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8. COMMISSIONER REMARKS (Lee Hindman, Chair)
Chair Hindman announces his absence from the LHA Commission meeting scheduled for February
10, 2025. Vice Chair Bell will assume the role in his absence.

9. ADJOURNMENT
The meeting was adjourned at 1:26 p.m.
Next meeting: March 5, 2025
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Imperial County Local Health Authority
DBA Community Health Plan of Imperial Valley

Statement of Revenues, Expenses, and Changes in Net Position
For January 2025

January January (YTD)

Actual Budget
Variance - 

B/(W) Actual Budget
Variance - 

B/(W) Current Month Explanations
REVENUE
Premium 23,803,923$   22,968,400$   835,523$    23,803,923$     22,968,400$     835,523$    - Favorable due to member volume, $0.5M;
Pass-Through 347,552 347,092 459   347,552 347,092   459   mix favorable by $0.3M 
HN Settlements -  -  -  -   -   -  - Rates consistent with revised 2024
TOTAL REVENUE 24,151,474 23,315,492 835,982 24,151,474 23,315,492 835,982

HEALTH CARE COSTS 23,437,357$   22,626,440$   (810,917)$    23,437,357$     22,626,440$     (810,917)$    

Gross Margin 714,118 689,052 25,066 714,118 689,052 25,066

ADMINISTRATIVE EXPENSE
Salaries & Wages 358,850$    309,654$    (49,195)$     358,850$     309,654$     (49,195)$     
Benefits Expense 24,195 23,544 (651) 24,195 23,544  (651)  
Total Labor Costs 383,045 333,198 (49,847) 383,045 333,198 (49,847) Unfavorable due to timing with vacation accruals and other year-end entries

Consulting, Legal, & Other Professional 117,831$    140,217$    22,386$    117,831$     140,217$     22,386$    Favorable due to timing of DSNP launch costs
Advertising & Marketing 1,574$    1,800$    226$    1,574$    1,800$    226$       
Information Technology 5,614$    7,321$    1,707  5,614$    7,321  1,707$    
Membership and Subscriptions 9,161$    9,180$    19  9,161$    9,180  19$          
Regulatory Fees 28,418$    28,418$    0  28,418$     28,418  0$          
Travel 3,302$    4,933$    1,632$    3,302$    4,933$    1,632$    
Meals & Entertainment 1,483$    500$     (983)$   1,483$   500$    (983)$      
Insurance and Banking 5,785$    7,509$    1,724  5,785$    7,509  1,724$    
Occupancy & Facility 3,986$    4,717$    731   3,986$    4,717  731$       
Office Expense 1,962$    10,460$    8,498  1,962$    10,460  8,498$    
Other Admin 101$     -$   (101) 101$    -  (101) 
Total Administrative Expense 562,261 548,254 (14,007) 562,261 548,254 (14,007)

Non-Operating Income
Dividend, Interest & Investment Income 98,640$    87,391$    11,248$    98,640$     87,391$     11,248$    Favorable investment income due to higher rate of return on portfolio
Rental Income 1,494 1,450 44  1,494 1,450  44  
Total Non-Operating Income 100,133 88,841 11,292 100,133 88,841 11,292

Depreciation & Amortization 10,656$    11,000$    344   10,656$     11,000$     344   
Change in Net Position 241,334$    218,639$    22,695$    241,334$    218,639$    22,695$    

Key Metrics
Enrollment 97,557  95,243  2,315  97,557  95,243  2,315  
Revenue PMPM $247.56 $244.80 $2.76 $247.56 $244.80 $2.76
MLR 97.04% 97.0% 0  bps 97.0% 97.0% 0  bps
Admin Ratio 2.3% 2.3% 2  bps 2.3% 2.3% 2  bps
Net Income PMPM $2.47 $2.30 $0.18 $2.47 $2.30 $0.18
Net Income % 1.0% 0.9% 6  bps 1.0% 0.9% 6  bps
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Imperial County Local Health Authority
DBA Community Health Plan of Imperial Valley
Administrative Cost Variance, by Department

January 2025

Administrative Cost Variance by Department
(Budget vs. Actual)

