Using my cell phone# 917-804-3001 while working from home due to Sandy hurricane, I used 1028 minutes with my limit of 500 non-shared minutes in the family plan, as shows the attached monthly (10/17/12-11/16/12) bill for my phone# 917-804-3001. 

In the itemized detail report  for #917-804-3001, I checked off business related conference calls, DTCC’s and staff members’ calls. 

With the overage rate of $0.45 per minute, the total overage with taxes is $302.72 for 528 minutes.
CELL PHONE USAGE

An employee may be reimbursed for cell phone usage on a personal account to the extent the monthly charge exceeds the base rate and the difference is due to business use.  The employee submits these costs via Concur.

FILING AN EXPENSE REPORT / CONCUR

All employees have access to the Concur Travel (Cliqbook) and Expense reporting system after their first bi-weekly payroll cycle. Employees can log on to Concur through the DTCC Intranet site under company quick links utilizing their LAN ID. (Refer to “Concur Quick Start Guide”, found in Concur under “Company Info – Concur Training Module”.)

DTCC's Corporate Business and Travel Expense Policy is intended to comply with the Internal Revenue Code.  The Internal Revenue Service requires a detailed explanation of all travel and entertainment expenditures.  Therefore, supporting documentation for expenses is required.  Documentation must show the classification of expenses such as transportation, lodging, meals, telephones, etc. 

· Employees must fax the appropriate receipts to 1-866-598-4784 before submitting the reports for approval.

· Expense reports are approved by the employee’s direct manager.

The Approver has ten (10) days to approve the expense report, after which the reports are systemically escalated to the next approver level.

· If an exception is found in a report, it will be sent back to the employee with the appropriate comments for correction.  In the event of an exception, the approval process starts from beginning. The employee must resubmit their report to their direct supervisor for approval. 
Each item submitted on the expense report for reimbursement must include:

· The date of the expense

· The amount of the expense

· The business purpose of the expense

· The business relationship of the persons being entertained

· The names of the individuals in attendance (This should include the names, titles, companies, and business affiliations of all persons in attendance.)

Note:  General Ledger Account Code Assignment definition can be found in the 

“Concur Quick Start Guide” located on the Concur Expense home page. 

The following information must be furnished with the expense report to substantiate entertainment expenses:

· Date of the entertainment

· Name of establishment where the entertainment took place

· Name, title, company and other information relating to each person entertained, sufficient to establish the business relationship to the company
· Image of  the original receipts (or the original receipt if the expense includes VAT)

· The valid business purpose

