
s corp accountable plan reimbursement
worksheet
s corp accountable plan reimbursement worksheet is an essential tool for S corporations aiming
to streamline the process of reimbursing employees and shareholders for business expenses. This
worksheet helps ensure compliance with IRS regulations by documenting expense details,
maintaining proper records, and facilitating accurate reimbursements under an accountable plan.
Utilizing a well-structured S corp accountable plan reimbursement worksheet can prevent tax
issues, reduce audit risks, and enhance financial transparency. This article covers the definition and
importance of an accountable plan, the components of an effective reimbursement worksheet, step-
by-step instructions for creating and using the worksheet, and best practices for maintaining
compliance. By understanding these key elements, S corporations can optimize their expense
reimbursement processes and maintain sound financial practices. The following sections provide a
comprehensive overview of the S corp accountable plan reimbursement worksheet.
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Key Components of an S Corp Accountable Plan Reimbursement Worksheet

How to Create and Use the Reimbursement Worksheet

IRS Compliance and Documentation Requirements
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Understanding S Corp Accountable Plans
An S corporation accountable plan is a formal arrangement that allows the business to reimburse
employees and shareholders for business-related expenses incurred on behalf of the company. These
expenses can include travel, meals, supplies, mileage, and other costs directly related to company
operations. The IRS requires that reimbursements made under an accountable plan meet specific
criteria to be excluded from the employee’s taxable income. These criteria include a business
connection, adequate substantiation of the expenses, and returning any excess reimbursement
within a reasonable time frame.

Definition and Purpose
The primary purpose of an S corp accountable plan is to provide a tax-advantaged method of
reimbursing expenses. When properly implemented, it allows reimbursements to be non-taxable to
employees and deductible by the corporation. This encourages employees and shareholders to incur
necessary expenses without facing additional tax burdens, while the corporation benefits from clear
expense tracking and reduced payroll tax liabilities.



Benefits of Using an Accountable Plan
Implementing an accountable plan offers several advantages for S corporations, including:

Tax-free reimbursements to employees and shareholders

Clear documentation and audit trail for business expenses

Reduction in payroll taxes for reimbursed amounts

Improved financial controls and expense management

Compliance with IRS rules to avoid penalties and interest

Key Components of an S Corp Accountable Plan
Reimbursement Worksheet
An effective S corp accountable plan reimbursement worksheet is designed to capture all necessary
details to substantiate business expenses accurately. This documentation is critical to meet IRS
requirements and support the tax treatment of reimbursements. The worksheet serves as a record
that ties each reimbursement request to a legitimate business purpose and verifies the amounts
paid.

Essential Information to Include
The reimbursement worksheet should include the following key elements:

Employee or Shareholder Name: Identifies who is requesting the reimbursement.

Date of Expense: When the expense was incurred.

Description of Expense: Clear explanation of the nature and business purpose.

Amount: Total reimbursable cost with itemized details if applicable.

Supporting Documentation: Attachments or references to receipts, invoices, or mileage
logs.

Approval Signature: Authorization by an appropriate company officer or manager.

Account Code or Cost Center: For internal accounting and categorization.



Format and Layout Suggestions
The worksheet should be user-friendly and organized to facilitate quick data entry and review.
Common formats include spreadsheet templates or standardized forms that can be printed or
maintained digitally. Clear labeling of fields and instructions enhances accuracy and consistency
across submissions.

How to Create and Use the Reimbursement Worksheet
Creating and effectively using an S corp accountable plan reimbursement worksheet involves several
important steps to ensure compliance and efficiency. The process begins with designing a worksheet
that meets IRS criteria and ends with maintaining proper records for future reference.

Step 1: Develop a Template
Design a reimbursement worksheet template that incorporates all the key components outlined
earlier. This template should be easily accessible to employees and shareholders either through a
company intranet, email distribution, or printed copies.