Healthcare 
Services Care Mgmt Subtotal Operations

Sales & 
Marketing

Member & 
Provider Subtotal Compliance Corporate Executive Finance HR IT

Total 
Variance

Salaries & Wages (35,258)$    12,323$     (22,935)$    (6,122)$     -$   (3,372)$      (9,494)$      1,515$   -$   (5,376)$      (10,472)$    -$  (2,433)$      (49,195)$   
Benefits Expense (259)$         986$           727$     1,002$    -$   93$   1,094$     1,630$    (350)$    (2,508)$      (1,174)$      -$  (72)$  (651)$        
Total Labor Costs (35,517)$    13,309$    (22,208)$    (5,120)$     -$   (3,280)$      (8,399)$      3,145$   (350)$    (7,884)$      (11,646)$    -$  (2,506)$      (49,847)$   

Consulting, Legal, & Other Professional (20,944)$    -$    (20,944)$    15,000$       (3,000)$      -$  12,000$      4,001$   -$   9,885$        18,220$      (777)$   -$  22,386$    
Advertising & Marketing -$    -$   -$   (189)$  630$   -$   441$   -$   -$  -$  -$  (215)$   -$  226$   
Information Technology (88)$    1,200$        1,112$        -$  -$  -$  -$  1,200$   -$   -$  965$  -$  (1,570)$      1,707$      
Membership and Subscriptions -$    -$   -$   -$  -$  -$  -$  -$  89$  (70)$  -$  -$  -$  19$    
Regulatory Fees -$    -$   -$   -$  -$  -$  -$  -$  0$  -$  -$  -$  -$  0$    
Travel -$    -$   -$   1,778$   -$   50$   1,828$     850$    -$   (741)$   (305)$   -$  -$  1,632$      
Meals & Entertainment -$    -$   -$   (171)$  -$  -$  (171)$   -$  -$  (626)$   (185)$   -$  -$  (983)$        
Insurance and Banking -$    -$   -$   -$  -$  -$  -$  -$  1,724$        -$  -$  -$  -$  1,724$      
Occupancy & Facility -$    -$   -$   -$  -$  -$  -$  -$  731$   -$   -$  -$  -$  731$   
Office Expense 1,700$     1,700$     3,400$     -$   -$  (125)$   (125)$   535$   3,254$     (246)$    1,680$        -$  -$  8,498$      
Other Admin -$    -$   -$   (101)$  -$  -$  (101)$   -$  -$  -$  -$  -$  -$  (101)$        
Total Admin Variance (54,849)$    16,209$     (38,639)$    11,197$     (2,370)$    (3,355)$    5,472$     9,732$     5,449$     318$     8,729$        (992)$   (4,076)$      (14,007)$  

Additional Notes:
Labor costs are unfavorable largely due to timing of vacation accruals; no risk to full-year estimates
Consulting cost are favorable due to timing of DSNP launch costs, offset by HMA (MOC) work performed on behalf of Healthcare Services
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Net Equity $ 20,347,677

Add: Subordinated Debt and Accrued Subordinated Interest $ 0

Less: Report 1, Column B, Line 27 including:  $ 0
Unsecured Receivables from officers, directors, and affiliates; Intangibles

Tangible Net Equity (TNE) $ 20,347,677

Required Tangible Net Equity * $ 4,398,177

TNE Excess (Deficiency) $ 15,949,499

1 289,817,688$    - Q1
A. Minimum TNE Requirement $ 1,000,000 289,817,688$    - Annualized

B. REVENUES:
150,000,000$   

2% of the first $150 million of x  2%
annualized premium revenues $ 3,000,000 3,000,000$   
(lines 1, 2, 4, 5, 7, 9 from Income Statement)
Plus

139,817,688$   
1% of annualized premium revenues x  1%
in excess of $150 million $ 1,398,177 1,398,177$   

Total $ 4,398,177 4,398,177$    - Required TNE

Imperial County Local Health Authority dba
Community Health Plan of Imperial Valley

Summarized Tangible Net Equity Calculation
As of Janruary 31, 2025

Full Service Plan * Calculated Required Tangible Net Equity
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Health Services Report 

1. Community Health Improvement Update

2. Audit/Accreditation Update
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Current Status

• We are working through our Q1 NCQA focused Audit which will run completely though Q1 ending on 03/31.

