered.

(j) Email and calendar syncing is supported only via Easy Sync or Pylon.

(k) If the employee's responsibilities no longer require a PDA, the PDA (if purchased by SPE) should be immediately returned to IT Client Services.
Other Planning Aids

Diaries, daytimers, and other personal planning aids are not reimbursable.

3.6 REPORTING TELEPHONE CHARGES

For information and detailed instructions on how to report telephone charges on your T&E Expense Report, go to the Reimbursement Procedures section of this policy document. Employees should be aware that long distance phone expenses that are charged to the hotel will not be reimbursed unless justified due to unusual circumstances. An explanation must be provided on the T&E Expense Report as to the reason for using hotel charged long distance phone service. 


4.0 OFFICE & FACILITIES

4.1 OFFICE EQUIPMENT & SERVICES (Excluding Audio/Visual)

4.1.1 IT Equipment

As used in this section, the term “equipment” refers to all computer-related equipment for general desktop use, such as desktop computers, laptops, monitors, peripherals, printers, and software.

As business and technology needs change, IT Client Services will perform ongoing configuration analysis, standards and policy updates in order to optimally support SPE computing requirements. Therefore, be advised that the models, versions and costs for hardware, software and peripherals are subject to change without prior notification. 
Procurement

(a) The Sony Pictures Entertainment IT department must procure all equipment for all areas within SPE as follows: 

· Motion Picture and Television productions and business units:                                                       For support call:  IT Production Services (310-665-6151)

· Sony Pictures Digital (SPD):  For support call:  (310-840-7333)

· All others: Call the IT Client Services  Help Desk at: (310-244-2188)

(b) For asset tracking purposes, all equipment procured by SPE IT must be charged to IT asset codes. IT equipment may not be charged to overhead departments.

IT Equipment Entitlement and Standards

(a) Equipment entitlements and standards have been established for desktop computers, laptops, monitors, peripherals, printers, and software. Standard equipment entitlement is classified by title as follows:

· Manager and above: standard desktop with CRT monitor, wired  keyboard, and mouse OR laptop with extra keyboard and mouse.
· All other employees: standard desktop with CRT monitor,  wired keyboard, and mouse

(b) Unauthorized use of SPE IT Equipment (desktop, laptops, PDAs etc.) for personal business is not permitted
(c) Standard desktop and laptop configurations, options, and software are identified and can be located  on Screenland under  Corporate Services > Information Technology > SPE IT Hardware and Software Standards. 

(d) Non-standard equipment is not approved for procurement through SPE IT and is not supported by SPE IT.
(e) Multi user and network printers, see section 4.1.2 Reprographics Equipment.
(f) Any exception to this policy requires a Policy Exception approval.

Computer Equipment Request Form (CERF)

(a) All requests for equipment must be submitted via the Computer Equipment Request Form, which can be found on Screenland under Corporate Services > Information Technology > Quick Clicks > Software & Equipment Order Form. 

(b) All requests for non-standard equipment must include approvals as per the CERF form and require a business justification.

(c) Requests for equipment are also accepted via the ARIBA eForms System.  To submit your request using ARIBA, go to Screenland, select Office Assistants > Ariba. Once you're at the login screen, scroll down to the instructions on How to LOGIN to Ariba if you are a first time user.

Approvals

(a) Consistent with the SPE Chart of Financial Authority (COFA), the employee’s supervisor (VP or higher) must approve all requests for standard equipment to which the employee is entitled.

(b) Purchases of IT equipment/systems, including software, in excess of $5,000 are generally categorized as capital and are subject to COFA approval requirements. Refer to the requesting division’s Chart of Financial Authority for direction on approval requirements.

(c) All requests for standard equipment to which employees are not entitled and for non-standard equipment require a Policy Exception.
Terminations

It is the responsibility of the department manager/supervisor to contact IT Client Services at 310-244-2188 to report the termination of an employee so arrangements can be made to retrieve or reassign the computer equipment.  It is also the responsibility of the department manager or supervisor to notify IT Client Services of excess equipment that is no longer used by their department.
4.1.2 Reprographics Equipment

(a) 
(a) The Company has contracted with Xerox to provide copying, printing, scanning, faxing and finishing services and to provide office reprographic equipment for all of SPE.  The use of outside reprographics vendors for any such services, equipment or supplies will not be reimbursed except when traveling and use of Xerox services or equipment is impractical. 
(b) Reprographics equipment may not be used exclusively by one employee (personal printers, copiers, etc.).  Certain exceptions, if granted, may require departments and/or divisions to absorb some or all of the costs of the equipment.  These situations will be evaluated on a case-by-case basis, coordinated by the divisional CFO, and will require a Policy Exception approval.
(c) 
(d) 
(e) To request reprographics and fax equipment or supplies, including toner, developer, drums, staples and paper, contact Xerox/Reprographics at (310) 244-7878.   All requests for additional reprographic equipment (copiers, printers, fax machines or Multi-Functional Devices (MFDs) must be approved by an SVP or higher and Divisional CFO with business justification.   Unapproved reprographic equipment (additional Copiers or Color Copiers) will be charged to the department’s overhead.   

(f) New Technology Developments:

· SPE is migrating towards the use of  MFDs for copying, printing, faxing and scanning and networked printers throughout all facilities.  MFDs provide maximum functionality to all users and generally improve device efficiency and productivity.  MFDs are able to serve most printing, copying, faxing and scanning needs for business purposes. 
· For further information regarding MFDs, such as device training, connectivity, etc., contact Xerox/Reprographics at (310) 244-7878.   

(g) 
(h) 
(i) 
(j) 
(k) 
(l) 
(m) 
(n) SPE reprographics equipment is to be utilized for business purposes only.
(o) SPE reprographics equipment is in the process of being standardized for maintenance and support efficiencies. The allocation of reprographic equipment is also being rationalized to control costs while ensuring reasonable access to equipment for all employees based upon proximity, optimal machine output volumes and utilization rates. 
(p) For large volume jobs employees should send copy, print and scan jobs to the Xerox/Reprographics Center (Thalberg basement) to take advantage of the most economical rates. These jobs can be delivered in person at the Thalberg Building basement, via e-mail or by Xerox’s pick-up and delivery service at (310) 244-7878.
(q) 
(r) For more information on theses policies please contact Xerox/Reprographics at (310) 244-7878 or refer to the SPE Reprographics Policy.

