
Business Travel Expenses Policy 

Meals 

Antioch will reimburse employees for meals while traveling if the following conditions are met: 

• The employee is traveling away from their general tax home (B/CS) for substantially longer than 

an ordinary day’s work, and 

• The employee needs to get substantial sleep or rest to meet the demands of the work while 

away 

 

**Meals purchased for travel away from the tax home but not overnight are not reimbursable by 

Antioch. These meals would generally have to be included in the employee’s taxable wages.**  

Employees are expected to make reasonable selections when purchasing meals or buying groceries for 

meal preparation. Up to three meals a day are reimbursable. Snacks (including coffee) in addition to 

three meals are consider personal maintenance items and are not allowed for reimbursement.  

When a meal is provided by a lodging facility or as part of a conference/official function/event, then a 

claim for purchasing another meal is not allowed.  

No reimbursement may be made for alcoholic beverages and related taxes/tips. 

Employees should keep detailed records/receipts (including the amount, date, place, and purpose of the 

expense incurred) of all meals purchased while traveling. These records/receipts should either be 

reported on the employee’s monthly credit card report or submitted for reimbursement no later than 60 

days after the expense. 

Use this chart to determine qualifying reimbursable meals: 

Meal First day of multiple day trip Last day of multiple day trip 

Breakfast Yes, if departure time is at or 
before 6:30am 

Yes 

Lunch Yes, if departure time is at or 
before 11am 

Yes, if return time is at or after 
2:00pm 

Dinner Yes, if departure time is at or 
before 5:00pm 

Yes, if return time is after 
7:00pm 

 

 

Lodging 

The cost of overnight lodging (room rate and tax only) is reimbursable when the approved business 

travel is at least 45 miles away from the church office. Employees are expected to choose reasonable 

lodging accommodations. Generally, this means a single occupancy, standard room. In the case where a 



conference rate is offered at a lodging site, no accommodation more expensive than that rate should be 

booked. The employee must retain records/receipts of all lodging expenses incurred and report them on 

their monthly credit card statement or submit them for reimbursement no later than 60 days after the 

expense. 

 

Transportation 

The most cost-effective means of transportation should be used while traveling for business. The 

employee must retain records/receipts of all transportation expenses incurred and report them on their 

monthly credit card statement or submit them for reimbursement no later than 60 days after the 

expense. 

• Personal vehicle 

When a personal vehicle is used for business travel, the employee will be reimbursed at 

the current IRS authorized mileage rate for miles incurred. Commuting from the 

traveler’s home to their primary work location is not a reimbursable expense. The 

mileage reimbursement covers all costs related to the operation of the vehicle, including 

service, maintenance, insurance, depreciation, and fuel. Employees must keep a log of 

business miles traveled.  

Reasonable parking charges and tolls associated with business travel will also be 

reimbursed.  

• Rented vehicles 

 

The employee should investigate the use of alternative transportation (i.e. airport 

shuttle, taxi, etc.) before deciding to rent a car. The employee should choose the most 

economic vehicle available unless there is a legitimate business purpose for choosing a 

larger vehicle. Travelers should decline the pre-paid fuel options and refuel the rental 

car prior to returning to the rental agency. The cost of business related fuel will be 

reimbursed. 

Fines incurred due to parking, speeding or other violations of the law are not 

reimbursable and should be paid by the employee. 

• Air travel  

When traveling by air is necessary, employees are expected to obtain the lowest 

available airfare that reasonably meets business travel needs. Purchasing a ticket above 

coach/economy class should receive prior approval by the Operations Director. 

Employees are encouraged to purchase flights at least 30 days in advance to avoid 

premium airfare pricing. 



• Other 

The cost of other methods of transportation such as buses, taxis, trains, etc. are 

reimbursable if they are cost-effective and necessary for business travel. 

 

Miscellaneous expenses 

The following miscellaneous expenses are considered business travel expenses and are eligible for 

reimbursement: 

• Baggage fees 

• Dry cleaning/laundry fees 

• Telephone fees 

• Tips for expenses listed for expenses mentioned throughout this document 

• Incidental expenses (fees and tips given to porters, baggage carriers, hotel staff, etc.) 

 

Expenses for Non-Employee Travelers 

On the occasion where Antioch approves a non-employee to attend a conference, seminar, training, or 

other activity, all business-related travel expenses are considered reimbursable if the non-employee has 

a legitimate, business-related reason for attending the activity. If there is no legitimate business-related 

reason, all expenses are considered non-reimbursable. 

 

Personal Vacation Combined with Business Travel 

In general, personal vacation should not be combined with business travel. In rare circumstances prior 

approval must be received by the Operations Director. All expenses related to personal vacation are non-

reimbursable. Employees should never use their church credit card to pay for such expenses. 

 

Cash Advances for Travel 

Generally, employees should use their church credit card or personal funds/reimbursement request for 

travel expenses. However, a cash advance can be made under the circumstances below. Employees 

must keep detailed records/receipts of all expenses incurred. These records, along with any leftover 

cash, must be returned to the Antioch accountant within 24 hours of returning to College Station. 

• A church credit card is not available, and it would be a financial hardship for the employee to 

pay the travel expenses out of pocket. 



• The destination is in an isolated area or region with limited access to suppliers or services that 

accept credit cards 

• An employee is traveling with a group of non-employees for a mission trip. 

 

Antioch Credit Card Reward Points 

Antioch accumulates rewards points when using the ChaseINK church credit cards. These points are 

reserved to be used on business travel expenses such as flights, hotels, rental cars etc. Under no 

circumstances will these points be used for personal expenses or benefit.  

Points should only be used if the cost of the travel reservation will be less than or equal to traditional 

payment methods. 

Before making any travel reservations, employees should communicate with the Antioch accountant to 

determine if credit cards points will be used.  

 

Personal Rewards Programs 

Employee’s may accumulate personal rewards points, such as frequent flyer miles, when booking 

business travel accommodations. However, the prospect of earning personal points should in no way 

affect the accommodation choices that the employees make. All business travel expenses chosen should 

be the most affordable, reasonable option available. 