• Answering NCQA’s questions via their online portal

• Reviewing and uploading documents to the online portal
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Accreditation Timeline

NCQA Standards and IRT 
Purchased

Pre-Application Requirements Submitted

Application Submission
September 2024

NCQA Focused Audit Begins 
January 2025

Look-back period begins 
December 2024

Reviewing and uploading documents 
to NCQA’s online portal  
March 2025
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Accreditation Timeline (continued)

Survey Submission Dates 
• HEA June 03, 2025 
• HPA June 24, 2025

NCQA Response 
• HEA July 2025
• HPA August 2025
 

Detailed review of Documents uploaded to 
NCQA’s online portal complete
May 2025

Audit Summarized for NCQA
April 2025
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Next Steps

• Early on in Q2 we will summarize our findings of the audit which will be sent as part of our NCQA accreditation process 

• By the end of Q2 we will have reviewed and submitted all documents to NCQA for our Accreditation 

• Overall, we remain on track for our Q2 Submission for Health Plan as well as Health Equity Accreditation in June

• We expect to hear back from NCQA by the end of July/beginning of August
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 Local Health Authority Commission  
Executive Summary: CHPIV Compliance Department Update February 2024 

 

Community Health Plan of Imperial Valley  2 

Department of Managed Health Care (DMHC) D-SNP Filings 

As part of the D-SNP application process, CHPIV submitted two required filings to the DMHC. As 
reported last month, the 1st D-SNP filing related to financial feasibility and provider contract 
templates has been completed. Below please find additional updates to the second filing. 

DMHC Filing Filing Description Status 
2nd D-SNP Filing Transition to D-SNP 

materials including CHG 
ASA Contract 

Preliminary and conditional approval – Review 
remains in progress. DMHC grants preliminary and 
conditional approval for the sole purpose of 
meeting the CMS application deadline for our 
transition to D-SNP.  
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Regulatory Track: CMS Approval
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Operations Dashboard
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28



Member Experience

Confidential and Proprietary Information 7
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Member Inquiries Handled by CHPIV (Jan-Feb 2025)

Walk-Ins Online

Call Reason Count of 
Enrollee ID

% Total 
Calls

Update PCP 6,577 46%

Benefits & Eligibility 3,071 21%

Material Request 889 6%

Medical Authorization 474 3%

ID Card 288 2%

Top Call Reasons Handled by Health Net
(Jul –Dec 2024)
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Community Updates

March 18th, 2025, Q1 Community Advisory Committee Meeting

 March 22nd, 2025, City of Imperial BBQ Event

 May 2nd, 2025, Imperial Valley Taco Festival (Brawley)

Confidential and Proprietary Information 9
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STANDARDS OF CONDUCT

While it is impossible to list everything that could be considered misconduct in the 
workplace, what is outlined here is a list of examples of inappropriate conduct. 
Engaging in these behaviors may lead to discipline, up to and including termination. 

Examples of misconduct include: 
• Violation of the policies and procedures set forth in this handbook.
• Possessing, using, distributing, selling, or negotiating the sale of illegal drugs

or other controlled substances. 
• Being under the influence of alcohol or drugs during work hours, or on

organization business. 
• Inaccurate reporting of hours worked by you or any other employees.
• Providing knowingly inaccurate, incomplete, or misleading information

when speaking on behalf of the organization or in the preparation of any 
employment-related documents including, but not limited to, job 
applications, personnel files, employment review documents, intra-
organization communications, or expense records. 

• Taking or destroying organizational property.
• Fighting with, or harassment of (as defined in our EEO policy), any fellow

employee, vendor, or customer. 
• Disclosure of organization trade secrets and proprietary and confidential

commercially sensitive information (i.e., financial or sales records/reports, 
marketing or business strategies/plans, product development information, 
customer lists, patents, trademarks, etc.) of the organization or its members, 
contractors, suppliers, or vendors. 

• Refusal or failure to follow directions or to perform a requested or required
job task. 

