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Purpose and Requirements 
 

God has so graciously loaned DWA financial resources so that we might carry out 

the great commission of making disciples of and baptizing all nations.  In utilizing 

these resources, we are called to be faithful stewards of these gifts.  Because of this, 

DWA has created a travel and expense policy that communicates guidelines, 

process and procedures that are in line with best practices of faithful stewardship.  
 

The purpose of this policy is to document the allowable Diocesan expenses eligible 

for reimbursement.  These include necessary and reasonable expenses as defined 

under section 162 of the Internal Revenue Code.  Also included is additional 

reference information that may be useful to DWA employees/volunteers in 

submitting DWA expense reports in order to receive timely reimbursement.  If you 

are not sure how to classify a certain expense, contact your manager or DWA’s 

Operation Manager. 
 

This policy is a guideline that should help with understanding what is generally 

acceptable expense reimbursement. There will be exceptions, and those are 

acceptable, as long as individuals are cost conscious and responsible in managing 

expenses. It is the traveler’s responsibility to assure that expenses are authorized 

and reported correctly. Exceptions to this policy MUST be pre-approved. 

  

Qualified Expense Categories 
Shown below are the qualified expense categories that appear on your expense 

reports.  The employee is responsible for proper classifications of expenses.  Use 

only the available categories.   

  

Description  

Airfare  

Lodging  

Automobile Rental  

Taxi  

Other Transportation  

Meals & Entertainment   
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Postage  

Dues and Subscriptions  

Cell Phone  

Other/Miscellaneous  

  

Note:  Tips are not a separate category.  Incorporate them into the cost of the 

product or service you received.  Tips on meals should not exceed 18% of the total 

tab. 
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Substantiation Requirements 

All expenses must be accompanied by a receipt or supporting 

documentation.  Meals of less than $5.00 value do not require a receipt.  The Diocese 

does not offer a per diem rate. 

 

Non-Reimbursable Expenses 

The following are travel and business expenses not reimbursed by DWA since they 

are primarily for personal use, unless approved by DWA leadership under 

extraordinary circumstances: 
 

• Alcoholic Beverages 

• Airline club memberships.  

• Airline upgrades.  

• Business class for domestic flights or first class for all flights.  

• Childcare, adult dependent care or pet care.  

• Commuting between home and the primary work location.  

• Costs incurred by traveler’s failure to cancel travel or hotel reservations in a 

timely fashion.  

• Evening or formal wear expenses.  

• Haircuts and personal grooming.  

• Laundry and dry cleaning for travel less than three days.  

• Passports, vaccinations and visas when not required as a specific and 

necessary condition of the travel assignment.  

• Personal care and sundry items, reading materials and other entertainment 

expenses.  

• Traffic tickets or towing charges.  

• Travel accident insurance premiums or purchase of additional travel 

insurance.  

• Other expenses not directly related to the business travel. 

• Airline and in room movie rentals  

 

Travel Authorization 
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It is the Diocese of Western Anglican’s policy to provide reimbursement for pre-

approved travel-related expenses only. Pre-approved travel is travel that has been 

planned for and included in the current year’s budget.  If travel is required but not 

in the current year’s budget pre-approval must be obtained from either the Bishop 

or the President, prior to making travel arrangements 

 

If travel included in the current year’s budget for any event has been exhausted, 

and planned travel expenditures will exceed the budgeted dollar amount, approval 

by the Bishop or the President is required prior to making travel arrangements. 
 

For clarification regarding whether travel is approved, or whether travel included 

in the current year’s budget has been exhausted please direct questions to the 

Operations Manager, prior to your making arrangements to travel.  

 

The Diocese of Western Anglicans allows a $50.00 daily food allowance. This is not 

a per diem allowance. All food expenditures over $5.00 must be substantiated. Any 

food purchased exceeding $50.00 for the day will be the responsibility of the traveler 

and will not be reimbursed by DWA.  

 

Expense Report Submission Deadline 

Individuals are reimbursed for allowable expenses incurred by submitting expense 

detail and supporting receipts attached with the Diocese of Western Anglicans 

Expense Form as often as required, but at least once each month. Unless otherwise 

noted in this handbook, receipts are required for reimbursement. All requests for 

expense reimbursement must be submitted in a timely manner once the expense is 

incurred.  

 

Prepaid Travel 

It is not DWA’s policy to provide cash advances for travel.  DWA will arrange for 

prepaid airline tickets if request is made to the Operations Manager via DWA 

Expense Reimbursement Form checking the appropriate box for prepaid ticket 

purchase request. Request for prepaid tickets should be made as far in advance as 
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possible in order to enable the Diocese to take advantage of early purchase 

discounts.   

 

Reimbursement Requirements 

  

Outside of prepaid travel airline tickets paid by DWA, all travel related expenses 

should be paid by the employee or unpaid minister and submitted for 

reimbursement according to the following categories and guidelines: 

   

Airfare 

It is the policy of the Diocese of Western Anglicans to obtain the lowest airfare 

available for all domestic and international flights. Please plan as far in advance as 

possible in order to take advantage of early purchase discounts.  The Diocese 

reimburses the cost of the airline ticket only and will not pay for travel insurance, 

or insurance to refund purchase price of ticket if traveler changes or cancels a fight. 

Flight itineraries are not receipts, so please forward a copy of actual purchase 

receipts. 

  

Car Rental 

We encourage everyone to consider alternatives to renting a car, when possible i.e. 

church member picks up from the airport, etc. but when renting is necessary 

individuals are requested to comply with the following rental guidelines.  