4.1.3 Telecommunications Equipment

(a) All office and workstation telephones must be supplied through the Corporate Telecommunications Department. Workstations and offices are entitled to one standard issue telephone. Employees VP and higher may request an additional office telephone.  Corporate Telecommunications can be reached at (310) 244-4242.  

(b) Common sense and professional judgment should be used regarding personal call usage. Employees should consider the frequency, duration and/or distance of their calls, when assessing the reasonableness of non-business phone usage. Personal phone calls that are unreasonably expensive may be charged to the employee.
(c) For policy information regarding cellular phones, please refer to Section 3.2 Cellular Phones.

4.1.4 Home Office Equipment & Services

(a) Purchase or rental of home office equipment and services (including computers, laptops, printers, fax machines, telephones, data jacks, DSL, cable or satellite services etc.) will not be reimbursed by the Company without prior written approval.  Employees that have a laptop assigned to them as their primary asset are expected to use the same laptop for business and home office use.  No additional laptop will be provided for home use unless needed for short-term loaner purposes.  

All requests for home office equipment and services must be supported by a Policy Exception


 approval.  Once approval has been obtained for the home office equipment or services on a policy exception form, such approval will authorize any further subsequent related items (e.g. reimbursement for DSL, cable, printer supplies, etc) if referenced on the original policy exception request.


(b) Equipment will be charged to requesting departments.

(c) When working outside the office, employees should utilize the most cost-effective means to send information. (E.g., e-mail vs. mailing hard copies, etc.) 

(d) Requests for approved home office set-up (fax machines, telephones, data jacks, DSL, cable or satellite services etc.)  must be coordinated through the Telecommunications Department at (310) 244-4242.  
(e) Request for approved IT related equipment for home office set-up must be coordinated through IT Client Services at (310) 244-2188 (e.g. desktop or laptop set up).
4.2 AUDIO/VISUAL EQUIPMENT

(a) Audio/Visual equipment will be supplied for an employee’s office if relevant to the employee’s job function. All audio/visual equipment is supplied by Media Services (310) 244-6646. Such equipment includes TVs, VCRs, cable service, satellite equipment, labor and services etc.

(b) Requests to Media Services for office audio/visual equipment must explain the equipment’s relevance to the employee’s job and include written approval as outlined under Entitlement Policy Exceptions. 

(c) Pooled use of audio/visual equipment in a shared setting is encouraged. 

(d) Purchase or rental of office audio/visual equipment is not a reimbursable expense. 

(e) Media services equipment will be charged on a rental basis to the requesting department.

(f) All issued equipment will be evaluated annually to determine frequency of use and requirement for business function.

(g) 
(h) For additional policy information regarding media services, please refer to the Media Services Section in Screenland.
4.3 OFFICE CELEBRATIONS

All expenses associated with office celebrations (including birthday parties) are not reimbursable unless a Policy Exception

 approval was obtained for the event.

4.4 COURIER/EXPEDITER SERVICES
(a) ALL Employees are required to use SPE Courier Services for local expedited delivery needs.  Local is defined as the greater Los Angeles area. SPE Courier Services can be reached at (310) 244-8822. 

· Utilization of any outside courier service will result in nonpayment, unless a Policy Exception

 approval was obtained.

· Employees are required to use E Trac Courier Service on-line ordering system, which is available through Screenland for Office Assistants to place orders during normal business hours 7:30am – 7:00pm M-F.  They may call (310) 244-8822 during off hours only.

(b) There are three types of service:  Critical-delivery within 2 hours, Priority-delivery within 4 hours, and Next Day-order placed by 5:00pm and delivered by 10:30am the next business day.

(c) Critical-delivery service is costly to the company and employees are strongly encouraged to anticipate business needs and limit the use of Critical-delivery (within two hours) courier service.  A monthly summary report of deliveries will be generated and distributed to upper management, including user department divisional heads to help monitor overall usage and assist in cost effective utilization of courier services.

· Critical deliveries must have a VP or above authorization to be transacted.   All unapproved deliveries will go priority or next day service.  Every attempt will be made to complete priority deliveries sooner rather than later.  

· "OK TO LEAVE”  instructions will not be accepted for Critical deliveries.   

· Critical deliveries, going to business addresses, after 5:00pm, will be delivered by 10:00am the following day.

· Courier deliveries on-lot or within the same building are not permitted.  All on-lot inter-office deliveries must be serviced by the mailroom.  Twice-a-day pick up and delivery service is provided by the Mailroom.  

(d) Interoffice mail is encouraged for non-priority mail.

(e) Courier Service for personal use is not permissible.

4.5 SUBSCRIPTIONS

(a) Subscription entitlements are as follows:

· SVP’s and higher may subscribe to a total of three publications including trade publications and online subscriptions.

· VP’s may subscribe to a total of two publications including trade publications and online subscriptions.

· Executive Directors and Directors may subscribe to one publication including trade publications and online subscriptions.

(b) Employees are encouraged to utilize online subscriptions in place of paper publications.  These subscriptions in many cases offer significant cost savings to SPE.

(c) Authorization for any subscription requires written approval of the employee’s direct supervisor (VP or higher).  Subscriptions must be approved by someone other than the requesting employee.

(d) All employees must process subscription requests through Corporate Procurement Services at (310) 244-6708. Subscription requests will soon be available on the Ariba system. An announcement will be distributed when the change to Ariba occurs. Subscriptions are not reimbursed through expense reports.

(e) All publications should be circulated within the subscriber’s department. 

(f) It is the responsibility of the employee and the employee’s supervisor to notify Corporate Procurement to cancel or transfer subscriptions when the employee leaves the company.

(g) Subscriptions to general interest newspapers (e.g., the New York Times, Los Angeles Times and USA Today) are not reimbursable. 

4.6 STATIONERY

(at) According to need, all Managers and above are entitled to receive personalized business cards, generic stationery, routing slips and buck slips.

(au) Directors and above may also receive personalized stationery.

(av) Vice Presidents and above may also receive personalized stationery and monarch stationery.

(aw) Executive Vice Presidents and above are entitled to embossed stationery (business cards and letterhead).  

(ax) All items must be ordered through the SPE Printshop or online via the Ariba system.  The use of outside vendors is prohibited and will not be reimbursed.

(ay) All other employee requests are exceptions to policy and therefore require explanation of direct business purpose and a Policy Exception

 approval.
4.7 OFFICE SPACE

(az) The Company will attempt to provide fair and equitable space allowances subject to existing space allocation constraints.

