<<Insert Parish/School Letterhead>>



<<Insert Name of Parish and City >> Parish Expense Reimbursement Policy

Purpose
The purpose of this policy is to establish consistent procedures for the reimbursement of authorized parish business expenses incurred by employees, clergy, religious, and approved volunteers while conducting parish ministry and operations. Parish resources are charitable assets entrusted to the Church and must be used prudently, transparently, and in accordance with sound stewardship practices.

Authorized Expenses
The parish will reimburse reasonable and necessary expenses incurred for approved parish business, including but not limited to:
· Ministry and program supplies
· Religious education materials
· Hospitality expenses related to parish functions
· Meeting and conference expenses
· Mileage and travel expenses approved in advance
· Postage and shipping costs
· Other expenses approved by: << the pastor, parish administrator, parish director, or business manager.  Pastor may delegate to a trustee.  Update for parish’s situation.>>
Personal expenses are not eligible for reimbursement.

Prior Approval
Whenever practical, expenses should be approved by the appropriate supervisor before being incurred. Significant or unusual expenditures may require additional approval in accordance with parish purchasing policies.
<<If parish has dollar thresholds above which require prior approval, parish should insert thresholds here.>>

Receipt Requirements
To receive reimbursement, the individual requesting reimbursement must submit:
1. A completed Expense Reimbursement Report.
2. Itemized receipts or other acceptable supporting documentation.
3. A clear explanation of the business purpose of the expenditure.
Credit card statements alone are not considered sufficient documentation unless accompanied by detailed receipts.
Lost receipts should be documented in writing and may be reimbursed only with pastor / parish administrator / parish director approval.
Because parish reimbursement arrangements are intended to operate under IRS accountable plan principles, all reimbursable expenses must be substantiated with adequate documentation and submitted within the timeframes established by this policy. Reimbursements that are not properly substantiated may be treated as taxable compensation in accordance with applicable IRS rules.

Meal and Hospitality Expense Documentation
Meal expenses incurred for legitimate parish business purposes may be reimbursed when properly documented and approved. Reimbursable meal expenses may include business meetings, ministry-related hospitality, travel meals, and other authorized parish activities.
In accordance with Internal Revenue Service substantiation requirements for business meal expenses, reimbursement requests must include:
· An itemized receipt showing the food and beverage purchased.
· The date of the meal.
· The name and location of the restaurant or establishment.
· The total amount paid, including tax and tip.
· The business purpose of the meal.
· The names of attendees and their relationship to the parish, when applicable (for example, parish staff, volunteers, vendors, consultants, diocesan representatives, or ministry leaders). [irs.gov]
Credit card statements or credit card signature slips alone are not sufficient documentation for meal reimbursement requests. Itemized receipts are required whenever available. 
Individuals seeking reimbursement should document the business purpose and attendees directly on the receipt or expense report at the time the expense is incurred to ensure compliance with IRS recordkeeping requirements. 
Meal expenses must be reasonable and appropriate for the business purpose being conducted on behalf of the parish. Gratuities (tips) are reimbursable up to 20% of the pre-tax meal cost. Any gratuity exceeding 20% will generally be the responsibility of the employee or volunteer unless a specific exception is approved in advance by the pastor, parish administrator, principal, or finance director.
Examples:
· Meal subtotal: $100 
· Maximum reimbursable tip: $20
· Meal subtotal: $75 
· Maximum reimbursable tip: $15
The parish reserves the right to reduce reimbursement requests to comply with this limitation when documented gratuities exceed the allowable percentage.
Meal expenses that are primarily personal in nature, lack a legitimate parish business purpose, or are inadequately documented may be denied reimbursement.
The Parish will not reimburse the cost of alcoholic beverages unless prior written approval is obtained from the Pastor and budget availability is confirmed by the Business Manager. Such approval will be granted only in limited circumstances where the purchase serves a legitimate parish business purpose. Alcoholic beverage expenses incurred without advance approval are considered personal expenses and are not eligible for reimbursement.

Airfare and Lodging Expenses
Because airfare and lodging expenses represent a significant expenditure of parish resources, employees must obtain written approval before making any travel arrangements or incurring any related costs.
1. Pastor Approval Required
· All airfare, hotel, lodging, conference accommodations, and similar overnight travel expenses must be approved in advance by the Pastor.
· Approval must be obtained prior to purchasing tickets, making reservations, or otherwise committing parish funds.
2. Budget Verification
· Before the Pastor grants approval, the parish Business Manager must review the request and confirm that sufficient funds are available within the approved parish operating budget.
· The Business Manager's confirmation shall include verification that the proposed expense is consistent with the purpose and funding source of the applicable budget line item.
3. Approval Process
· Employees must submit a travel request that includes: 
· Purpose of travel;
· Dates of travel;
· Estimated airfare costs;
· Estimated lodging costs;
· Any anticipated conference, registration, meal, or transportation expenses.
· The Business Manager shall document budget availability and forward the request to the Pastor for final approval.
4. Unauthorized Expenses
· Airfare or lodging expenses incurred without prior approval from both the Business Manager (budget verification) and the Pastor may be considered unauthorized and may be denied reimbursement.
· Exceptions may be granted only in extraordinary circumstances and must be approved by the Pastor after consultation with the Business Manager.
5. Cost Stewardship
· Employees are expected to exercise prudent stewardship of parish resources by selecting reasonable and cost-effective travel options.
· Airfare should generally be economy class, and lodging arrangements should be modest and appropriate for the business purpose of the trip.

