St. Joseph Strongsville
Reimbursement Policy: Transportation Travel Costs
Effective July 1, 2018

Volunteer, Charitable activities

There are three (3) different ways to receive remuneration for transportation expenses as a
result of volunteering in performing charitable activities.

1. Personal federal income tax deduction for you

1.1. 1.1 The information here is provided simply as a guide. You should consult your tax
professional for assistance in your particular individual situation.

1.2. Before traveling, you may wish to secure authorization by the pastor for classifying
these costs as a charitable activity supported by St. Joseph Church. Travel distance
must exceed 20 miles (40 miles round trip) to be considered for authorization.

1.3. Use a vehicle which you provide.

1.4. Pay for the vehicle’s operating expenses with funds you provide.

1.5. Account for the mileage your vehicle experienced in one of two ways:

1.5.1. Use a reputable source (such as Google Maps, MapQuest or other) to calculate
the round-trip distance from St. Joseph Church to the address where the charitable
activity is being performed.

1.5.2. Keep a mileage log for all travels during the period when the charitable activity
occurred. Indicate “Purpose” and odometer readings at least on a daily basis on
the logging form.

1.6. When you file your income tax forms for the period when the charitable activity
occurred, you may be able to deduct the federally approved rate for every mile logged
in service of the charitable event.

2. Reimbursement for use of your vehicle.

2.1. Before traveling, secure authorization by the pastor for reimbursing these costs as a St.
Joseph church supported charitable activity. Travel distance must exceed 20 miles (40
miles round trip) to be considered for authorization.

2.2. Use a vehicle which you provide.

2.3. Pay for the vehicle’s operating expenses.

2.4. Account for the mileage your vehicle experienced in one of two ways:

2.4.1. Use areputable source (such as Google Maps, MapQuest or other) to calculate
the round-trip distance from St. Joseph Church to the address where the charitable
activity is being performed. Print out the trip information for attachment to the
reimbursement request to the finance office.

2.4.2. Keep a mileage log for all travels during the period when the charitable activity
occurred. Record “Purpose” and odometer readings at least on a daily basis on the
logging form.
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2.5. Submit a church designed “PO” (purchase order) (http://www.sjohio.org/facilities) plus
supporting documentation requesting reimbursement for the charitable portion of
vehicle expenses at the current rate (as of today, $.14 per mile). No other vehicle
expenses will be reimbursed. Submit it to the staff member who is the point of contact
for your church organization. A marked-up version of this form is included to help
guide you.
Rent a vehicle (using Diocese of Cleveland guidelines)
3.1. Before traveling, secure approval from the pastor for reimbursement of these costs as a
St. Joseph church supported charitable activity.
3.2. Find the most appropriate vehicle(s) at the lowest cost. Note that there are no
agencies that provide the Diocese of Cleveland with preferential rates.
3.3. Plan for payment in one of two ways (preferred practice).

3.3.1. Have someone from the church use their assigned church credit card to pay for
this rental agreement.

3.3.2. Have the church’s Finance Office prepare a check for the expense of the rental
agreement.

3.4. Fill out the rental form

3.4.1. Agree to purchase the “optional” damage insurance

3.4.2. If possible, rent all vehicles and all drivers on one rental agreement contract.
This may allow any driver to drive any of the vehicles on the contract.

3.4.3. When appropriate, consider adding an additional authorized driver to the rental
agreement so that in the case of one driver becoming disabled, an authorized
driver can replace him/her.

3.5. Pay for the vehicle’s operating expenses with funds you provide.
3.5.1. Keep receipts for expenses
3.6. Compile the actual costs for operating this vehicle
3.7. Submit a church designed “PO” (purchase order) (http://www.sjohio.org/facilities) plus
original receipts requesting reimbursement for your expenses. Submit it to the staff
member who is the point of contact for your church organization. A marked-up version
of this form is included to help guide you.

III
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Purchase Order

St. Joseph Church

12700 Pearl Road ORDERDATE: Month, DD, YYYY

Strongsville, Ohio 44136-3484

Phone: (440) 238-5555 ACCOUNT NUMBER:

FAX: (440) 238-1059

VENDOR INFORMATION:

Vendor: Youwr noume REQUESTED BY: Put Your naume here

Address 1:

Address2. | Yowr address ORDERED BY:

City, State, Zip:  Your address

CHARGE TO: DESCRIPTION UNIT PRICE AMOUNT
Brief name of What was the expense $ XX.XX $ XX.XX

the event for?

AN EXAMPLE BELOW
Repair lights at Holy ~ Walmart, lamp sockets $12.34 $12.34
Name church

Paint base of stand ~ Sherwin-Williams - Lyndhurst, 3 $32.10 $ 3210
at St. Cyril gallons of blue paint B
Travel to St. Cyril 375 miles round trip per attached $ 14/mile $ 52.50 -
mileage log. -
SUBTOTAL $96.94-
TAX
SHIP. & HANDLING
TOTAL $ 96.94
REASON/JUSTIFICATION SPECIAL INSTRUCTIONS
The pastor made a request that we help out Please keep the check in the office and
a parish that needed some of our skills and T will pick it up next week.
labor.
APPROVED BY DATE
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STARTING ENDING CHARITABLE

DATE PURPOSE OF TRIP ODOMETER | ODOMETER MILES NOTES

EXCERPT FROM IRS Publication 526, 2017, page 19

Car expenses. If you claim expenses directly related to use of your car in giving services to a qualified
organization, you must keep reliable written records of your expenses. Whether your records are considered reliable
depends on all the facts and circumstances. Generally, they may be considered reliable if you made them regularly and
at or near the time you had the expenses.

For example, your records might show the name of the organization you were serving and the dates you used your car
for a charitable purpose. If you use the standard mileage rate of 14 cents a mile, your records must show the miles
you drove your car for the charitable purpose.
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