
Glory Chinese Baptist Church 

Travel And Other Expenses Reimbursement Policy 

The Church Council adopted the following resolution  

at a regular meeting on February 9th, 2014. 

I. Purpose 

Church council of Glory Chinese Baptist church recognizes that pastors and other 

staff (“personnel”) of the Church may be required to travel or incur other expenses from 

time to time to conduct ministry business and to further the mission of this church. The 

purpose of this Policy is to ensure that (a) accurate cost controls are in place, and that (b) 

travel and other expenditures are appropriate, and (c) to provide a uniform and consistent 

approach for the timely reimbursement of authorized expenses incurred by Personnel. It 

is the policy of Glory Chinese Baptist Church to reimburse only reasonable and necessary 

expenses actually incurred by Personnel. 

When incurring business expenses, the Church expects Personnel to 

1. Exercise discretion and good business judgment with respect to those expenses 

2. Be cost conscious and spend ministry money as carefully and judiciously as the 

individual would spend his or her own funds. 

3. Report expenses, supported by required documentation, as they were actually 

spent. 

II. Reimbursement Form 

Expenses will not be reimbursed unless the individual requesting reimbursement 

submits a written reimbursement form. The reimbursement form, which shall be 

submitted at least monthly or within two weeks of the completion of travel if travel 

expense reimbursement is requested. 

III. Receipts 

Receipts are required for all expenditures billed directly to the Church, such as 

airfare and hotel charges. No expense in excess of  $50 will be reimbursed to Personnel 

unless the individual requesting reimbursement submits with the reimbursement report 

written receipts from each vendor (not a credit card receipt or statement) showing the 

vendor’s name, a description of the services provided (if not otherwise obvious), the date 

and the total expenses, including tips (if applicable) 

IV. Personal Cars 

Personnel are compensated for use of their personal cars when used for ministry 

business. When individuals use their personal car for such travel, including travel to and 

from the airport, mileage will be allowed at the currently approved IRS rate per mile. 

In the case of individuals using their personal cars to take a trip that would normally 

be made by air, mileage will be allowed at the currently approved rate; however, the total 

mileage reimbursement will not exceed the sum of the lowest available round trip coach 



airfare Reimbursement is subject to fund available and will not be exceed yearly 

budgeted amount set by the Church. 

V. Other expenses 

Reasonable ministry-related expenses will be subjected to budget set by the Church.  

 

 

 


