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January 15, 2002








To all employees of Warner Music Group and all United States Subsidiaries:

Enclosed is the updated Warner Music Group Travel & Entertainment Policy, effective January 2002.  This booklet will serve as a reference guide and should clearly explain our policies.

Since the travel and entertainment expense category is one of the highest at the Company, your support and cooperation is essential to our effort to control these expenses.

We have attempted to include a comprehensive list of expenditure categories.  From time to time, there will be revisions to these policies.  At that time, you will receive updates.  We are aware that situations may arise that are not covered in these policies.  We expect you to use your judgment in these circumstances and direct any questions to your department head or to the finance department.

Your American Express Corporate Card is to be used for all business travel and entertainment expenses, including airfare, hotels, car service, rental cars, and business meals. 

Please take a few moments to review the Company’s travel & entertainment policies detailed in this booklet.  These policies look to balance our financial interests with the comfort and convenience of all employees who incur business expenses.

Helen Murphy

Chief Financial Officer
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Policy Purpose and Enforcement
Purpose 

This document provides guidelines and establishes procedures for employees incurring business travel and entertainment (T&E) expenses on the Company’s behalf.

Objectives:

· Ensure all employees have a clear and consistent understanding of policies and procedures for business travel and entertainment.

· Provide business travelers with a reasonable level of service and comfort at the lowest possible cost.

· Maximize the Company’s ability to negotiate discounted rates with preferred suppliers and reduce travel expenses.

Scope
This T&E policy applies to all employees of Warner Music Group (WMG) and all United States subsidiaries.

Responsibility and Enforcement

The employee is responsible for complying with the T&E policy.  The department heads are responsible for the review of Travel and Entertainment expense reports of employees within their departments and the approval of submitted reports.  The Company will reimburse employees for all reasonable and necessary expenses that pertain to authorized Company business.

The Company will not reimburse employees for expenses that do not comply with this policy unless approved by the WMG CFO or assigned delegate.

Employees who do not comply with this T&E policy may be subject to:

· Reimbursement delays for improper documentation

· Non-reimbursement for policy violations

· Reporting of violations to supervisor and senior management

· Loss of Company credit card

Employees should be conservative in their spending.  An employee traveling on Company business is expected to exercise the same care in incurring expenses as a prudent individual traveling for personal reasons.

While the Company recognizes that certain exceptions will occur in the ordinary course of business, such exceptions require advance written approval from the WMG CFO or assigned delegate.  Any circumstance that deviates from the policies dictated in this manual should be submitted to the WMG CFO or assigned delegate for special prior approval.  The WMG CFO’s or assigned delegate’s authorization allowing the exception should be attached to the Expense report.
Who to Call on T&E Policy Issues

Any questions, concerns, or suggestions regarding this T&E policy may be directed to Chris scully, vp label shared service, (212) 275-1344.
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Travel Authorization

A Travel Authorization (TA) form must be approved prior to travel.

The Traveler should call the approved travel agency (Hoffman Travel) and secure all the appropriate information relating to their travel.  The TA form is posted on the main Warner Music Group Intranet page (http://www.internal.wmg.com/WMGTravelAuth.xls).  The TA form should be completed and then approved by the WMG CFO or assigned delegate.

The WMG Travel Authorization Form has been developed in Excel in order to facilitate on-line completion of the form.  Warner Music Group and Hoffman Travel require that the completed forms be signed and faxed to Hoffman Travel before tickets will be issued.  Currently, E-Mail submission of Travel Authorizations is not supported.  Hoffman Travel fax numbers are: LA (818) 977-6548 - NY (212) 258-3087.

Please be sure to check that the entire Travel Authorization has been filled out completely and approved with the appropriate signatures to ensure efficient processing of your request.  If you require more space than is available on the form, use a second page of the form for the additional information.  Every page of the travel authorization will have to be approved.

The approved TA form should be sent promptly to Hoffman Travel, with a copy retained by the Traveler.  Hoffman will not issue tickets without a valid TA.  A copy of the TA should then be attached to the Traveler’s expense report.

Reservation changes that incur additional charges over $100 or involve any change in destination will require submission of a new approved Travel Authorization reflecting those changes.

All non-employee travel must also have a TA completed by the individual ordering the travel and signed by the Divisional CFO or assigned delegate.

Travel Arrangements


Reservation Procedures

All air travel, lodging, car rental, and rail travel reservations, including en route changes, must be booked through the approved travel agency (Hoffman Travel).  Booking through the Company Agent allows the Company to obtain rate discounts and valuable information.

