Reimbursable Ministry Expense Policy  
An actual Reimbursable Ministry Expense policy provided by a CBF affiliated church.  Forms and procedures are also provided.  Feel free to use or adjust as your church sees fit. 

Reimbursable Ministry Expense Policy:  
a. “Mileage reimbursement for business-related travel shall be paid at the current rate approved by the IRS.
b. When traveling to business-related functions, employees will be reimbursed for the lesser of these two options: The lowest available reasonable coach airfare or the IRS-allowed mileage reimbursement for driving. Should the employee choose to drive to a destination when the cost of flying would be less, the mileage allowance will be capped at the amount of the lowest available reasonable airfare.
c. Unless authorized by the Personnel Committee, the church will not pay travel expenses for employees' family members when they accompany the employee on church-related business, except to the extent that the additional person(s) share(s) in expenses that otherwise would be incurred.
d. Full-time Ministerial Staff members shall be given an annual book allowance in the budget separate from compensation to acquire ministry-related books and periodicals on a reimbursable basis and receipts for the purchase will be required for reimbursement to occur.
e. Ministry related hospitality is reimbursed for senior ministry team members by providing a receipt with the date, purpose of the meeting, and those in attendance written on the back of the receipt and processed through the normal reimbursement process.
f. [bookmark: _GoBack]Any advanced payments must be documented with receipts and descriptions of the purpose for the expenditure and any excess refunds not used are to be returned to the church within 30 days of the event.
g. A benevolence fund will be part of the church’s budget and adequate records will be maintained to reflect the purpose, date, and person for which the benevolence funds were used.
h. Under this accountable arrangement the church will not report reimbursed amounts as taxable income to the employee.”
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