(ba) Office space entitlements and allowances are based on the employee’s job classification, but remain subject to the Company’s discretion based upon space availability.

(bb) Promotions do not automatically warrant new office space.

(bc) General office space allowance guidelines are as follows:

· Manager/Director:  150 square feet

· VP:  200 square feet

· SVP:  250 square feet

· EVP:  300 square feet

· President:  375 square feet
· Above President:  400 square feet
4.8 OFFICE FURNITURE

(a) All office furniture for VP’s and above, must be coordinated through SPE Architectural Services at (310) 244-3480.
(b) Office furniture for employees below VP must be coordinated through Facilities at (310) 244-8899.
(c) Office furniture entitlements are based on the employee’s job classification, but remain subject to the Company’s discretion.
(d) All employees will receive furniture from existing inventory.  Any furniture requirements that cannot be met out of inventory will be subject to furniture allowances.  Furniture allowances are as follows:

· Manager/Director:  not to exceed $ 4,500

· VP:  not to exceed $9,000

· SVP:  not to exceed $15,000

· EVP:  not to exceed $18,750
· President:  not to exceed $30,000

(e) The cost of any additional office furniture or furnishings not in compliance with Company policy is not reimbursable. 

· 
(f) 
(g) Executives provided with new furniture within the past seven years will not be eligible for new furniture unless existing furniture does not function properly.

(h) Personal items are not covered by Company insurance.  Employees will not be reimbursed for damages or loss to personal items located on SPE properties.  

4.9 OFFICE REFURBISHMENT

(bd) All office refurbishments for VP’s and above, must be coordinated through SPE Architectural Services at (310) 244-3480.

(be) Office refurbishments for employees below VP must be coordinated through Facilities at (310) 244-8899.

(bf) Office refurbishments are based on the employee’s job classification.

(bg) Office relocations or promotions do not automatically warrant office refurbishment.

(bh) Refurbishments are to be done on an as-needed basis based on the condition of the office space.

(bi) All tenant improvement requests are subject to review and must be supported by a Policy Exception

.
(bj) Tenant improvements include paint, carpet and window coverings. Improvements will be limited to standard issue materials and supplies. Custom or non-standard issue materials and supplies must be supported by a Policy Exception

.
(bk) Office refurbishment costs will be charged to the requesting department.

4.10 OFFICE MOVES/ADDITIONAL SPACE REQUESTS
(bl) Relocation Services provides office moves for departments or individuals based on business need. Relocation Services can be reached at (310) 244-8899. 
(bm) Costs for all moves will be charged to the originating department unless the move was a result of a company restack exercise.

(bn) Requests for significant office moves (>5 individuals) must be initiated by Divisional Presidents and co-approved by Divisional CFO and must have been budgeted by requesting department.

(bo) Architectural feasibility work will also be charged to the requesting department.

4.11 ARTWORK

(bp) To order art through SPE’s approved catalog and vendor, or to have a poster framed, contact Procurement Services at (310) 244-4338.

(bq) Artwork will be charged back to the requesting employee’s department.  All requests are subject to availability, budgetary restrictions and supervisor approval (VP or higher).

(br) Archived art may be obtained through the Facilities department at (310) 244-6929.  Archived art is a collection of previously ordered pieces that are no longer being used.  A labor charge back to the department may occur, as the selection of artwork is limited.

(bs) Employees are strongly encouraged to use SPE’s approved vendor for all requests.  Artwork purchased from an external vendor will not be reimbursed.  Exceptions to this policy require prior approval via a Policy Exception

.
4.12 PLANTS

(a) New plant requests should be made through SPE Department of Buildings and Grounds at (310) 244-8899 and must be approved by the VP of Administrative Services.

(b) Plants will be issued to employees based on the following entitlement guidelines:

· Open Areas/Work Stations:  No plants

· Private offices below director:  No plants

· Directors:  One Floor plant

· VP:  One Floor plant and one table plant

· SVP & Above:  As required from inventory

· Conference Rooms:  No plants

(c) Term Deals require approval by Business Affairs (VP or higher).

4.13 PARKING

(a) Employees are assigned parking space in close proximity to their work location. Assignments vary by work location as indicated below: 

· Sony Pictures Plaza – VPs and above are entitled to an assigned space depending on availability

· North Thalberg - VP's are entitled to unassigned parking, SVP's and above are entitled to an assigned parking space depending on availability.

· Corporate Pointe - Directors and above are entitled to an assigned parking space depending on availability, with priority going to VP's and above.

· SPS studio lot (all buildings west of Madison) are assigned parking in the Overland parking garage. 

(b)   All other employees are provided designated parking zones in proximity of their work location.

(c)  Parking requests and questions should be directed to SPE Security at 310-244-5506.


4.14 REFRESHMENTS

(a) Refreshment supplies (i.e., sodas, water, coffee, tea, etc.) in Company pantries are stocked and maintained by Sodexho Refreshment Service at (310) 244-3663.  The Standard Pantry order list is available on Screenland. 

(b) Employees at the level of SVP and above may request to be included on the Signatory List for Refreshment/Pantry Service signing privileges that are charged back to department overhead.   Requests must be made in writing to the President of Studio Operations by a Divisional President.    

(a) Other pantry supplies and services are provided by Janitorial Service at (310) 244-8899. 
(c) 
(d) Snack items and alcoholic beverages are not provided by the Company and are not reimbursable.

(e) The procurement and cost of any additional items beyond those provided by the Company is the responsibility of the requesting individual and is not a reimbursable expense. 

(f) As a general rule, breakfast and lunch catering for on-site meetings are not reimbursable and should not be billed to the Company. However, it is recognized that from time to time, it is appropriate for meetings to be catered.  All managers are expected to use discretion and treat catered meetings as the exception and not the rule. Any catered event or other requests for refreshments in excess of $250 require a Policy Exception

 approval.
4.15 FOOD SERVICES

(b) Employees at the level of SVP and above may request to be included on the Signatory List for Food Service signing privileges that are charged back to department overhead.    Requests must be made in writing to the President of Studio Operations by a Divisional President.    

(c) For policy on outside vendor catering for meetings see section 4.14 Refreshments.

(d) Pantry Restocking – See section 4.14 Refreshments.

4.16 STUDIO EMPORIUM

(bt) All employees receive a 15% discount on all merchandise (except VHS, DVD, CDs).