Employees must make reservations as far in advance as possible to take advantage of advance purchase discounts.


Hoffman West Coast Office
Hoffman East Coast Office

Monday-Friday 7:00-6:00pm PST
Monday-Friday 9:00-6:00pm EST


3400 Riverside Drive Suite 280 (on-site office)
1290 6th Avenue 4th Floor (on-site office)


Burbank, CA  91505
New York, NY 10019


Phone:
818-977-3062
Phone:
212-275-2110


Fax:
818-977-6548
Fax:
212-258-3087


Emergency/En Route Changes/Emergency Travel Assistance

During normal working hours, please contact Hoffman Travel for assistance.  For after hours, please call the 800 number noted on your Hoffman Travel Invoice utilizing all the special codes.

Please note that any travel expenses (air, lodging, car rental, etc.) not arranged through the designated Agent will not be reimbursed unless they were arranged on an emergency basis.  Any other exceptions that may exist must be pre-approved by the WMG CFO or assigned delegate. 


Traveler Profiles

All employees expecting to travel at least once per year should submit a completed traveler profile form to Hoffman Travelto ensure that pertinent details and preferences are adhered to in the reservation process.

The employee is responsible for informing Hoffman Travel of all personal travel information changes.  This will include credit card numbers, delivery address, phone number, title, medical restrictions, special meal requirements and seat preferences.  

Use of Video/Teleconferencing 
Employees should first consider if a telephone conference call could satisfy the objectives of an off-site meeting before making travel arrangements.

Videoconferencing is a popular alternative to travel and represents an opportunity to control travel costs.  The Company currently has videoconferencing capabilities.  In addition, AOL Time Warner’s facilities can interact with Kinko’s, MCI and other companies in the videoconferencing business.  Employees should obtain Department Head approval before scheduling a videoconference.

If business can best be served through this medium, a call should be placed to the numbers listed below to schedule a conference room: 


WBR Burbank
AOL Time Warner New York


Phone:
818-953-3300
Phone:
212-484-8346
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 AIR TRAVEL
Airline Class of Service

Allowable air travel classifications are set by the Company and are based on business necessity, position, and functional responsibilities.  These classifications will be documented in the employee profile held by the Company designated Travel Agent.

Airline Class of Service is restricted by employee position as follows:

Executive Vice President and higher – First Class (subject to Divisional CEO approval)

Senior Vice President – Business Class1 for International flights and Domestic flights in excess of 3 hours

– Coach for all other flights

Vice President
– Business Class2 for International flights and Domestic flights in excess of 3 hours


– Coach for all other flights 

All Others – Coach

Business Class1 – First Class if Business Class is not available.

Business Class2 – Coach if Business Class is not available.

Any exceptions to an employee’s Airline Class of Service must be pre-approved by the WMG CFO or assigned delegate.  All exceptions must be submitted in writing, in advance of ticketing, detailing the circumstances.

Planning Trip

Every effort must be made by the employee to plan air travel as far in advance as possible.  By requesting reservations 30 days in advance, we can often save up to 75% off the full coach fare.  If you cannot plan a month in advance, there are often 14 and 7 days in advance discounts available on many routes.  Last minute bookings and changes usually result in higher fares.  The travel agency will direct you to fly on the preferred airline of AOL Time Warner because we receive significant discounts based on volume usage.

Effective February 1, 1999, AOL Time Warner established its preferred carriers.  Currently for Domestic travel, the primary airlines are American Airlines or Delta Airlines, depending on the city pairs.  US Airways has been added as a supplement for domestic routes not flown by American or Delta.  Internationally, we will use British Airways, American Airlines, United Airlines, and Air France.  These carriers are subject to change.  The Agent will always be aware of the preferred carriers and has been instructed to book all travel with them.  Any exceptions to the preferred carriers require approval from the WMG CFO or assigned delegate.

Any employees that wish to travel overseas via “supersonic” carriers (e.g. Concord) must obtain prior written approval from the Chairman of WMG.

Reservation Fares and Times
It is the policy of WMG to choose the least expensive flight available that departs/arrives within two hours of the time you request.  If you can be even more flexible, please let the Travel Agency know.  To allow the Travel Agency to choose the best fares, employees may request desired departure/arrival times but not specific flights.  The preferred carrier mandate takes precedence over such factors as cost or frequent flier plan enrollment.