• Refusal or failure to follow safety rules and procedures.
• Excessive tardiness or absences.
• Working unauthorized overtime.
• Solicitation of fellow employees on organization premises during working

hours. 
• Use of obscene or harassing (as defined by our EEO policy) language in the

workplace. 
• Engaging in outside employment that interferes with your ability to perform

your job at this organization or that is a conflict of interest to the 
organization. 

• Engagement in criminal activity or criminal arrest and conviction.

SEXUAL AND OTHER UNLAWFUL HARASSMENT 
The Community Health Plan of Imperial Valley is committed to providing a work 
environment free of harassment in any form, including inappropriate and disrespectful 
behavior, intimidation, and other unwelcome conduct directed at an individual 
because of their inclusion in a protected class. Applicable federal and state law defines 
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harassment as unwelcome behavior based on someone's inclusion in a protected class. 
Sometimes language or actions that were not expected to be offensive or unwelcome 
are, so employees should err on the side of being more sensitive to the feelings of their 
co-workers rather than less. 

The following are examples of harassment; behaviors not in this list may also be 
considered harassment: 

• Unwanted sexual advances.
• Offering employment benefits in exchange for sexual favors.
• Retaliation or threats of retaliation for refusing advances or requests for favors.
• Leering, making sexual gestures or jokes, or commenting on an employee's body.
• Displaying sexually suggestive content.
• Displaying or sharing derogatory posters, photographs, or drawings.
• Making derogatory epithets, or slurs.
• Ongoing teasing about an employee's religious or cultural practices.
• Ongoing teasing about an employee's sex, sexual orientation, or gender identity.
• Physical conduct such as touching, assault, or impeding or blocking movements.

Sexual harassment on the job is unlawful whether it involves coworker harassment, 
harassment by a manager, or harassment by persons doing business with or for the 
Community Health Plan of Imperial Valley, such as clients, customers, or vendors. 

Retaliation 
Any form of retaliation against someone who has expressed concern about any form 
of harassment, refused to partake in harassing behavior, made a harassment 
complaint, or cooperated in a harassment investigation, is strictly prohibited. A 
complaint made in good faith will under no circumstances be grounds for disciplinary 
action. Individuals who make complaints that they know to be false may be subject to 
disciplinary action, up to and including termination. 

Enforcement 

All managers and supervisors are responsible for: 

• Implementing the Community Health Plan of Imperial Valley’s harassment
policy.

• Ensuring that all employees they supervise have knowledge of and understand the
Community Health Plan of Imperial Valley policy.

• Reporting any complaints of misconduct to the designated Community Health
Plan of Imperial Valley representative, the Office & Human Resources Manager,
so they may be investigated and resolved internally.

• Taking and/or assisting in prompt and appropriate corrective action when
necessary to ensure compliance with the policy; and

• Conducting themselves in a manner consistent with the policy.



Addressing Issues Informally 
Employees who witness offensive behavior in the workplace - whether directed at them 
or another employee - are encouraged, though not required, to immediately address it 
with the employee whose behavior they found offensive. An employee who is 
informed that their behavior is or was offensive should stop immediately and refrain 
from that behavior in the future, regardless of whether they agree that the behavior 
could have been offensive. 

Harassment Complaint Procedure 
Employees are encouraged to use the Complaint Procedure to report behavior that 
they feel is harassing, whether that behavior is directed at them. The Complaint 
Procedure provides for immediate, thorough, and objective investigation of claims of 
harassment. Appropriate disciplinary action will be taken against those who are 
determined to have engaged in harassing behavior. 

ABUSIVE CONDUCT 
Abusive conduct means malicious conduct in the workplace that a reasonable person 
would find hostile or offensive and unrelated to an employer’s legitimate business 
interests. Abusive conduct may include repeated infliction of verbal abuse, such as the 
use of derogatory remarks, insults, and epithets, verbal, or physical conduct that a 
reasonable person would find threatening, intimidating, or humiliating, or the 
sabotage or undermining of a person’s work performance. A single act will generally 
not constitute abusive conduct, unless especially severe. 

