
Appendix Tab 10 ■ Sample Documents

Table of Contents
Appendix Tab 10

Sample Documents

Caution & Use Restriction: These sample documents are for illustrative purposes. The documents are for a
hypothetical employer that has interpreted “gray” areas of law in a manner that fits its risk tolerance. These
sample documents may not be used “as is” for any purpose, but they may be used as a starting point to
develop tailored documents that take into account an employer’s particular plan design, administrative choices,
and risk tolerance. Any other use of these sample documents is strictly prohibited. Nothing contained in this
publication is to be considered as the rendering of legal advice for specific cases, and readers are responsible
for obtaining such advice from their own legal counsel. This publication and the sample documents herein are
intended for educational and informational purposes only.

A. ABC, Inc. Transportation Fringe Benefit Plan
1. Guide to ABC, Inc. Transportation Fringe Benefit Plan . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 19*

2. Transportation Fringe Benefit Plan Document . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 23*

3. Sample Memo to Participants About 2009 Mid-Year Election to Increase Benefits . . . . . . . . . . 51*

4. Election Form/Compensation Reduction Agreement . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 61*

5. Transportation Fringe Benefit Plan Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 65*

6. Reimbursement Request Form . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 75*

B. ABC, Inc. Bicycle Commuting Expense Reimbursement Policy
1. Guide to ABC, Inc. Bicycle Commuting Expense Reimbursement Policy . . . . . . . . . . . . . . . . . 101**

2. ABC, Inc. Bicycle Commuting Expense Reimbursement Policy . . . . . . . . . . . . . . . . . . . . . . . . 105**

3. ABC, Inc. Bicycle Commuting Expense Reimbursement Policy Reimbursement Request
Form . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 109**

4. ABC, Inc. Bicycle Commuting Expense Reimbursement Policy Bicycle Commuting Months
Certification . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 111**

C. ABC, Inc. Educational Assistance Program
1. Key Features of ABC, Inc. Educational Assistance Program . . . . . . . . . . . . . . . . . . . . . . . . . . 221

2. ABC, Inc. Educational Assistance Program . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 223

3. Course Approval Request Form . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 227

4. Education Benefits Request Form . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 228

D. ABC, Inc. Adoption Assistance Program
1. Guide to ABC, Inc. Adoption Assistance Program . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 271

2. ABC, Inc. Adoption Assistance Program . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 272

3. Adoption Assistance Request Form . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 275
___________________________________________

* Updated item for 2nd Qtr. 2009.
** New item for 2nd Qtr. 2009.

© 2009 Thomson Reuters/EBIA 2nd Qtr. 2009 ■ Page 1Caution: These sample documents may not be used “as is.”.
See Caution & Use Restriction box on page 1 of this Tab 10.