Non-stop flights will be booked whenever possible.  Non-refundable tickets and refundable tickets with penalties will be offered and should be used whenever travel plans allow.

Unused and Lost Tickets
Airline tickets have a cash value and must not be discarded if unused.  You must return unused tickets to the Travel Agency, or in the case of lost tickets notify them, so that they can apply for a refund (less any cancellation charges or service fees the airlines may impose).

A lost ticket is the employee’s responsibility.  The Company will not reimburse for unused or lost tickets.  Employees will be personally liable for the full value of lost or unused tickets.  As a reminder, unused tickets must be returned to the Company Travel Agent to receive credit on an Expense Report.  Employees must also notify the Agency if an electronic ticket or prepaid ticket is not utilized.

Ticket Purchases
Pre-paid tickets may be picked up at an airport only on an emergency basis, as the airlines charge a non-refundable surcharge of $30-$75 for this service.  Tickets should not be purchased directly from an airline, as they are not eligible for our corporate discounts.  When changes occur in your travel plans en route, you must make these arrangements through Hoffman.

Electronic Tickets
Due to increased delivery costs, we strongly encourage the use of electronic ticketing when offered by the Agency.  A flight itinerary will be faxed to all travelers and an electronic ticket receipt will be mailed/sent within 24 hours of ticket issuance.  An original receipt is required for expense reimbursement.

Insurance
You are automatically covered by the Corporation’s employee insurance package when traveling on business.  The American Express corporate card also provides up to $300,000 in flight insurance.  Additional flight insurance may be purchased at your own expense

Frequent Flyer Mileage

Frequent Flyer mileage earned while traveling on Company business is yours to keep.  The Company reserves the right to issue tickets that may not provide frequent flyer mileage.  It is the employee’s responsibility to update frequent flyer numbers with the Company Travel Agent and to check with the gate agent to ensure that the membership number has been received.  Redemption of miles and all other frequent flyer inquires are the responsibility of the traveler, not the travel department. 

Lost or Delayed Luggage
In the event that luggage is lost or delayed during a business trip, the employee should notify the airline immediately.  The Company will not replace or reimburse lost or delayed items.  However, up to $1,750 of checked and carry-on baggage insurance is available through American Express when the trip ticket has been charged to the Corporate Credit Card. Inquiries regarding losses and claims should be directed to American Express at (800) 645-9700.

What about reservation changes and canceled trips?
Reservation changes that incur additional charges over $100 or involve any change in destination will require submission of a new approved Travel Authorization reflecting those changes.
When changing a reservation before you receive your ticket:

· Call the Travel Agency; specify that you are changing an existing reservation.

· Specify any change in the delivery date.

When changing a reservation after you receive your ticket:

· Call the Travel Agency and specify that you are changing an existing reservation.

When a trip is canceled before you receive your ticket:

· Call the Travel Agency immediately and request cancellation of all trip arrangements.

· They will cancel appropriate air, hotel, and car reservations.

· They will provide you with a cancellation number at the appropriate hotel.

When a trip is canceled after you receive your ticket:

· Call the Travel Agency immediately.

· Promptly return the ticket to them.

Airline Club Fees

One annual airline club fee (e.g. Admiral’s Club) is reimbursable to senior VP’s and above who travel extensively.

Rail Transportation

The Company Travel Agent will provide information on reservations and ticketing.  Rail transportation will be approved in the same class of service an individual is entitled to for air travel.
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LODGING
All requests for hotel accommodations must be made through our Travel Agency.  Each time you make a reservation directly with a hotel, you take away a discount WMG could have received.  The Travel Agency, which is kept up-to-date on special promotions and corporate rates, utilizes the AOLTW Preferred Hotel Guide in determining the best rates.  

All levels of accommodations are set by the Company and are determined by business necessity, position, and functional responsibilities.  In all cases, room upgrades require prior approval from the WMG CFO or assigned delegate.  If the Travel Agent is unable to obtain lodging for an employee within the approved corporate limitations, accommodations in excess of the corporate limit will be allowed with prior written approval from the WMG CFO or assigned delegate.  Employees will be reimbursed only for accommodation expenses approved for their travel designation.

Employees are allowed to book hotel reservations (through the Agency) at their corresponding level at AOLTW preferred hotels.  In the instance a preferred hotel is unavailable, an alternate hotel may be booked by the Agency provided it falls within the dollar limit for the employee’s position.

