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POLICY STATEMENT:

First Baptist Church encourages staff members to participate in conventions and staff enrichment events as a means of continuing education, denominational involvement, ministry enrichment, and personal development.  Reasonable travel expenses are budgeted for such events and paid in accordance with published government travel allowances.

PROCEDURES:

1. 
Transportation:  Actual cost of round-trip coach-class air transportation is paid for authorized travel.  Automobile mileage may be paid at the government mileage rate at the time of travel.  Mileage expense may not exceed the cost of a round-trip coach airline ticket and necessary ground transportation costs. Airline ticket receipts are required to substantiate the expense.  Rental cars should also be considered as an alternate form of transportation when planning on driving to and from an event.

2. 
Lodging: Actual cost of lodging is paid based on single occupancy hotel rates.  Lodging receipts are required to substantiate the expense.

3.
Meals and Incidental Expenses:  The cost of meals and incidental expenses will be paid according to published government per diem rates for the location of the conference or convention. Current meal per diem rates can be found at: www.gsa.gov/HP_01_Requested_perdiem.
 No receipts are required for meals and incidental expenses. Meals and incidental expenses will be paid on a “quarters” system.  Employees will qualify for per diem based on the number of quarter days they are in travel status. Travel status begins upon departure from and ends on return to the employee’s primary residence.

4.
Conference Expense: Registration fees and material costs for conferences are covered under this policy.  

5.
Continuing Education: Travel and per diem expenses may be paid for university or seminary classes. Tuition and book expenses related to advanced education are not covered by this Policy. 

6.
Employees may request a travel advance for anticipated expenses related to event attendance.  The request must be submitted to the Minister of Administration at least ten days prior to departure to allow adequate time for processing. Expenses charged to the church debit card (airfare and hotel) may not be included in the advance.

7. 
Family members may travel with ministerial staff members.  There may be church business reasons for accompanied travel.  In such cases travel expenses will be authorized and per diem for one other adult family member will be paid.  Where there is no church business reason for the family member to travel the extra expense will be the responsibility of the staff member.  Accompanied travel must be approved by the Personnel Committee prior to booking reservations.

8. All expenses covered in this Policy are subject to budget limitations.

ACCOUNTABILITY:

The Minister of Administration is accountable to the Personnel Committee for compliance with this Policy.  The Personnel Committee is accountable to the church for currency of this Policy and the effective oversight of its administration. 