The Community Health Plan of Imperial Valley considers abusive conduct in the 
workplace unacceptable and will not tolerate it under any circumstances. Employees 
should report abusive conduct to a manager or Human Resources. Managers are 
responsible for ensuring that employees are not subjected to abusive conduct. All 
reports will be treated seriously and investigated when appropriate. Employees who 
are found to have engaged in abusive conduct will be subject to discipline, up to and 
potentially including termination. Retaliation against an employee who reports 
abusive conduct or verifies that it took place is strictly prohibited. 

COMPLAINT PROCEDURE 

The Community Health Plan of Imperial Valley has established a procedure for a fair 
review of complaints related to any workplace controversy, conflict, or harassment. 
Employees may take their complaint directly to the person or department listed in Step 
2 if the complaint is related to their supervisor or manager or if the employee feels the 
supervisor or manager would not provide an impartial resolution to the problem. 

Step 1 
The complaint should be submitted orally or in writing to a supervisor or manager 
within three working days of the incident or as soon as possible. Sooner is better, as it 
will assist in a more accurate investigation, but complaints will be taken seriously 
regardless of when they are reported. Generally, a meeting will be held within three 
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business days of the employee's request, depending upon scheduling availability. 
Attempts will be made to resolve the issue during the meeting, but regardless of 
whether there is an immediate resolution, the supervisor or manager will give the 
employee a written summary of the meeting within three business days. Resolution 
may take longer if further investigation of the complaint is required. If the employee is 
not satisfied with the resolution, they may proceed to Step 2. 

Step 2 
The employee may submit an oral or written request for review of the complaint and 
Step 1 resolution to the Human Resources Department or a designated investigator. 
This request should be made within three working days following the receipt of the 
Step 1 resolution. The Human Resources Department or the designated investigator 
will review the complaint and resolution and may call an additional meeting to explore 
the problem. If warranted, additional fact-finding will be undertaken. A final decision 
will be as soon as practicable, thereafter receiving the Step 2 request, and a written 
summary of the resolution will be provided to the employee who filed the complaint. 

EXTERNAL EEO COMPLAINTS 

In addition to the organization’s internal complaint procedure, employees may also 
contact either the Equal Employment Opportunity Commission (EEOC) or the 
California Civil Rights Department (CRD) to report unlawful harassment. You must 
file a complaint with the CRD within three years of the alleged unlawful action. The 
EEOC and the CRD serve as neutral factfinders and will attempt to assist the parties 
to voluntarily resolve their disputes. For more information, contact the nearest EEOC 
or CRD office. 

CORRECTIVE ACTION 

A high level of job performance and professionalism is expected from each employee. 
If an employee’s job performance does not meet the standards established for the 
position, they violate Community Health Plan of Imperial Valley’s policies or 
procedures, or their behavior is otherwise unacceptable, corrective action may 
ensue. Corrective action may include, but is not limited to: coaching, oral or written 
warnings, performance improvement plans, paid or unpaid suspension, demotion, and 
termination. The type and order of actions taken will be at management's sole 
discretion and the Community Health Plan of Imperial Valley is not required to take 
any disciplinary action before making an adverse employment decision, including 
termination.  
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COMPENSATION 

PAY PERIODS 
The standard seven-day payroll workweek for the Community Health Plan of Imperial 
Valley will begin at 12:00 a.m. Sunday. The designated pay period for all employees 
is bi-weekly. Paydays are bi-weekly on Friday. Except as otherwise provided, if any 
date of paycheck distribution falls on a weekend or holiday, employees will be paid on 
the preceding scheduled workday. 

TIMEKEEPING 
All non-exempt employees are required to use the timekeeping system to record their 
hours worked. For the purposes of this policy, all forms of timekeeping will be referred 
to as clocking in or out. 

Employees should clock in no sooner than two minutes before their scheduled shift 
and clock out no later than two minutes after their scheduled shift. Additionally, 
employees are required to clock in and out for their designated lunch periods Each 
hourly employee is required to take their meal break before the end of their 6th hour 
working. Lunch periods are unpaid when employees are relieved of all duties. 
Employees are entitled to uninterrupted meal breaks. Non-exempt employees are 
required to clock-out and clock-in at their lunchtimes. 