(bu) Employees at the level of EVP and above may request to be included on the Signatory List for business-related wholesale purchases that are charged to their overhead. (Wholesale discounts not available for music, video purchases).  Requests must be made in writing to the President of Studio Operations by a Divisional President.    


5.0 OTHER



5.1 PROFESSIONAL ASSOCIATIONS

(bv) Association membership fees are limited to one professional association per calendar year, unless more than one is required to maintain full professional credentials.
(bw) Employees will be reimbursed for membership dues to a professional business organization, only if membership is required to maintain professional credentials (American Bar Association, American Institute of Certified Public Accountants, etc.)  License renewal fees (e.g. CPA license with state of California) will be reimbursed if license is required to perform job function.

5.2 MEETINGS & CONVENTIONS

(bx) All meetings that require booking of off-site meeting space at hotel facilities, must be coordinated through the Corporate Travel Meetings and Conventions Desk at (310) 244-8711.  A Meeting Request form will be provided by the Desk to facilitate booking the meeting/convention.  All exceptions require a Policy Exception

 approval prior to the event.
(by) Attendance at conventions requires supervisor approval (VP or higher) and is subject to time and budgetary restrictions.

(bz) The number of SPE employees attending any convention should be cost justified.  Professional judgment should be exercised when planning attendance at these events.

(ca) When feasible, employees are encouraged to book seminars in advance to take advantage of early registration discounts.    

5.3 SEMINARS

(cb) Seminar or workshop attendance not associated with a business conference / convention, must be directly related to the employee’s job function and require prior written approval of the employee’s direct supervisor (VP or higher).

(cc) When feasible, employees are encouraged to book seminars in advance to take advantage of early registration discounts.    

(cd) Fees associated with outside seminars will be charged to the requester’s department.

(ce) Seminar/workshop fees in excess of $1,000 (including travel costs) require a Policy Exception

 approval prior to attending.


5.4 LATE WORK/WEEKEND MEALS

(cf) This provision applies to exempt employees who work for two hours or more beyond the normal work day (defined at 8 hours, excluding a one hour lunch break) or who work in the office on weekends or holidays for at least four hours.  In these circumstances employees may complete an Expense Report to be reimbursed for up to $20.

(cg) This provision does not apply to:

· Employees who come in early in the morning (Monday to Friday) and decide to have breakfast either on the way to work or while at work.

· Employees who have just completed a night shift.

· Employees who decide to work through their lunch hours without incurring a 10-hour day.

· Grocery or convenience store purchases do not meet standard meal allowance definitions and are not reimbursable.

5.5 DONATIONS AND CONTRIBUTIONS

(ch) Donations/contributions are not reimbursable by the Company unless approved and coordinated by SPE External Affairs.

(ci) For information regarding the Company’s Matching Gifts Program, contact SPE External Affairs at (310) 244-8293.

5.6 GIFTS

(a) The Motion Picture Group, Television Group, Home Entertainment Group, Digital Studios Group, Studio Operations and Corporate have established annual gift budgets and guidelines/procedures for the approval of purchasing business gifts.  Gifts may be provided to non-employees for legitimate business purposes subject to budget limitations and divisional guidelines.  No gifts are reimbursed through Expense Reports 
. 
(b) 
(c) 
(d) Approved gifts are to be presented from the Company and not from individuals (e.g., not from John Smith but from John Smith on behalf of Sony Pictures Entertainment). 

(e) On the occasion of a birth, death, engagement, marriage and other occasions/events deemed to warrant acknowledgment, Human Resources, on behalf of the Company, may send one fruit basket, bouquet of flowers, etc., to an employee.  Prior supervisor approval (VP or higher) is required.  To request this service, an online Flower/Gift Basket request form can be accessed under Screenland’s HR Connection.   This is the preferred method of purchasing gifts since we have preferred vendors for such services to ensure the lowest rates and adequate customer service.  

(f) Holiday gifts and gifts for birthdays and multiple gifts for the same event or occasion are not reimbursable. 



APPENDIX A: POLICY EXCEPTIONS

Entitlement & Expense Policy Exceptions

This policy is structured to provide fair and equitable distribution of the entitlements stated in this document.  As a general rule exceptions are not permitted although it is understood that there will be special circumstances under which certain exceptions may be warranted.  In order to apply for exceptions to any items stated in this policy, all employees are required to obtain approval via the Policy Exceptions Request Form.

Depending on the type of exception being requested, there are three distinct approval requirements:

(a) Certain entitlements (such as subscriptions that an employee is entitled to) may require advance approval.  Consistent with the SPE Chart of Financial Authority (COFA), these standard entitlements (including all Travel Authorization requests) require approval from the employee’s supervisor (VP or higher).  If an employee’s immediate supervisor is not a VP, they will be required to seek approval from the department or divisional VP. If a departmental or divisional VP or higher is not available, employee will be required to seek approval from the Divisional Chief Financial Officer (CFO).
(b) All exceptions to policy require the approval of the Divisional CFO.  At the discretion of the Divisional CFO, further approval from the Divisional Head (See Appendix A for list of Division Heads) may be warranted. However, policy exceptions with an estimated cost in excess of $1,000 of standard entitlement costs require Division Head approval. 
(c) In addition, all exceptions involving air travel, lodging or ground transportation with a cost in excess of $1,000 of standard entitlement costs will also require the approval of SPE CFO. Exceptions below $1,000 may be approved by the Divisional CFO. 
It is the responsibility of the employee’s supervisor (VP or higher) to review the  Policy Exceptions Request Form, and if approved, ensure that it is forwarded to the appropriate levels of executive management (as indicated above).  All exception requests must include a business justification for the exception.

Standard Policy Exception Requests, once approved by the supervisor (VP or higher) must be submitted to the CFO of the Division as follows:

· Motion Pictures

· Home Entertainment

· Sony Pictures Television
· Sony  Pictures Television International

· Sony Pictures Digital 
· Corporate  -  SVP & Chief Accounting Officer

If the respective Division CFO determines that higher authorization is warranted (as stated above), the Policy Exceptions Request Form 
 will be forwarded for additional approval to the Division Head as outlined below:

· Motion Pictures -- President, CTMPG; Chairman, Columbia Pictures; President, Worldwide Marketing and Distribution, CTMPG

· Home Entertainment – President, CTMPG

· Sony Pictures Television
· – President, SPT
· Sony Pictures Television International – President, SPTI
· Sony Pictures Digital – President, SPD
· Corporate - SPE Chief Financial Officer; SPE Chief Administrative Officer

APPENDIX B: TRAVEL AUTHORIZATION

This is a sample of the current Travel Authorization form. To get access to the automated online form including electronic approval capability, contact the IT Help Desk at (310) 244-2188.  Please fill out the form completely and obtain an authorized signature from a Vice President or above. If your travel authorization is designated as an "Exception to Policy," then you will need the additional signatures as specified on page 2 of this document.  Once you've obtained the proper authorizations, forward the completed form to SPE Travel Services to obtain your airline ticket(s) and itinerary.  If you have any questions with regards to filling out this form properly, please contact your travel coordinator.