North America:
· CEO’s - $500/night

· Senior Vice President and above - Superior Deluxe room - $375/night ($400/night in NYC)

· Vice Presidents – Deluxe - $225/night  ($250 in Boston, Chicago, & LA; $300/night in NYC)

· All Others - 1st Class - $175/night ($225/night in Boston, Chicago, & LA; $250/night in NYC)

International:

· CEO’s - $500/night

· Senior Vice President and above - $400/night

· All Others - $325/night
The Hoffman agents are aware of the levels that have been determined and have been instructed to book rooms within the above pre-set dollar limits.  The pre-set dollar limits, not the room category, are the overriding factor that the Hoffman agents have been instructed to use when booking a room.

We prohibit direct billing from hotels for employee travel.  Hotel charges are to be paid on your corporate credit card.
Employees are required to use Company issued telephone calling cards while staying at hotels since these facilities charge service fees and extraordinary markups.

Hotel accommodations for late arrivals will be automatically guaranteed to your credit card.  No-show charges for reservations not canceled by the required time, which can vary, will not be reimbursed.  Cancellations should be done through our travel agency, but after hours can be called in directly by the employee to the hotel.  It is important that you record:

· A cancellation number

· The name of the individual who accepted the cancellation

· The date and time of the cancellation

The Company will not reimburse the following items:

· In-room movies

· Cash advances

· Minibar charges in excess of $10 per day

· Laundry and dry cleaning, unless you are away for more than three consecutive days

· Executive floors and suites

You must attach your original itemized hotel bill and proof of payment (credit card receipts) to your expense report.
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All requests must be made through the Travel Agency for car rental reservations.  Payment of car rentals should be charged to your corporate credit card.  Car rental invoices must be attached to expense reports along with credit card receipt.

AOL Time Warner has currently negotiated corporate rate agreements with two preferred vendors, Avis and Hertz.  These are the only companies that can be used for business.  Contracts with all other car rental suppliers have been cancelled. 

Car Rental Class of Service
· Senior Vice President and above - Full size or below

· Vice President - Intermediate or below

· All Others - Compact/Economy

Exceptions to the approved sizes may be granted when transporting supplies or equipment, or when more than four people will be in the car.  Such exceptions should be noted on your expense report for approval by your immediate supervising executive.  Car rental must be approved at the time the Travel Authorization is generated.

Car Rental Insurance
The primary suppliers provide free collision damage waivers and liability insurance when renting from participating locations.  When renting from non-participating locations, the traveler must purchase the collision damage waiver in order to be insured for loss or damage to the rental vehicle.  The employee should ask the Travel Agent when to purchase insurance.  If you obtain additional insurance beyond the aforementioned, you will not be reimbursed by the Company.

Miscellaneous Car Rental Information
In order to eliminate refueling fees, car rentals should be returned with a full tank of gas.

Fees incurred for traffic and parking violations are not reimbursable.

All accidents must be immediately reported to Sr. VP of Human Resources.

The rental of a car while your personal vehicle is being repaired is not a reimbursable expense.
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Personal Car

Parking and toll charges incurred on authorized business trips when using a personally owned vehicle will be reimbursed with proper documentation.  Mileage incurred on authorized business trips will be reimbursed at the Standard Federal mileage rate, which is inclusive of reimbursement for insurance, depreciation, maintenance, and gasoline.  The IRS reimbursement rate for 2002 is 36.5 cents per mile.

Travel to and from work is not reimbursable.  In-town or local travel reimbursement is limited to the excess of mileage over the normal commuting distance.  The Company will not reimburse for personal car use for any weekday on which such use is for less than a total of 15 miles.  Employees required to work weekends (unless part of the regularly scheduled work week) will be reimbursed (if using personal car) for the miles traveled between their home and work site. 

Executives who receive automobile allowances are not eligible for mileage reimbursement under any circumstances.

Car Service & Taxis
The cost of taxis to and from places of business, hotels, airports, or railroad stations in connection with business activities is reimbursable.  Only expenses that occur during travel are reimbursable, and the normal daily commute is not a reimbursable expense.  Where possible and more cost efficient, airport or courtesy shuttles should be used in lieu of taxicabs for transportation to lodging and places of business.

CEO’s and artists are authorized to use the premium car service (currently Music Express).  Expenses for non-preferred vendors will not be reimbursed.

All other employees can use a combination of local non-premium car service (check with the Travel Agent for local vs. premium), shuttle service, and taxi.  This cost should not exceed the price of a taxi standard fare plus reasonable tip.