Accurate timekeeping is a federal and state wage and hour requirement, and 
employees are required to comply. Failing to enter time into the timekeeping system 
in an accurate and timely manner is unacceptable job performance. Employees are 
required to record ALL time they are working on Plan business. Failure to do so could 
result in disciplinary action. Employees may not ask another employee to clock in or 
out for them. Should an employee miss an entry into the timekeeping system, they 
must notify their manager as soon as possible for correction.  

Non-exempt employees are not permitted to work unscheduled times without prior 
authorization from their manager. This includes clocking in early or late.  

Hourly employees are responsible for taking and attesting their paid 10-minute breaks. 
The break form is to be completed and submitted at the beginning of each pay period. 
These breaks are to be taken first at 10:00 am and then again at 3:30 PM. 

OVERTIME 

The Community Health Plan of Imperial Valley complies with all applicable federal 
laws regarding payment of overtime work. Non-exempt employees will be paid 
overtime (one and one-half times the regular rate of pay) for all hours worked over 
eight in one workday, over 40 in one work week. 
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If the Community Health Plan of Imperial Valley approves an employee’s request to 
make up work time, the hours of that makeup work performed in the same week that 
the work was lost do not count towards computing the total number of hours worked 
in a day. 

Employees are required to work overtime when assigned. Any overtime worked must 
be authorized by a supervisor or manager, in advance. Working unauthorized 
overtime or the refusal or unavailability to work overtime is unacceptable work 
performance, subject to discipline including but not limited to termination. 

PAYROLL DEDUCTIONS 
The Community Health Plan of Imperial Valley complies with the salary basis 
requirements of the Fair Labor Standards Act (FLSA) and does not make improper 
deductions from the salaries of exempt employees. There are, however, certain 
circumstances where deductions from the salaries of exempt employees are 
permissible. Such circumstances include: 

• When an exempt employee is absent from work for one or more full days for
personal reasons other than sickness or disability

• When an exempt employee is absent for one or more full days due to sickness or
disability if the deduction is made in accordance with a bona fide sick leave plan
that provides compensation for salary lost due to illness.

• To offset amounts received as witness or jury fees, or for military pay.
• When an employee is on unpaid leave under the Family Medical Leave Act
• During an employee's first and last week of employment, if they work less than a

full week.

If an employee believes that an improper deduction has been made, they should 
immediately report this to their manager or the person responsible for payroll 
processing. Reports will be promptly investigated and if it is determined that an 
improper deduction has occurred, the employee will be promptly reimbursed. 

PAY ADJUSTMENTS, PROMOTIONS AND DEMOTIONS 
All pay increases are based upon merit, market factors, and the profitability of the 
Community Health Plan of Imperial Valley. Any pay increases are retrospectively paid 
from the beginning of the pay period after the employee’s hire date anniversary that 
are granted will be made in the 1st quarter of the new year.  There is not an automatic 
annual cost of living or salary adjustment. Salary decreases may take place when there 
is job restructuring, job duty changes, job transfers, or adverse business economic 
conditions. Demotion is a reduction in responsibility, usually accompanied by a 
reduction in salary. If demotion occurs, employees will maintain their seniority with 
the Community Health Plan of Imperial Valley. 
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PERFORMANCE EVALUATION 
Performance reviews are scheduled to take place approximately thirty (30) days before 
or after the anniversary date of the employee. This evaluation may be either written or 
oral.  

If the employee receives an evaluation sheet or other written document, they will be 
required to sign it. An employee's signature does not necessarily indicate that the 
employee agrees with all the comments, but that they have been given the opportunity 
to examine the evaluation and discuss it with their manager. The completed and signed 
evaluation form will be placed in the employee's personnel file and the employee will 
receive a copy of the performance evaluation. 

In addition to performance evaluations, informal counseling sessions may be 
conducted from time to time. 

WORK ASSIGNMENTS 
On occasion employees may be required to perform duties that are not part of their job 
description or usual tasks. This may happen because a co-worker is absent, a position 
is temporarily vacant, the business or department is particularly busy, or for other 
reasons. Employees are expected to perform these additional duties in a timely fashion 
and to the best of their ability. Should questions about process or procedure arise, 
employees should speak with their manager. Unless informed otherwise, employees 
will be paid at their regular rate of pay. 