HELPFUL HINTS: 

(a) The "account" box located at the top of the form is important because it advises the travel department as to which "overhead", "department" or "walker number" should be billed for that trip. 
(b) Be sure to fill in an amount for the airfare, lodging and estimated ground transportation prior to having the form signed off. 
(c) If the dates of your business trip change, but the routing and amounts remain the same and you've already obtained a signed Travel Authorization for the original trip, simply make any notations directly on your copy of the form, print “revised” at the top of the form and have your authorizer initial next to the changes. Then fax over the revised copy to SPE Travel Services. 
(d) Remember any travel arrangements for which you wish to be reimbursed should be listed on the form prior to obtaining your authorizer's signature. 

Download and print the Travel Authorization Form. The travel authorization form is available as a template in Excel, TA-Template.  The T&E department will not be able to process travel expenses without an approved Travel Authorization  form.   After approval, print the form and attach it to your expense report.   
Travel services also provides a Reservation Request Form. This form can be used to plan future business related travel. To use simply fill in the spaces on the grid, print and fax to the attention of your travel coordinator.

Confidential Profile Form - Please use this form to advise the Travel Department of your personal travel information. The form should also be used whenever you need to "update" your existing profile.

APPENDIX C: TRAVEL AND ENTERTAINMENT REIMBURSEMENT 
POLICY
It is the policy of Sony Pictures Entertainment (SPE) to reimburse employees for reasonable expenses incurred on Company business when in-town or traveling. The purpose of this policy is to establish equitable, consistent standards for employees and to comply with IRS guidelines.

It is inherent in this policy that moderation in frequency and expense be exercised in all areas where an employee requests a reimbursement.

All entertainment expenses reimbursed by the Company must have a business purpose and satisfy IRS requirements.

For non-Corporate Cardholders, all expenses should be reported within 30 working days after returning from a trip.  Each report should reflect the expenses for one trip.  In-town expenses should be submitted on a separate Expense Report form not exceeding one month.  Do not combine domestic expenses with foreign expenses on the same Expense Report form.

For Corporate Cardholders, all expenses are required to be reported within 10 working days after receipt of the statement.  Failure to submit expense reports in a timely manner may result in suspension or cancellation of the card. Each report should reflect the expenses for the monthly Corporate Card billing cycle.  Expenses from multiple trips may be included if they occur in the same corporate card billing statement.  Employees should submit only one (1) monthly expense report for all corporate card and non-corporate card expenses.   
Employees should report their own expenses for reimbursement.  When expenses are incurred as a group, the most senior employee must pay for and report the expenditure.

The policies and procedures described in this section are not intended to supersede more restrictive divisional policies.

No charges are to be billed directly to SPE unless otherwise noted.

Expenses of all employees must be reported on the In-Town/Traveling Expense Report form.  

PLEASE NOTE THAT THIS IS THE ONLY ACCEPTABLE FORM.  ALL SUBMISSIONS ON UNAPPROVED FORMS WILL BE RETURNED.
REIMBURSEMENT FOR EXPENSES THAT ARE EXCEPTIONS TO COMPANY POLICY MUST BE ACCOMPANIED BY AN APPROVED  Policy Exceptions Request form IN ORDER FOR REIMBURSEMENT TO BE PROCESSED.
The following is a detailed explanation of how to use the template.  If after reading this, you still need assistance, please call the Travel and Expense Dept. at  (310) 244-2274.
THE FILE: SET-UP

The file is set up as a series of worksheets:

· SS#:  A standard form for set-up of Social Security numbers for new employees or first time users.

· T&E Week 1-4: The actual templates for requests for expense reimbursement.  If a fifth week is required, you may attach an additional worksheet to the Expense Report
THE FILE: HOW IT WORKS

For convenience, this file has been created to accommodate up to four weeks of expenses. 
T&E Week 1 is the main worksheet.  Input of standard information (i.e., name, address, social security number) onto this sheet automatically carries onto the next three weeks of worksheets.  In addition, the sheet has a total column.  This column sums all four weeks and provides a grand total for reimbursement.

Expenses being submitted still need to be input individually for the appropriate day(s).  If more than one week is completed, all weeks will total in the Total Weeks column on ‘T&E Week 1.’  When inputting on weeks 2 - 4, it is not necessary to input your personal information.

All other information is linked and will be automatically calculated.

For your convenience, a macro (or short cut) for printing has been written.  Once all input is complete, simply ‘click’ the button marked “PRINT” at the top of the form.  A quick check of input and agreement of detail to summary for the weeks is completed, and then you will be asked to enter the number of weeks to print out.  Simply input the numbers 1 - 4 and your file will print accordingly.

PROCEDURES

General Coding Information:
Cells designated with blue typeface are input cells.  All other cells are protected and cannot be changed.
What do you input?

Input the following in 'T&E Week 1':

· Walker Entity Number---or your overhead entity number (Cell K21) 
· Walker Department Number---or your overhead department number (Cell M21)

· Social Security Number - (Cell I10)
Note:  All of these items are linked to the appropriate G/L account coding lines and will feed throughout the entire file.
Entering Expenses:
Procedures for preparing and submitting an approved expense are slightly different for employees with a company sponsored corporate charge card than for those who do not.  Employees without a corporate charge card will be required to submit an approved expense report with receipts and details.  Before you enter any amounts, organize all your expenses by the date in which they were paid.

Expense reports for company sponsored corporate charge cardmembers may only be submitted once a month.  Other employees that have reimbursable business related expenses must submit an expense report immediately following a business trip or at least once a month.

Note: For non-corporate cardmembers, domestic and foreign expenses must be submitted on separate expense reimbursement forms.

Instructions for non-company sponsored corporate charge cardholders:
· Before you enter any amounts, organize all your expenses by the date in which they were paid.

