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PTO Policy 

• Our Paid Time Off (PTO) policy includes all time out of the office. You could accrue 10 
hours/month. The time allotted is meant to cover all employee out of office needs 
(vacation and sick days).  Generally borrowing PTO time that has not yet been accrued 
is permitted, arrangements must be made with your manager when taking time off. 

• We have a ‘use it or loose it’ PTO policy however recognize sometimes extenuating 
business circumstances arise.  You may speak with your manager to see if special 
arrangements for roll over are an option

• As with all time off for all employees, it’s important that each team ensure appropriate 
client coverage 

• Additionally Kinetix provides the following days off in addition to PTO: 
• Week between Christmas and New Years
• 10 Federal Holidays (including 3 floating holidays which can be used at a day 

other than the designated holiday) 
• 3 - ½ day summer Fridays but for this summer 2019 you will 1-1/2 day SF

• The company is closed between Christmas and New Year’s. However, if clients are 
working, it is expected the TKG account team will be available to them as needed. 

Full-time Employees
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Holiday Schedule
Full-time Employees

Wednesday, January 1, 2020 New Year's Day

Monday, January 20, 2020 Birthday of Martin Luther King, Jr.*

Monday, February 17, 2020 Washington's Birthday/Presidents' Day

Monday, May 25, 2020 Memorial Day

Friday, July 3, 2020 Independence Day  (observed)

Monday, September 7, 2020 Labor Day

Monday, October 12, 2020 Columbus Day*

Wednesday, November 11, 2020 Veterans Day*

Thursday, November 26, 2020 Thanksgiving Day

Friday, December 25, 2020 Christmas Day

*Floating Holidays

NEW:  One floating holiday for religious or cultural observance or 
community service.
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TKG Finance



5

What Is The Process?

SOW is created and 
approved

PO is received and 
entered into our 

system 
(includes forecast)

Job codes are set 
up

Expenses are 
recorded via check 

requests, Amex 
coding, and 

expense reports

A P&L statement is 
generated monthly 

and reviewed
Billing occurs

The forecast is 
adjusted (if needed)

Client budget 
tracker is updated 

and meetings 
scheduled for 

quarterly updates
$ = J

SOW= Scope of Work, PO= Purchase Order, P&L= Profit & Lost  
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What Is Your Role in Finance?

• Provide accurate and timely information:
• Check requests
• Amex coding
• Expense reports
• Recording hours (if needed)

• Abide by company Expense Guidelines
• Communicate with your customer about budgets
• Communicate with your project team about budgets
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New PO Form
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New Job Set Up Form
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Expenses

• Expense Categories
• Expense Report 
• Coding Amex
• Expense Policies
• Check Requests
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TriNet Expenses 

• Employee will receive a welcome email from TriNet Expenses with their TriNet Expense 
login credentials 

• When the email is received, the employee will need to click on the link in that email to 
accept their invite and activate their account

• Employee must log onto the Expense tool at least once from the regular TriNet Platform 
through Single-Sign-On (SSO) which will activate the link between their payroll and 
expense accounts so that you can reimburse them via payroll

o SSO: Logon to TriNet Platform > from the Employee View > navigate to the 
dashboard on the left and select > Money > Expense

• Once employee’s expense is submitted, Sarah McNulty will approve the expense for 
reimbursement 

Employees that travel frequently will be assigned to TriNet
Expenses. 
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TKG Billing Process  

1. Initial Setup: In order to be a vendor for TKG, the following items need to be 
completed and provided to your TKG contact:
• New Vendors

ü Signed Non-Disclosure Agreement (NDA)
ü Completed and signed W-9
ü Documentation of agreed upon compensation (or hourly) rate for services

2. When TKG employees reach out to the vendor for work, they must provide a TKG-
generated job code prior to beginning

3. All vendor invoices are then emailed to invoices@thekinetixgroup.com (Allison 
Brewer), who will then reach out to the TKG Project Owner to confirm the cost 
associated with their project  

Following guidelines for vendor setup and billing process

mailto:invoices@thekinetixgroup.com
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Check Request Form

• One check request per vendor invoice
• Checks are processed and sent to the vendor within 30-45 days of Leila receiving the 

check request 
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Expense Categories
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Coding Amex Statements
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Employee Expense Report 
If employees are not using TriNet to submit reimbursement, 
they must use this process
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New Expense Policies
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Receipts 

• Electronic confirmations with $$ are acceptable from hotels, airlines, restaurants, etc
• Paper receipts should be scanned and be saved as a pdf file
• Multiple receipts can go onto one pdf file, but they must all be from the same job code
• Each new job code should have a separate pdf
• Please E-mail receipts to:  receipts@thekinetixgroup.com
• Only the job code should be placed into the subject line.  No other correspondence is 

needed.   

A receipt should be obtained for all expenses over $25

mailto:receipts@thekinetixgroup.com
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Sample P&L