EXPENSE REIMBURSEMENT 
The Community Health Plan of Imperial Valley will cover all reasonable, business-
related expenses. Any cost that does not fall within the guidelines below must be 
approved by the appropriate manager before the expense is incurred. Employees may 
not be reimbursed for expenses that were not approved in advance and are deemed 
unnecessary or extravagant. 

The following types of expenses may be reimbursable under this policy: 

• Lodging
• Travel expenses including airfare, reasonable airline luggage fees, train fare, bus,

taxi, and related tips.
• Meals, including tips up to 20%
• Laundry and dry-cleaning expenses during trips in excess of five days
• Car rental, parking fees, and tolls
• Mileage on a personal vehicle at the current IRS reimbursement rate
• Conference and convention fees
• Business entertainment expenses, up to pre-approved limits

Reimbursable limits on each type of expense will be found in the travel request forms 
in the Finance Department’s policies. All travel outside of Imperial County requires 
your manager’s approval on a completed Travel Request Form. 
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The following expenses are examples of expenses not reimbursable under this policy: 

• Airline club dues
• Traffic fines
• Tips more than 20%
• In-flight movies, mini-bar expenses, and other forms of personal entertainment
• First-class airfare
• Alcohol Drinks

No policy can anticipate every situation that might give rise to legitimate business 
expenses. Reasonable and necessary expenses not listed above may be reimbursable. 
When prior approval is required, managers should use their best judgment 
to determine if an unlisted expense is reimbursable under this policy. 

Credit Cards 
Community Health Plan of Imperial Valley issued credit cards are to be used for 
purchases on behalf of the Plan and for any travel expenses incurred while traveling 
on Community Health Plan of Imperial Valley business only. At no time may an 
employee use a Plan credit card for purchases intended for personal use; such expenses 
will require that the Plan be reimbursed and may lead to revocation of credit card 
privileges and other discipline. Credit card expenses require the same reimbursement 
documentation as other expenses. 

Documentation 
Requests for reimbursement of business expenses must be submitted on the Expense 
Reimbursement Form. These forms are available through deluxe. To comply with IRS 
regulations, all business expenses be supported with adequate records. Employees are 
responsible for keeping these records as expenses are incurred. These records must 
include: 

• The amount of the expenditure
• The time and place of the expenditure
• The business purpose of the expenditure
• The names and the business relationships of individuals for whom the

expenditures were made.

Requests for reimbursement lacking this information will not be processed and will be 
returned to the employee. While original receipts are preferred for all expenses, they 
are required for those greater than $25.00. Requests for exceptions to this policy 
should explain why the exception is necessary and be approved by management. 

Approvals 
Expense reimbursement forms, together with required documentation, and the 
approved Travel Request Form must be submitted to the employee's manager for 
review and approval. Once the expense reimbursement has been approved, it should 
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be submitted for processing no more than 30 days after the expenses 
occurred. Managers approving expense reports are responsible for ensuring that the 
expense report has been filled out correctly with the required documentation and that 
the expenses submitted are allowable under this policy. 

ADVANCES AND LOANS 
The Community Health Plan of Imperial Valley does not give advances or loans to 
employees. 

BENEFITS 

HOLIDAYS 
Regular full-time employees are entitled to the following paid holidays observed by 
The Community Health Plan of Imperial Valley: 

• New Year's Day
• Martin Luther King Jr. Day
• President's Day
• Memorial Day
• Independence Day
• Labor Day
• Thanksgiving
• Friday after Thanksgiving
• Christmas Day

Other days or parts of days may be designated as holidays with or without pay. No 
holiday pay will be paid to an employee who is on an unpaid status. If a holiday falls 
on a Sunday, the holiday may be observed on the following Monday. If the holiday 
falls on a Saturday, the holiday may be observed on the preceding Friday. 

VACATION 
Vacations provide a break beneficial to both the Community Health Plan of Imperial 
Valley and employees. Vacation time is available to all employees after their 90th day 
of employment. Therefore, employees are encouraged to take vacations annually. 
Eligible employees include: 

• Full-time exempt
• Full Time Non Exempt
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