· Input the date for each day to be reimbursed in the date column (Columns F thru J) on Row 20.  

· Enter all expenses corresponding to that specific date in the appropriate areas.   Make sure that you begin inputting in "T&E Week 1" and proceed to 'T&E Week 2' if needed, etc.  If more than one week is processed, all expenses will be totaled on 'T&E Week 1'.

· If there is not a description listed for an expense incurred, list this item under Other (Line 37) and provide account coding in the General Ledger Coding section.  

Instructions for company sponsored corporate charge cardholders:
· Verify all charges on your American Express statement.

· Create an expense report showing the breakdown of all items on the American Express statement (airlines, rail, hotel charges, room charges, meals, laundry, entertainment meals etc).

· Include any receipts as required in this policy.  List any non-corporate card charges (e.g., cash tips, taxis, tolls, etc.)

· Subtract the “Less amount billed to corporate card and paid by company”.  Enter as a negative amount in cell P43.
· Subtract any outstanding advances owed to the company.

· This will leave the amount to be reimbursed to you for any out of pocket expenses.
Note:  Any additional receipts you have from out of pocket expenses, smaller than a half sheet of paper need to be taped down to an 8 1/2 x 11 sheet of paper on all four sides. To facilitate processing expense reports, please DO NOT use staples.  Be sure to include any backup documentation required such as receipts in accordance with policy guidelines under “Travel and Entertainment Expense Report Form (Expense Report).”

· For any unapproved charges billed to your company sponsored corporate charge card enter the amount as a negative number on (Cell P46 as a negative number) the spreadsheet.  This is the amount that will be deducted from the employee's paycheck.
Note:  The amounts in P43 and P46 must equal the amount of the company sponsored corporate charge card statement.  Since this amount is paid directly by SPE to the charge card company, do not include any amount of the corporate card statement in the "Amount to be reimbursed to employee" (cell P47)

Expenses Paid Directly by Company for non-corporate card users:

· If any of the expenses included were paid by SPE (i.e., airfare), enter the amount(s) in Cell P41 (ONLY in worksheet 'T&E Week 1').  Enter this amount as a negative number.

· Verify all receipts are accounted for per policy requirements 

· Create an expense report showing the breakdown of each receipt (restaurants, airlines, rail, hotel charges, room charges, meals, laundry, entertainment meals etc.). 

· List any non-receipt charges (i.e., cash tips, taxis, tolls etc.).
· Subtract the “Less: Airline/Rail expenses paid by the company for non-corporate card users”. Enter as a negative amount.

· Subtract any outstanding advances owed to the company. Enter as a negative amount.                

· This will leave the amount to be reimbursed to you for any out of pocket expenses

Travel Advances:
· If a travel advance was obtained for this trip, the amount of the advance must be deducted from the expense report.  Enter the amount advanced in Cell P44 (ONLY in worksheet 'T&E Week 1') as a negative number.
· Do not type any dollar amounts in the totals sections - these cells will sum automatically.

· Enter explanations and detail of all items onto Page 2 for items marked on page 1 with an asterisk.

CHECKS AND BALANCES

Make sure all appropriate totals on Page 1 agree with the corresponding detail on Page 2.  

· Transportation - Mileage (Cell O26), Weekend Work/Taxis/Mileage (Cell O27), and Tips (Cell O34) on Page 1 should sum up to Total Tips & Mileage (Cell P95) on Page 2.

· Entertainment (Cell O29) on Page 1 should sum up to Total Entertainment (Cell P77) on Page 2.

· Meals/Travel (Cell O30) and Late Work/Weekend Meals (Cell O31) on Page 1 should sum up to Total Meals (Cell J95) on Page 2.

· Total Expenses paid by SPE for non-corporate card users (Cell P41) on Page 1 should sum up to Total Expenses paid by Company (Cell P56) on Page 2.  Make sure both amounts are negative numbers since they are payments.

· Total Expenses paid by SPE for corporate Card users (Cell P43) “Less Amount billed to Corporate card and paid by company” should be entered as a negative number. This is the total amount from your AMEX credit card statement.  If you receive a CREDIT from AMEX you should enter this as a positive dollar amount.
· Type in approvers name in Cell C46.
PRINTING EXPENSE REPORTS

· 'Click' the button marked ‘Print’ at the top of the form.  Please note that this is the only way you should print your expense reports.

· After you click the ‘Print’ button, a macro will be activated to check to see if all pertinent information has been completed.  If all information has been provided in the correct cells, and all agreement of detail to summary for the weeks has been completed, then you will be prompted for the number of weeks to print out.  Enter the number of weeks (1 - 4) you wish to print followed by the ‘Enter’ function and your file will print accordingly.  If any other key is pressed, you will exit out of this function.

SUBMITTING YOUR EXPENSE REPORTS

After printing out your expense reports, the following steps must be completed:

· Verify all information and amounts to see if they are correct.  Make sure your Social Security number is correct.

· The ‘Amount to be Reimbursed’ or ‘Amount due to Company’ will calculate automatically in the Total Weeks section in the worksheet entitled ‘T&E Week 1.’

If money is owed the company:

· Enter amount owed in cell P46 “less amount of unapproved charges on corporate card.”  The amount owed will be deducted from the next pay period or from the out-of pocket/non-corporate card expenditures section of the expense report.  
Obtain Appropriate Signatures:

· Sign your name to certify that all expenditures listed on the expense report are true and correct, clearly and accurately described, and supported by receipts where necessary, and are in full accordance with Company policy. 

· Obtain signature from approving authority (print name, cell C46)

Attach Backup:

· Attach original supporting documentation as required in the SPE Travel and Entertainment Policies and Procedures.  You must indicate the amount, date, place and nature of the expenditure.  Photocopies will NOT be accepted.

· When receipts cannot be obtained. Attach a statement of explanation with any substantiation available to support the expenditures.

The following receipts are always required:
· All hotel folios

· All original receipts for expenditures over $25 (must be taped to 8 1/2 x 11 paper on all four sides)

· Car rental receipts (convertible rentals are prohibited due to insurance reasons)

· All air and rail expenditures including passenger coupons, e-tickets or boarding passes

· All receipts (regardless of amount) for international expenditures

· Travel Authorization Form when applicable
· Approved  Policy Exceptions Request form
Send Expense Reports and Backup to:

Travel and Entertainment Reimbursement Department, SPP 3350

· Don't forget to attach all appropriate backup.