Premium car services must be reserved through the Company Travel Agent.  Local car service in the New York City area can be reserved using vouchers that have been distributed to your department head.  If the traveler does not have a voucher, the traveler will be required to pay for the car service with their Corporate Credit Card. Save the receipt and include it in your Expense Report.  If a tip for the driver is already included in the cost, an additional tip is not required.

The following rules apply for the use of car services and taxis for all employees when working late in the New York City area:

· Employees are not permitted to take taxis home at the Company’s expense before 8:00pm

· If you live in New York City (any borough) and would normally take the subway or city bus home, you may take a taxi after 8:00pm.  This should be a taxi you hail on the street.  You should obtain a receipt and submit the expense for reimbursement.  If it is later than 9:00pm, you may call the preferred non-premium car service.

· If you normally take transportation from the Port Authority Bus Terminal, Penn Station, or Grand Central Station, between 8:00pm and 9:00pm you should hail a taxi on the street and take it to the station, and then take your normal form of transportation home.  If it is after 9:00pm, you may call the preferred non-premium car service for the entire trip home.
Airport Transfers
The most economical mode of transportation to and from the airport should be used.  If more economical, personal cars and airport parking should be used.  The Company has negotiated discounted rates with The Parking Spot at LAX (5701 W. Century Blvd, (310) 642-0947).  The traveler will be required to show a valid Company ID in order to receive the discounted rate.

Parking
Parking fees and toll charges are reimbursable if on Company business (except for regular commuting).  Parking and moving violations are a personal issue and are not reimbursable.
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Personal Meal Expenses
When dining alone on a business trip, expenses will be reimbursed according to actual and reasonable cost.  Expenditures incurred while working through lunch or dinner are reimbursable expenses.  Corporate card original receipts are required for all meal expenses.  In no case will any meal in excess of $25 be reimbursed without a receipt.

Business Meal Expenses
Business meals with artists, managers, attorneys, etc. during which a specific business discussion takes place will be reimbursed according to actual and reasonable cost.  The Company does not allow for entertaining vendors, except under certain pre-approved circumstances.  Discuss first with Department Head.

Business meals taken with other Employees
In order for a meal with coworkers to be reimbursable, it must be pre-approved by the department head, and a business discussion must take place during the meal.  Meal cost for social occasions, such as employee birthdays, secretary’s day, etc. are not classified as business meals or entertainment expenses and will not be reimbursed.

Entertaining Customers
Entertainment expenses include events such as nightclubs, theater, and sporting events, whereby a business discussion takes place during, immediately before, or immediately after the event.

Employees will be reimbursed for entertaining business associates:

· If the person entertained has a potential or actual business relationship with the Company

· If the expenditure directly precedes, includes or follows a business discussion that would benefit the Company

Tipping for Meals
Any tips considered excessive will not be reimbursed.  Generally, employees should not tip more than they would on a personal basis.  (As a rule - 15% to 18% range)

Payment for Meals and Entertainment
Your Corporate Credit Card must be used for business meals and entertainment.

If a restaurant does not accept the Corporate Card, the meal should be charged on a personal credit card and submitted with the original receipt and an explanation of the circumstances.  If a restaurant does not accept credit cards, the meal should be paid for in cash and submitted with the original receipt and an explanation of the circumstances.

When more than one WMG employee is present at a business meal, the senior level employee must pay and expense the bill.

Documentation and IRS Requirements
An original receipt for all expenses must be submitted with the expense report for any individual meal or entertainment expense.  For business meal and entertainment expenses, the following documentation is required by the IRS, and must be recorded on the expense report:

· Names of individuals present, their titles and company name

· Names and location of where the meal or event took place

· Exact amount and date of the expense

· Specific business topic discussed

· In the case of entertainment events, the specific time the business discussion took place (i.e., before, during or after the event).
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   GIFTS

· Industry related gifts should not be in excess of $100.00.  Exceptions must be pre-approved by your department head, in writing, and attached to your expense report.  Department heads spending in excess of $100.00 for industry gifts must get pre-approval from the WMG CFO or assigned delegate.

· Industry related gifts must be sent directly by the vendor where the purchase was made.  The receipt from the vendor will then include information about who received the gift and the address where the gift was sent.

· Individually purchased gift certificates for holiday gifts, misc. promotions, or other activities is against Company policy.