Sales Tax Exemption
Parish employees and volunteers are entrusted with the stewardship of parish resources. Whenever possible, purchases should be made in a manner that minimizes costs to the parish, including the use of available sales tax exemptions, discounts, and other cost-saving opportunities. Careful stewardship helps ensure that parish financial resources remain available to support the mission and ministries of the Church.
As a tax-exempt religious organization, the parish seeks to avoid unnecessary expenditures of charitable funds. Employees and volunteers making purchases on behalf of the parish are expected to use the parish's sales tax exemption certificate whenever permitted by state law and accepted by the vendor.
Prior to making purchases, individuals should:
· Present the parish's sales tax exemption certificate to the vendor whenever applicable.
· Inform the vendor that the purchase is being made on behalf of the parish.
· Request that sales tax not be charged on qualifying purchases.
Under Wisconsin Department of Revenue (DOR) Publication 206 (04/22), Part 6.E (https://www.revenue.wi.gov/DOR%20Publications/pb206.pdf), a purchase by an individual is generally taxable, even if the parish reimburses them. The exception is when all of the following are true:
1. The invoice or receipt is in the parish's name.
1. The purchaser gives the seller the parish's CES number or a completed S-211.
1. If paying with personal funds, the purchaser gives the seller a written statement from the parish authorizing the purchase and confirming the parish will reimburse them.
If sales tax is paid on a purchase that would have qualified for exemption, the reimbursement request should include an explanation of why the exemption was not utilized.
The parish may decline reimbursement of avoidable sales tax charges when a sales tax exemption certificate could reasonably have been presented and accepted by the vendor.
Nothing in this policy is intended to require the use of the exemption certificate where state law does not permit the exemption, where the purchase does not qualify for exemption, or where the vendor is unable or unwilling to process the exemption in accordance with applicable law.

Submission Deadline
Expense reimbursement requests must be submitted within 30 days after the close of the month in which the expense was incurred.
Example: An expense incurred on March 10 must be submitted no later than April 30.
Expense reports received after the submission deadline may be denied unless an exception is approved by the pastor / parish administrator / parish director or business manager.
For employees, late submissions approved as exceptions beyond the IRS 60-day reasonable period may be treated as taxable wages.  Volunteers should not be reimbursed if they do not meet the above guidelines.
Any unspent cash advances or cash advances without proper documentation must be returned to the parish within 120 days of initial receipt.

Special Reporting Deadlines
The parish may establish earlier submission deadlines during certain periods of the year to facilitate timely financial reporting and accounting close procedures.
Examples include:
· Fiscal year-end closing
· Annual audit preparation
· Other circumstances deemed necessary by parish administration
To ensure accurate financial reporting, all expense reimbursement requests related to the fiscal year ending June 30 must be submitted by the deadline communicated by the parish business office. This deadline may be earlier than the standard reimbursement policy requirement and must be followed to allow expenses to be recorded in the correct fiscal year.
Employees and volunteers will be notified of any special deadlines. Compliance with these deadlines is required to ensure expenses are recorded in the proper accounting period.

Mileage Reimbursement
Mileage incurred for approved parish business will be reimbursed at the parish-approved rate, which generally follows the current IRS standard mileage rate unless otherwise established by parish policy.
Mileage reimbursement requests must include:
· Date of travel
· Purpose of trip
· Destination
· Number of business miles driven
Commuting between home and the regular parish work location is not reimbursable.
Any mileage reimbursement above the IRS standard mileage is taxable to employees.

Review and Approval
Expense reports will be reviewed for:
· Proper documentation
· Compliance with parish policies and IRS guidelines
· Appropriate business purpose
· Availability of budgeted funds
Reimbursements require approval by the individual's supervisor, pastor, or other designated approver. <<List of approvers may vary by parish.  Update as appropriate for your parish.  Parish’s may have two layers of approvals, especially for larger expenses.  It is common to have the business manager confirm that there are budgeted dollars for an expense, and then for the pastor to approve the expense.  Department leads may also be initial approvers.  For example, school principals usually are the first approvers for teacher reimbursements.  DREs would approve expenses the catechists incur before escalating the approvals to the parish business office and/or to the pastor.>>  Expenses incurred by the pastor shall be reviewed by at least one trustee and the business manager.

Payment of Reimbursements
Approved reimbursements will generally be processed through the parish accounts payable system and paid according to the regular payment schedule.  <<Update for parish’s reimbursement schedule.>>
Non-Compliance
The parish reserves the right to deny reimbursement for expenses that:
· Are not adequately documented
· Are submitted after required deadlines
· Do not serve a legitimate parish business purpose
· Violate parish, diocesan, or other applicable policies

Policy Administration
Questions regarding this policy should be directed to the parish business manager. The parish reserves the right to modify this policy at any time to meet operational, financial, or archdiocesan requirements.
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