  

Guidelines to follow when renting cars: 

  

1. Sub-compact, and compact to mid-sized models must be rented unless more 

than two persons are traveling together.   

2. It is more economical to return the car having refilled the tank 

yourself.   DWA will only reimburse for fuel costs if you refilled the tank 

yourself. 

3. Rental cars should be returned to the original rental location in order to avoid 

costly drop-off charges, unless travel requirements make this impossible. 
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4. DWA insurance does not cover you, the employee or unpaid minister for the 

consequences of your driving. DWA will not reimburse the cost for rental car 

insurance coverage offered by the rental car company.  If your own insurance 

policy does not cover the use of a rental car, we suggest purchasing insurance 

offered by the rental car company or other alternatives at your own expense.   

Upgrades not authorized by this policy are not reimbursable. (CHECK ON 

INSURANCE) 

5. There is no mileage reimbursement for rental cars, only reimbursement for 

fuel purchases with accompanying receipts.   

   

Telephone/Fax 

  

Employees will be reimbursed for fax expenses incurred.  Due to phone charges, 

please do not use hotel phones for long distance calls. Note the requirements for 

reimbursement as follows: 

  

• The Diocese will reimburse for reasonable calls during travel. 

• Telephone and fax expenses should be entered separately on the expense 

report.  Phone calls appearing on hotel bills should be expensed on the 

"Telephone" line of the expense report and not included on the lodging line.  

 

Cellular Phone Charges: 

Although it is not the policy of DWA to issue cell phones, DWA may request that 

certain individuals to maintain and use personal cell phones for DWA business 

purposes. In such cases the individual must maintain the type of cell phone 

coverage that is reasonably related to the needs of DWA’s mission and ministry 

purposes. However, the reimbursement amount must be limited to DWA related 

cell phone charges, and the reimbursement must be reasonably calculated so as not 



 

Diocese of Western Anglicans 
     Travel and Expense Policy 
 

 

 

8 

Travel and Expense Policy  Reviewed July 2020 

to exceed expenses the employee actually incurred in maintaining the cell phone. 

Those being reimbursed are required to submit substantiation of the expenses. 

 

Airport Parking 

  

When airport parking is required use long term parking.  Use a Shuttle 

transportation or ride share if less expensive than long-term parking or have a 

spouse/friend/family member etc. drop you off at the airport when possible. DWA 

will reimburse mileage, for third party (spouse/friend/family member) airport 

transportation when this is clearly to the company’s advantage.   

Mileage 

  

If an employee is required to use his or her personal automobile on work-related 

business, DWA, will reimburse the employee for mileage at the per mile rate 

approved by the Internal Revenue Service (I.R.S.) for business organizations.   

Shuttle/Public Transportation/Rapid Transit/Ride Share 

  

People on ministry on behalf of the diocese, should evaluate their individual 

circumstances and select the safest, most economical alternative when traveling to 

and from all destinations. 

  

Shuttle, ride-share and public transportation expenses should be itemized on the " 

Tolls Parking Taxi Ride Share ' line of the expense report and must be accompanied 

by a receipt. 

   

Lodging 

  

We encourage our people to use host homes, when possible. If not possible, 

travelers should make a reasonable judgment combining proximity to your 

location(s) with appropriately modest accommodations. It is not expected that you 

will compromise convenience or safety in favor of fiscal responsibility. 
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In-room movies and use of hotel gym, massage services, and sauna facilities will 

not be reimbursed. 

  

Laundry services and valet parking are generally considered non-reimbursable 

expenses.  Exceptions must be brought to the attention your immediate supervisor 

for approval.     

  

Meals 

  

Total daily meal expenses should not exceed $50.00.  Note: this is not a per diem 

allowance.  All meals expensed must have detailed receipts as outlined below. 

  

When expensing meals, please note the following: 

• Detachable tabs from dinner checks are not considered valid receipts 

and will not be accepted. 

• A register receipt or a credit card receipt must be submitted. 

• All meals should be entered under the correct date in the 

corresponding category (breakfast, lunch, dinner).    

• If there are multiple receipts for one meal, please list separately (do 

not add). 

• Receipts should describe who attended and the meeting’s purpose. 

• This information can be written on the back of the receipt itself or on 

the expense report. 

• It is not the policy of DWA to provide reimbursement for the purchase 

of alcoholic beverages for employees/volunteers or guests.  

  

Personal Losses 

Personal losses while on diocesan business are not reimbursable. 
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Reasonable Exceptions 

 
It is not the intention of the Diocese to cause a financial hardship for its employees 

and/or unpaid ministers while serving the diocese and special circumstances may 

occasionally prevail that can be considered on a case-by-case basis by the 

Operations Manager. 

  

 

Expense Reports and Approval Requirements 

General Requirements 

 

The requirements for expense reports and approvals are as follows: 

  

• Expense reports should be completed and submitted to DWA Operations 

Manager by the 20th of each month in order to facilitate timely 

reimbursement. 

• All expenses included on the expense report must be accompanied by a valid 

receipt (copies are acceptable), and a brief explanation of the expense.   

• All expense reports must be approved and signed by your immediate 

Manager or the diocesan Operations Manager.  

• These requirements may be modified at any time at the discretion of the 

diocesan leadership. 

 Receipt of Acknowledgment 

  

I _______________________________ (employee/unpaid minister) have read and 

understood the Travel and Business Expense policy. I agree to adhere to this 

policy as outlined.  

 

_________________________________________  ____________________ 

Employee/Unpaid Minister Signature     Date 

 


