The Episcopal Diocese of Arizona

Request for Business Expense Reimbursement Form

Reimbursement Policies

BON -

Expenses must have a business connection

Reimbursements must be requested within 30 days after an expense Is incurred

Substantiation of expense must accompany request for reimbursement

Substantiation includes a receipt or documentation which includes actual amount, date,

place and business purpose of expense

5. For reimbursement of entertainment expenses the business relationship of the person or
persons entertained must be inciuded (l.e. meals)

6. For travel expense reimbursement, attach approved Travel Authorization Form

Person Requesting Reimbrusement:

Mileage & Transportation Expense
(Totals from page 2)

Personal Auto Business Miles

Parking fees, tolls, local fares

Total Mileage & Transportation Exp

On the job

$

$

$

Travel Expenses
Fares (air, train, bus)
Lodging
Meals
Car rental, taxi, bus, etc
Cther

Total Travel Expenses

Away from home 50 miles and overnight
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Professional Expenses

Continuing education, seminar, conf fees
Books and publications

Supplies

Entertainment {Total from page 3)

Total Professional Expenses
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Total Expenses
Less Advance
Owed to (by) Employee

| certify that the expenses reported above are business expenses (directly attributable to my ministry)

Signature:

Date:

The Episcopal Diocese of Arizona

114 W Roosevelt
Phoenix, AZ 85003 0010272004



2008 Mileage Form

Location Mileage Reading Business
Date To/From _ Business Purpos{ Beginning End Miles
Personal Auto Business Miles
x reimbursement rate of $0.460

Transfer total to page 1 Personal Auto Busines Miles line




The Episcopal Diocese of Arizona

Entertainment and Miscellaneous Expense Form

Date

Describe Expense
(What & Where)

Business Purpose
{Why)

Person(s) included
{Who)

Amount

Page 3

0B/02/2004