· Don't forget to include all appropriate signatures.

TROUBLESHOOTING

Unable to Input Walker Entity or Walker Department

· You need to input these amounts at the top section of ‘T&E Week 1’ ONLY.   These items are linked to the other worksheets and will only allow you to enter in ‘T&E Week 1’ (Cell K21) and (Cell M21). 

· Do not enter info in the General Ledger Coding section that is linked to the above cells because these cells are locked.

Unable to Input in a Specific Cell (Locked Cell)

· This cell is protected and should not be changed.  This is because it contains a formula, is linked to another cell, or contains information that should not be erased.  

Unable to Print

· If you are still unable to print, then you have not completed your expense report correctly.  Please read error message that appears and enter correct information.  

Not Enough Memory

· This T&E file uses a lot of memory.   If you are currently using other Window applications, you may need to exit some of them to continue.  

Any other questions should be directed to the Travel and Expense Department at (310) 244-2274.

APPENDIX D: CORPORATE CHARGE CARD

This appendix provides guidelines concerning eligibility, acquisition, use and expense reporting for the Company sponsored corporate charge card (American Express). Questions related to these guidelines should be directed to the Corporate Card Administrator at (310) 244-2639.

a) The Company sponsored corporate charge card is to be used for business purposes only.

b) The Corporate card should be used wherever it is accepted for reimbursable business travel and entertainment expenses. These include, but are not limited to: 

· Travel (air, ground transportation, and lodging)

· Meals and Entertainment 

ELIGIBILITY

Company Sponsored Corporate Charge Card
a) All employees with Director level positions or higher are eligible for a Company sponsored corporate charge card if business needs warrant issuance of a card.  Card usage will be periodically monitored and if business needs do not warrant a card, the card may be cancelled.


b) The Company also recognizes that additional employees below Director level may have a business need for a Company sponsored corporate charge card.  These employees may include: 


· Employees that travel frequently.

· Approved field representatives.

· Employees who submit six or more Travel & Entertainment expense reimbursements annually.

· Employees below Director level will need to obtain the appropriate exception approval with the applicable Divisional CFO signature to obtain a Company sponsored corporate charge card. 

c) All Platinum, Gold, Silver and Bronze level employees who travel frequently must use the Company sponsored corporate charge card for all travel related business expenses.  


d) Cardholders are required to submit expense reports for all Company sponsored corporate charge card expenses in a timely manner (see T&E Reimbursement – Appendix C).  Failure to do so may result in the employee no longer being eligible for a corporate card.

ENROLLMENT

(a) Applications may be requested from the Corporate Card Administrator at (310) 244-2639.
(b) Employees below Director level must obtain proper approval on a  Policy Exceptions Request form
(c) All employees participating in the Company sponsored corporate charge card program should sign the card immediately upon receipt.  If, upon receipt of the card, the employee’s name is misspelled, contact American Express at (800) 528-2122.

(d) The card is only to be used by the employee whose name is embossed on the card. 
(e) The Company will have access to information regarding all charges on the Company sponsored corporate charge card.

(f) Generally, renewal will be automatic at the card expiration date as long as the cardholder is still an eligible employee unless a serious delinquency exists or other circumstances warrant termination of the card.

LOST AND STOLEN CARDS

(a) If the card is lost or stolen, contact American Express (800-528-2122) as soon as the loss is discovered to report particulars and to suspend activity on it.
(b) In addition, contact the Corporate Card Administrator at (310) 244-2639 immediately.

EMPLOYEE RESPONSIBILITIES

(a) Employees are required to agree to and comply with the terms and conditions of the American Express Cardholder Agreement and the Company sponsored corporate charge card program agreement. 
(b) SPE will pay the bill directly to American Express.
(c) If the employee fails to submit an approved expense reimbursement form to the Travel and Entertainment Department within 30 days of receipt of the statement, the card may be suspended or cancelled. 
(d) Personal charges are not to be made on the Corporate card.  Any personal or unapproved expenditures charged to the Company sponsored corporate charge card will be deducted from the employees next paycheck.

CARDHOLDER TERMINATION

(a) SPE or American Express may terminate use of the Company sponsored corporate charge card at any time for any reason. 
(b) Upon termination of employment, the cardholder should return the Company sponsored corporate charge card to the Human Resources Department or Corporate Card Services.
(c) The final card member statement will be sent to the employee’s direct supervisor.  Any personal expenditures will be reported to American Express and the employee will be liable for those charges.
(d) The employee must also promptly submit an Expense Report for all outstanding business charges.  The employee remains responsible for paying all other charges on the card, including, but not limited to, personal or unapproved expenses.
(e) Misuse of a Company sponsored corporate charge card may result in disciplinary action, up to and including termination of employment.



TRAVELER INSURANCE COVERAGE

Under the terms of the Company’s agreement with American Express, employees may receive additional insurance coverage when using the Company Sponsored Corporate Charge Card during business travel.  For details on this coverage, employees should refer to the Corporate Card Agreement they were given upon receipt of the card, or contact the Corporate Card department at (310) 244-2639.

REWARDS PROGRAM
(a) Employees at the Senior Vice President level and above are enrolled for the American Express Platinum corporate charge card.  The annual fee is paid by the Company and allocated to the respective department.  Currently the annual fee for American Express Platinum cards also includes enrollment in the Membership Rewards program.

(b) All other cardholders will receive the standard American Express corporate charge card (Green card).  The Company currently pays for annual enrollment in the Membership Rewards program for these cardholders and the fee is then allocated to the respective department.  The Company may elect not pay for future enrollment in the Rewards program.
CASH ADVANCES

(a) Cash advances on the Company sponsored corporate charge card are only allowed in emergency situations for business expenses where the cardholder is traveling on company business.


(b) Cash advances necessary prior to traveling on company business or for non-travel related business expenses are not to be made on the Company sponsored corporate charge card.  

(c) Employees must submit receipts and/or justifications to account for entire cash advance when submitting an Expense Report.  

(d) The card may be used for emergencies, while traveling on Company business, to obtain a monthly cash advance with the following limits: 

· Green American Express Card  $500
· Platinum American Express Card $1,000
REPORTING CHARGE CARD EXPENDITURES

For information and detailed instructions on how to report Charge Card expenses and cash advances on your T&E Expense Report, go to the Reimbursement Procedures section of this policy document.