· Gift giving from one employee to another employee is not reimbursable.

· Station Gift Letters must accompany any request for reimbursement.
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TELEPHONE

· Only business related phone calls are reimbursable.

· Itemized phone bills must be submitted with expense report.  Any personal charges should be deducted.

Calling Card
The Company will provide Calling Cards for employees who frequently travel and/or are required to make numerous phone calls for Company business.  The card is only to be used for business related calls.  All business related calls made away from the office should be placed on the Calling Card (including calls made from home).

If the employee is traveling, reasonable personal calls to the employee’s hometown will be reimbursed.  Place all such calls on your Calling Card. Never place direct calls from the hotel phone.  If alternatives were available, the Company will not reimburse calls placed directly from the hotel. 

Your phone bill will be linked to your American Express Corporate Card.  Therefore, to be reimbursed for phone calls, submit your itemized Calling Card charges that appear on your Corporate Card bill with your Expense Report.

Upon termination of employment, Calling Cards must be returned to Human Resources.
Cellular Phones
The Company does not reimburse employees for the purchase price or installation for cellular telephones.  The Company will reimburse employees for business related cellular calls.  Submit a completed Cell Phone Allocation Worksheet, along with the original cellular telephone bill, with your expense report to receive reimbursement for business related calls.  

Cellular Phone Caps
Below are the usage caps that will be enforced.  Depending on job function and Divisional limitations, individual Divisions may have more restrictive reimbursement caps than listed below.

Not-to-exceed usage reimbursement caps:

· VP and above - $250

· Below VP - $200
The Divisional CFO must approve exceptions to the above usage reimbursement caps, and documentation of prior written approval must be attached to the expense report.

Pagers
In certain instances, it may be necessary to purchase pagers for employees, in order for them to successfully perform their responsibilities.  The determination to purchase a pager is to be made by the Department head, or supervising Vice President.  Approval from the Sr. VP/Controller may also be required.

PDA’s
The Company does not reimburse employees for the purchase price or installation of PDA’s.  The IT staff is currently supporting Palm and Pocket PC’s.  Before purchasing a PDA it is recommended that you check with the help desk to verify the make and model you are purchasing will be supported by WMG.

AOL Communicator/Blackberry
The Company will provide an AOL Communicator and monthly service to those employees for whom usage is considered necessary to successfully perform their job responsibilities.  All requests for AOL Communicators must be approved by the divisional CFO. WMG IT will support the integration of AOL Communicators with AOL mail for communicators purchased directly by an employee.  However, monthly service charges will not be paid unless approved by the divisional CFO.  WMG will not pay for or support Blackberry devices once company wide implementation of AOL Mail has been completed.

Home Telephone
Business related calls made from a private residence must be placed on the Company Calling Card to obtain discounted rates.  The Company does not reimburse calls placed on a personal calling card.

Airphone
Use of airphones can be extremely expensive and in general, such calls are not reimbursable.  However, from time to time, when business must be conducted, airphone expenses will be allowed within reason, but you must use your Corporate calling card.

International Phone Calls
Hotel telephone charges incurred on international trips can be extremely expensive.  Telephone calls from international hotels to the United States generally cost anywhere from three to eight times more than the cost of a telephone call from the Company’s international offices.  The Company reimburses only reasonable telephone expenses.

To control the expense of international telephone charges from hotels, employees should use the following alternatives:

1.
Place telephone calls from the Company’s international office rather than the hotel, if possible.

2.
Use the Calling Card.

MISCELLANEOUS

· Office supplies and subscriptions should not be expensed on a T&E report unless prior written arrangement has been made with the Divisional CFO.  Documentation of prior written arrangement must accompany the expense report submission.

· Office equipment purchases (i.e. telephones, fax machines, office furniture, computer supplies, etc.) must be coordinated through either IT or Office Services and should not be submitted on expense reports unless prior written arrangement has been made with the Divisional CFO.  Documentation of prior written arrangement must accompany the expense report submission.

· Purchase of Competitive product will only be reimbursed to persons who have obtained prior approval of the Divisional CFO.  Documentation of prior written approval must accompany the expense report submission.

· When submitting expenses under “miscellaneous,” sufficient information must be provided to allow the approver the ability to understand the nature of the expense.

· AOL Internet Service is provided free of charge to all WMG employees; therefore, WMG will not reimburse for internet services.
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Corporate Credit Card and Traveler Benefits
The Company’s corporate credit card vendor is American Express.