Step 2: Educate Employees and Shareholders
Provide training or written instructions explaining how to complete the worksheet, what supporting
documentation is required, and the timeline for submitting reimbursement requests. Clear
communication reduces errors and delays.

Step 3: Submit and Review Requests
Employees and shareholders submit completed worksheets along with receipts or other
documentation. The designated reviewer verifies the legitimacy of each expense, checks for
completeness, and ensures alignment with company policies.

Step 4: Approve and Process Reimbursements
Once reviewed, the worksheet should be signed by an authorized approver. The finance department
then processes the reimbursement payment, coding the expense appropriately within the company’s
accounting system.

Step 5: Maintain Records
Store completed worksheets and supporting documents securely for at least the IRS-recommended
retention period, typically three to seven years. Organized recordkeeping facilitates audits and
internal reviews.



IRS Compliance and Documentation Requirements
Adherence to IRS rules is critical when implementing an accountable plan and using a
reimbursement worksheet. Failure to comply can result in reimbursements being treated as taxable
income and potential penalties.

Substantiation Rules
The IRS mandates that businesses must adequately substantiate expenses with documentation that
demonstrates the amount, time, place, and business purpose. The reimbursement worksheet serves
as the foundation for this substantiation, supplemented by receipts or logs.

Timely Return of Excess Amounts
If an employee receives more money than the substantiated expenses, the excess must be returned
to the company within a reasonable time, generally 120 days. The worksheet should include a
section to track any excess payments and their return.

Common Audit Triggers
IRS audits often focus on inadequate documentation, vague expense descriptions, and failure to
return excess reimbursements. Maintaining thorough and accurate worksheets helps mitigate these
risks and demonstrates good-faith compliance.

Best Practices for Maintaining an Accountable Plan
Establishing and maintaining an accountable plan requires ongoing diligence and clear policies. S
corporations should implement best practices to ensure consistent application and reduce
compliance risks.

Regular Policy Reviews
Periodically review and update the accountable plan and reimbursement worksheet to reflect
changes in tax laws, business needs, and internal controls. Communicate any updates promptly to
stakeholders.

Consistent Enforcement
Apply reimbursement policies uniformly to all employees and shareholders to avoid discrimination or
perceived favoritism. Ensure every reimbursement request is documented and approved according
to established procedures.



Use of Technology
Consider leveraging accounting software or expense management tools that integrate
reimbursement worksheets and automate approvals. This can improve accuracy, speed processing,
and maintain an audit trail.

Training and Support
Provide ongoing training and resources to employees and finance staff regarding accountable plan
requirements and proper worksheet completion. Clear guidance reduces errors and enhances
compliance.

Internal Audits
Conduct periodic internal audits to review reimbursed expenses, verify documentation, and ensure
adherence to the accountable plan. Early detection of issues can prevent costly IRS penalties.

Develop a comprehensive reimbursement policy

Maintain detailed and organized documentation

Ensure timely review and approval of expenses

Educate employees on plan requirements

Leverage technology for efficient processing

Frequently Asked Questions

What is an S Corp accountable plan reimbursement
worksheet?
An S Corp accountable plan reimbursement worksheet is a document used by S corporations to track
and document employee and shareholder expenses that are reimbursed under the accountable plan
rules, ensuring compliance with IRS requirements.

Why is an accountable plan important for an S Corp?
An accountable plan is important for an S Corp because it allows the corporation to reimburse
employees and shareholders for business expenses without treating the reimbursements as taxable
income, provided the expenses are properly documented and substantiated.



What types of expenses are typically included in an S Corp
accountable plan reimbursement worksheet?
Typical expenses include travel, mileage, meals, lodging, supplies, and other ordinary and necessary
business expenses incurred by employees or shareholders on behalf of the S corporation.

How does an accountable plan reimbursement worksheet help
with tax compliance?
The worksheet helps maintain proper records of business expenses, dates, amounts, and business
purposes, which supports the S Corp in substantiating reimbursements as non-taxable, reducing the
risk of IRS audits or penalties.