APPENDIX E: TELECOMMUNICATIONS GUIDELINES

Employees are expected to use the lowest cost options for telecommunications when traveling.  The following table is provided as a guide for employees and ranks (1 = lowest cost/preferred method) the various options generally available when traveling locally, domestically and internationally.  The Company will not reimburse phone calls charged to hotel rooms.

	
	Cellular Phone
	Calling Card
	Home Office Call Back
	Other SPE Office
	Pay Phone
	Hotel Phone*
	Rental Cellular

	Local Travel
	3
	4
	2
	1
	5
	n/a
	-

	Dom. Travel
	1
	4
	2
	3
	5
	n/a
	-

	Intl. Travel
	3
	5
	2
	1
	6
	n/a
	4


* Not reimbursable

Controlling Charges When Traveling

(a) Make calls (including personal calls) from the Company office visited.
(b) When calling an SPE office in Culver City, ask them to call you back.  Rates from Culver City are cheaper than local office rates and corporate calling card rates.  Attempt to bundle all calls into one callback session by being transferred around Culver City.
(c) Use special discretion on overseas trips since the telephone call rates are considerably higher.
(d) Use AT&T calling card and/or GSM cell phone for all international calls. Remember to hit (*) between calls to avoid being assessed multiple connection charges by the hotel.
(e) Consider buying a local prepaid phone card for international calls with a specific value ($50, $100, etc.).  Prices per minute are relatively low compared to other methods.
(f) Use e-mail instead of telephone from the local office. E-mail connections are local calls in the foreign Territory.  For more information refer to Section 3.4 Laptop Connectivity While Traveling.
(g) Limit personal calls.
(h) Employees should not direct bill AT&T Cellular phone to individual Corporate Cards.
Using Cellular Phones When Traveling

(a) Cellular phones can be used during travel, at airports, in hotel rooms, and throughout the business day.  SPE’s plan provides users many convenient and cost-effective features including:

· No long distance charges within the U.S. in affiliate markets or ‘One Rate Plans’
· No roaming charges within the U.S. in affiliate markets or ‘One Rate Plans’
· Ability to move freely and without penalty between rate plans to accommodate usage.  When traveling away from the office, within the U.S., use the ‘One Rate Plan’ or affiliate market plans and then switch back to the regular plan upon return.

· Hands on voice mail and text messaging

(b) Company cell phones do not work at international locations unless they are international GSM capable.  International rental phones can be issued through the Telecommunications Department for business travel when required.  Contact the Telecommunications Department at (310) 244-4442 for information.  All charges are billed back to the requesting employee’s department overhead.
Calling Cards

When using the Corporate calling card from inside the United States, it is only necessary to dial one number: 1-877-477-3638.  This will automatically access SPE’s reduced rate.  When calling from outside the United States, please refer to the following page “AT&T Calling Card Access Codes from International Locations” for the correct access number to dial.  Employees should not direct bill Corporate calling card bills to individual Corporate Cards.
AT&T Calling Card Access Codes from International Locations

In order to use the AT&T Corporate calling card from outside the United States, you need to first dial the correct access code.  The following is a list (as of April 20, 2002) of access numbers to use when calling the United States from any of the following countries.  After dialing the code, dial the U.S. area code and number you are trying to reach.  Be advised that access numbers may change, and may be different if you are calling to a country other than the United States.  For the most recent information, please refer to AT&T web site: http://www.att.com/business_traveler/guides_and_access/international_dialing.html
Argentina

0 800 555 4288 

Australia (Optus)

1 800-551-155 

Australia (Telstra)
1-800-881-011 

Austria


0800-200-288 

Belgium


0-800-100-10 

Bolivia


800-10-1110 

Brazil


000-8010

Bulgaria


00-800-0010 

Chile (AT&T Node)
800-225-288 

Chile (Cell Phones)
*288 

Chile (Easter Island)
800-800-311 

China


10811 

Colombia

980-911-0010 

Croatia / Slovenia
0800 220111 

Czech Republic

00-42-000-101 

Denmark

8001-0010 

Ecuador (Andinatel)
999-119 

Ecuador (Pacifictel)
1-800-225-528 

Estonia


0800-1001 

Finland


0 8001 10015 

France


0800 99 00 11 

Germany

0-800-2255-288 

Greece


00-800-1311 

Hong Kong

800-96-1111 

Hungary


06 800-01111 

Iceland


00 800 22255288 

India


000-117 

Indonesia

001-801-10 

Ireland


1-800-550-000 

Israel (Bezeq)

1-800-94-94-949 

Italy


172-1011 

Japan (KDD)

005-39-111 

Japan (IDC)

0066-55-111 


Japan (JT)

0044-11-111 


Korea (Korea Telecom)
0072-911 

Korea (DACOM)

0030-911 

Korea (ONSE)

0036-911 

Latvia


8002288 

Lebanon (Beirut)

426-801 

Lebanon (Outside Beirut)
01-426-801 

Lithuania

8^800 92 800 

Malaysia

1-800-80-0011 

Mexico


01-800-288-2872 

Mexico (Alternative)
001-800-462-4240 

New Zealand

000-911 

Norway


800-190-11 

Panama


00-800-001-0109 

Peru (ALA)

0800-10288 

Peru (Telephonica)
0-800-50288 

Philippines (PLDT)
105 11 

Philippines (Globe)
1280511 

Poland


0-0-800-111-1111 

Portugal


800-800-128 

Romania

01-800-4288 

Russia (Moscow)

755-5042 

Russia (St. Petersburg)
325-5042 

Russia (Ekaterinburg)
8^10-800-110-1011 

Russia (Irkutsk)

8^10-800-110-1011 

Russia (Vladivostok)
8^10-800-110-1011 

Russia (Novosibirsk)
8^10-800-110-1011 

Russia (Omsk)

8^10-800-110-1011 

Russia (Rostov-on-Don)
8^10-800-110-1011 

Russia (Ufa)

8^10-800-110-1011 

Singapore (Sing Tel)
800-0111-111 

Singapore (StarHub)
800-0001-0001 

Slovak Republic

0800 000 101 

South Africa

0-800-99-0123 

Spain


900-99-00-11 

Sweden


020 799 111 

Switzerland

0-800-890011 

Taiwan


0080-10288-0 

Thailand


001-999-111-11 

Turkey


00-800-12277 

Utd. Kingdom (BT)
0800-89-0011 

Utd. Kingdom (Mercury)
0500-89-0011 

Uruguay


000-410 

Venezuela

0 800 2255 288 
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