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Appendix VI: PRIVATE 
Meal Reimbursement & Automobile Allowance Guidelines
1. Meal Reimbursement


The purpose of this policy is to defray the cost of conducting the Church business when it is both necessary and justifiable. However, the policy is not to encourage one to conduct the Church business over meals at the expense of the congregation.


The Finance Committee wishes to use a formal policy governing meal reimbursement.

Pastoral Staff

Pastoral staff, while incident to the discharge of official business, may apply for meal reimbursement. The meal reimbursement will only cover pastoral staff and outside guests of the Church. Members of the Church or the Executive Board accompanying will be at their own expenses.

Executive Board/Member of the Church

Board members and Church members (with proper authorization from the Board) while incidental to the discharge of official business may apply for meal reimbursement covering only the portion relating to the outside guests of the Church.


In order to maintain high integrity and avoid apparent misuse, under no circumstances will meals for members of the pastoral staff and members of the Church be allowed to charge to the Church even for the purpose of conducting official Church business, unless prior approval has been given by the Executive Board.


In keeping with the policy of financial independence for all fellowships, official business in this policy refers to church-wide or congregational-wide business versus fellowship business.


Request for reimbursement should include the following:


a. receipt


b. name of guests


c. description of purpose of meal


d. justification as to why meal is necessary


e. approved signature by authorized person

2. Automobile Reimbursement

The intent of these guidelines is to establish equitable means to reimburse pastoral staff and intern for transportation incidental to the discharge of their ministerial responsibilities.

Traveling relating to the following are eligible for reimbursement:

a. Perform official visitation representing the Church;

b. Attend official meetings representing the Church;

c. Attend the Church meetings held in locations other than the        usual working places;


Notwithstanding the above provisions the following are specifically excluded from reimbursement:

a. Attend social events such as weddings and receptions               (including official weddings ceremonies);

b. Compensated speaking engagements;

c. Travel between home and working places. 


It is the responsibility of the staff to exercise their judgements to determine whether each trip taken is representing the Church.


Detailed records must accompany all automobile allowance requests before they can be processed for payment. Detailed records should include:

a. Date and purpose of each travel

b. Number of kilometers in each travel


It is the responsibility of the Finance Committee to review the per-kilometer rate periodically to ensure the overall reimbursement is reasonable. Effective Jan 1, 2006, the reimbursed rate is $0.50 per kilometer for the first 5,000 kilometers and $0.44 per kilometer thereafter. Full time and part-time pastoral staffs and interns are eligible to claim the reimbursement.  The church will issue T2200 if the pastoral staffs decide to claim the car expenses as employment expenses for personal tax purposes.  Furthermore, the Committee needs to develop reporting guidelines in order to comply with existing tax legislations.
Auto Reimbursement Claim Template
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� Date of Board Meeting or Membership Meeting approving the change(s).





Sheet1

		Grace Chinese Gospel Church of North York

		Mileage Reimbursement

		Date 		Kilometers		From		To		Purpose of the trip











































































		Total km		0				Reimbursement amount		0

Eddie Tang: Eddie Tang:
Calculate the reimbursement amount based per policy.

								Please calculate according to the policy below.

				km claimed

		Jan		

Eddie Tang: Eddie Tang:
Summarized your total mileage for the month.
						

Eddie Tang: Eddie Tang:
Calculate the reimbursement amount based per policy.		Church policy

		Feb						First 5,000km = reimburse $0.50 per km

		Mar						Over 5,000km = reimburse $0.44 per km

		Apr

		May						Full time, part time pastoral staffs and interns are eligible to claim 

		Jun						mileage according to travel policy. (see policy for more detail)

		Jul

		Aug

		Sep

		Oct

		Nov

		Dec

				0