Can shareholders in an S Corp use the accountable plan
reimbursement worksheet for their expenses?
Yes, shareholders who perform services for the S Corp can use the accountable plan reimbursement
worksheet to submit their business expenses for reimbursement, provided the expenses are
ordinary, necessary, and properly documented.

What information is typically required on an S Corp
accountable plan reimbursement worksheet?
The worksheet usually requires details such as the date of the expense, description, amount,
business purpose, and supporting receipts or documentation to ensure proper substantiation.

How often should an S Corp complete and review accountable
plan reimbursement worksheets?
It is best practice to complete and review reimbursement worksheets regularly, such as monthly or
quarterly, to ensure timely documentation and reimbursement of expenses and to maintain accurate
financial records.

What happens if an S Corp fails to maintain an accountable
plan with proper reimbursement worksheets?
If an S Corp fails to maintain proper documentation under an accountable plan, reimbursements
may be treated as taxable income to the employee or shareholder, resulting in additional payroll
taxes and potential IRS penalties.

Additional Resources
1. The S Corporation Answer Book: Practical Guidance for Accountable Plans and Reimbursements
This book offers comprehensive insights into managing S corporation finances, with a focus on
setting up and maintaining accountable plans. It covers IRS regulations, reimbursement worksheets,



and best practices to ensure compliance and tax efficiency. The clear explanations make it a
valuable resource for business owners and accountants alike.

2. Mastering Accountable Plans for S Corporations
Designed specifically for S corporation shareholders and tax professionals, this guide delves into the
nuances of accountable plan reimbursements. It includes step-by-step instructions on creating
worksheets, documentation requirements, and how to avoid common pitfalls. Readers will benefit
from practical examples and checklists.

3. Tax Strategies for S Corporations: Accountable Plans and Expense Reimbursements
This book explores tax-saving strategies related to expense reimbursements within S corporations. It
explains how accountable plans work, how to prepare accurate reimbursement worksheets, and
ways to maximize deductions while staying compliant. The author presents complex tax concepts in
an accessible manner.

4. The Small Business Owner’s Guide to S Corp Accountable Plans
Aimed at small business owners operating as S corporations, this guide breaks down the essentials
of accountable plans and reimbursement processes. It provides sample worksheets and templates for
tracking expenses and reimbursements. Readers will gain confidence in managing their company’s
financial policies effectively.

5. IRS Compliance for S Corporation Accountable Plans
Focused on IRS rules and audits, this book helps S corporations understand how to maintain
compliant accountable plans. It covers documentation standards, reimbursement worksheet
preparation, and how to handle IRS inquiries. This resource is ideal for accountants seeking to
ensure their clients’ plans meet regulatory requirements.

6. Practical Workbook for S Corp Accountable Plan Reimbursements
This interactive workbook offers exercises and real-world scenarios to help readers create and
manage accountable plan reimbursement worksheets. It is especially useful for accountants and
business owners who want hands-on practice. The workbook includes templates, checklists, and
sample calculations.

7. Accountable Plans and S Corporations: A Tax Professional’s Guide
Targeted at tax professionals, this book provides an in-depth analysis of accountable plans within the
context of S corporations. It covers legal considerations, worksheet preparation, and how to advise
clients on best practices. Detailed case studies illustrate common issues and solutions.

8. Efficient Expense Management for S Corporations
This title focuses on streamlining expense reimbursements through properly structured accountable
plans. It explains how to develop reimbursement worksheets that align with IRS guidelines and
improve financial transparency. The book also discusses software tools and automation techniques
for expense tracking.

9. The Complete Guide to S Corp Expense Reimbursements and Accountable Plans
A comprehensive resource, this guide covers everything from the basics of accountable plans to
advanced reimbursement worksheet strategies. It includes IRS forms, sample policies, and tips for
maintaining accurate records. Perfect for S corporation shareholders, accountants, and financial
advisors seeking a thorough understanding.
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