Under the terms of the Company’s agreement with American Express, travelers receive the following benefits:

· Travel accident insurance 

· Baggage insurance 

· Traveler reward program 

· Emergency assistance

Twenty-four hour customer service is available by calling 1-800-528-2122.  An American Express  representative will assist you with:

· Monthly statements and balances

· Emergency services

· Billing disputes

· Location of nearest American Express office

· Cardmember benefits and services

Corporate Credit Card Distribution
All employees who incur Travel and Entertainment expense will be provided an AMEX card.

Issuance of a corporate credit card must be approved by the Sr. VP of Human Resources. 

For corporate credit card information or application instructions, employees should contact Human Resources.

Required Use of Corporate Credit Card
Employees must use the corporate credit card to pay for all:

· Airfare

· Rail fare

· Car service

· Lodging

· Car rental

· Meals and entertainment

· Miscellaneous T&E expenses

Please note that Hoffman will be provided with each employee’s Corporate Card account numbers and will charge all travel costs to your card.

Submitting a timely expense report will ensure a timely reimbursement so that your Corporate Card bill can be paid timely.

A cash payment is only acceptable when the vendor does not accept credit cards.  An explanation as to why cash was used must be included on expense report. 
Personal Use of Corporate Credit Card
Corporate credit cards may NOT be used for personal expenses.

Corporate Credit Card Billing and Payment Responsibility
Employees are responsible for paying their corporate credit card bill promptly each month.

All corporate credit card bills are due and payable in full 30 days from the statement date.

Extended payments will not be accepted.

Late charges are a personal expense that will not be reimbursed by the Company.

Full payment is due to American Express within 30 days from the statement date.  If payment is not received after 60 days, American Express will prohibit employee from using the Corporate Card.  If bills are not paid by 90 days, the card will be canceled.

Failure to pay the account promptly may result in:

· Notification sent to employee’s Department Head

· Suspension or cancellation of charge privileges

Reporting Lost/Stolen Cards
A lost or stolen corporate credit card must be reported as soon as the traveler discovers it is missing.  Data on stolen charge or credit cards indicates that unauthorized use of stolen cards is greatest in the first few hours after the theft.

All lost or stolen corporate credit cards should be reported to both American Express 1-800-528-2122 and the Sr. VP of Human Resources.  

Emergency Replacement Cards
For an emergency replacement card 1-800-528-2122.

Cardholder Employee Termination
Upon termination of employment, all corporate cardholders must:

· Cut the corporate card in half and send to the Sr. VP of Human Resources

· Promptly reconcile, account for and pay any remaining balances

Business Use of Personal Credit Card
Personal charge or credit cards may be used for business travel only for establishments that do not accept the corporate credit card (a written explanation must be recorded on the expense report form).

Travelers will NOT be reimbursed for annual fees on personal charge or credit cards.
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Timing for Expense Report Completion and Submission
Employees must file expense reports:

1. Monthly (more frequent submissions are acceptable)

2. Receipts for expenses over $25 must be neatly taped to 81/2” x 11” paper and attached to expense report

3. Expenses should be submitted for approval as follows:

	EMPLOYEE LEVEL
	APPROVALS REQUIRED

	Below Vice President
	Department Head or Supervising Vice President (or above)

	Vice Presidents, Senior Vice Presidents, Executive Vice Presidents
	Immediate Supervising Executive


Employees who do not file their expense report within the required time after trip completion could experience delays in reimbursement.

Approval/Authorization Process
The level of authority required for approving travel and entertainment related expenses is as follows: 

· The employee’s department head or the next higher authority, according to the approval levels established in this policy, must approve all expense reports.

· No employee is authorized to approve their own, a peer’s, or a superior’s travel expense report.

Approved Expense reports are forwarded to Accounts Payable where they will be further reviewed for compliance and proper documentation.

Documentation Requirements
Employees must provide the following information in order to be reimbursed for expenditures:

· Names of individuals present, their titles and company name

· Name and location of where the expenditure or event took place

· Exact amount and date of the expense

· Specific business topic discussed

Regardless of IRS requirements, Company policy requires receipts for:

· All expenditures greater than $25

Employees must submit the following documentation along with their expense report form:

· The approved Travel Authorization form for the trip

· Air/Rail – original passenger coupon and boarding passes for all travel segments

· Original travel agency itinerary

· Hotel – hotel folio plus credit card receipt

· Car Rental – rental car agreement plus credit card receipt

· Meals/Entertainment – credit card receipt (no restaurant tear tabs)

· Receipts for all miscellaneous expenses greater than $25

When a receipt is not available, full explanations of the expense and the reason for the missing receipt are required.

