BEGINNING EXPERIENCE INTERNATIONAL MINISTRY, INC.
REIMBURSEMENT REQUEST
[bookmark: _GoBack]Submit to: Beginning Experience International Ministry, Inc., 395 W Avon Rd, Avon, CT  06001

Issue Check to (Name): ______________________________________________________________________________ Address: _________________________________________________________________________________________ City/State/Zip or Post Code/Country____________________________________________________________________ Vendor receipt/invoice attached from: _________________________________________    Amount:  $ _____________
For _______________________________ 	Date ____________ 	Account No:____________

Vendor receipt/invoice attached from: _________________________________________    Amount:  $ _____________ For _______________________________ 	Date ____________ 	Account No:____________
Vendor receipt/invoice attached from: _________________________________________    Amount:  $ _____________ For _______________________________ 	Date ____________ 	Account No:____________
Vendor receipt/invoice attached from: _________________________________________    Amount:  $ _____________ For _______________________________ 	Date ____________ 	Account No:____________
TOTAL $ ___________

If checked, please consider this amount as a tax-deductible in-kind contribution   ❑


Mileage reimbursement:

Date 	From ____________________________    To: ______________________ 	Miles ________ Date 	From ____________________________    To: ______________________ 	Miles _________ Reason _______________________________________________ 	Account No:____________

Date 	From ____________________________    To: ______________________ 	Miles ________ Date 	From ____________________________    To: ______________________ 	Miles _________ Reason _______________________________________________ 	Account No:____________
TOTAL MILES_____________ (Mileage reimbursed at the current rate allowed for business expense by the Internal Revenue Service)
If checked, please consider this amount as a tax-deductible in-kind contribution   ❑


Your signature____________________________________________________________   Date ___________________

IMC200803

Beginning Experience International Ministry, Inc.
International Board of Directors
Reimbursement Policy



The Beginning Experience International Ministry Center reimburses reasonable expenses to members of the International Board of Directors (IBD) incurred in fulfilling responsibilities as a member of the International Board, or as a volunteer fulfilling responsibilities requested by the Executive Director of Beginning Experience International Ministry, Inc.

The same expenses are reimbursed to other ministry representatives fulfilling responsibilities requested by the Executive Director. Reimbursement is issued according to these guidelines:

Travel to and from IBD meetings, or to and from team visits or other events as an official representative of the IMC
	fare for plane, train or bus with receipt
	travel to and from the airport, train or bus depot with receipt
	tolls and parking expenses with receipt
	mileage at U.S. Internal Revenue Service federally allowable rate with appropriate form
	telephone, fax, copying and postage expenses with receipt

When someone is asked to visit a team, the team is asked to provide lodging and meals.

Lodging is provided from the requested time of arrival for IBD meetings, excluding conferences or conventions.

Meals are provided once IBD meetings begin, or other events begin at which attendance is requested by the IMC, excluding conventions or conferences, up to the following limits with  receipts:
	breakfast up to $8
	lunch up to $9
	dinner up to $18

Board members shall be responsible for lodging and meal expenses associated with assigned attendance at conventions or conferences.

To be reimbursed or to be considered a gift in kind, receipts must be submitted within 60 days of incurring the expense.
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