Actual bills/receipts must be submitted whenever possible; photocopies will be acceptable only with a detailed explanation as to why the original is unavailable.

Receipts must include the name of the vendor, location, date, and dollar amount.

For accounting purposes, expenses paid directly by the Company must also be identified on the expense report.

Employees should keep a copy of the submitted Expense Report and receipts in case discrepancies arise.

Acceptable Receipts
The following receipts are acceptable:

· Original receipt completed by the vendor

· Customer’s copy of credit card slip

· Original phone bill

Unacceptable Receipts
The following receipts are NOT acceptable:

· Restaurant tear tabs

· Photocopies

Expensing Meals by Category
Each meal (breakfast, lunch, dinner) must be recorded separately on the expense report.

VAT Reclaim
Value Added Taxes may be “reclaimed” for certain business expenses incurred overseas, particularly in Europe and Canada.  The Company submits applications for VAT refunds (SPECIFY) quarterly/annually.

In addition to the standard receipts required for expense reports, international travelers must save original receipts for the following business expenses: lodging, entertainment, gasoline, meals, car rentals, rail travel, conferences, trade shows, and training courses.

All receipts must be submitted within 5 days upon completion of the business week:

· With the traveler’s expense report

Only original, itemized receipts are acceptable for VAT reclaim purposes.  Credit card receipts are not acceptable.

Converting Foreign Currencies
Expenses in foreign currencies are converted into US dollars as follows:

· Expenses incurred and paid directly by the traveler are converted at the actual exchange rate, supported by receipts such as foreign currency exchange receipts or credit card billing statements.

All expenses must be recorded in US dollars, with the currency conversion rate clearly noted on the expense report and on all supporting receipts.

If the amount claimed on the expense report is more or less than the amount of the attached receipts, a written statement explaining the differences must accompany the expense report.

Reimbursement of Expenses
Reimbursement for approved expenses will be sent to employees weekly via:

· Direct deposit (ACH) into employee bank account or separate check.(SPECIFY details)
Incorrect or Incomplete Expense Reports
Expense reports that are incorrect or incomplete will be returned to the department head or the employee for corrective action on a case-by-case basis.

Disregard for Company policy or altering of receipts can result in disciplinary action up to and including termination of employment.

Non-Reimbursable Expenses
The following miscellaneous expenses generally are NOT reimbursable. You may add to the list as necessary, or delete/move reimbursable items to the previous section, Other Reimbursable Expenses.

Employees will NOT be reimbursed for the following miscellaneous expenses (this list is not all inclusive):

· Airline club membership dues (except Sr. VP’s and above)

· Annual fees for personal credit cards

· Baby-sitting

· Barbers and hairdressers

· Car washes

· Corporate credit card delinquency fees/finance charges

· Country club dues

· Excess baggage charges

· Mini Bar charges in excess of $10 per day

· Excessive gratuities

· Expenses for travel companions/family members

· Expenses related to vacation or personal days while on a business trip

· Gifts for WMG/affiliated company employees are considered a personal expense and are not eligible for reimbursement

· Golf fees (when not part of customer entertainment)

· Gum, candy or cigarettes

· Health club facilities, saunas, massages

· Helicopter services for airport transfers

· In-room movies

· Internet service

· Late Fees

· Loss/theft of cash advance money

· Loss/theft of personal funds or property

· Lost baggage

· Luggage and briefcases

· Magazines, books, newspapers

· Medical bills incurred during domestic travel

· Non-compulsory insurance coverage (annual fee)

· No-Show charges for hotel or car service

· Optional travel or baggage insurance

· Pagers, beepers (except as stated in policy)

· Parking or traffic tickets

· PDA purchase price or installation

· Personal accident insurance

· Personal entertainment, including sports events

· Personal property insurance

· Personal telegrams

· Personal toiletries

· Pet care, boarding

· Postage costs, postcards (sent to fellow employees)

· Rental car upgrades

· Repairs due to accidents

· Routine maintenance/tune-ups

· Shoeshine

· Snacks or other meals outside of breakfast, lunch, or dinner

· Souvenirs/personal gifts

· Tobacco products

· Toiletries, such as toothpaste, toothbrush, etc.

· Traffic fines
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