Guidelines for Determining Allowability of Mileage Reimbursement
Material referenced for this document includes IRS Publications 463 & 587 and the ISI Field Finance Manual
When determining the allowability of a mileage request for reimbursement, a determination needs to be made whether or not the miles claimed are truly reimbursable expenses or commuting miles per the IRS. Commuting is the cost of taking a bus, trolley, subway, taxi or of driving a car between your home and your main or regular place of work. These costs are personal and cannot be reimbursed no matter how far your home is from your regular place of work. You cannot deduct these expenses even if you work during the commuting trip. [image: image1.png]Temporary
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Home: The place where you reside. Transportation expenses between your home and
your main or regular place of work are personal commuting expenses.

Regular or main job: Your principal place of business. If you have more than one job,
you must determine which one is your regular or main job. Consider the time you
spend at each, the activity you have at each, and the income you earn at each.

Temporary work location: A place where your work assignment is realistically
expected to last (and does in fact last) one year or less. Unless you have a regular
place of business, you can only deduct your transportation expenses to a temporary
work location outside your metropolitan area.

Second job: If you regularly work at two or more places in one day, whether or not
for the same employer, you can deduct your transportation expenses of getting from
one workplace to another. You cannot deduct your transportation costs between your
home and a second job on a day off from your main job.





Example. Peter had a telephone installed in his car. He sometimes uses that telephone to make business calls while commuting to and from work. Sometimes business associates ride with him to and from work and have a business discussion in the car. Neither of these activities will allow the mileage to be reimbursed.

If you travel from your home to another location on a consistent basis, the only way that you will be able to request reimbursement for this mileage is if your home qualifies as your principal place of business. Your home will qualify as our principal place of business if you meet the following requirements.
· The home must be used exclusively and regularly for administrative or management activities of your ministry.

· There must be no other fixed location where you conduct substantial administrative or management activities of your ministry.

There are many activities, which are administrative or managerial in nature. Here is a partial listing of items, which are normally considered administrative but it is not an all-inclusive listing:
· Filling out requests for reimbursement
· Keeping records or books

· Ordering supplies

· Setting up appointments

· Writing reports

Activities outside of your home office which will not disqualify your in-home office status are:

· Someone else does their bookkeeping

· You occasionally perform administrative functions while traveling or staying in a motel

· You conduct non-administrative and non-managerial activities at a fixed location outside your home.

The key here is that the space in your home must be used exclusively and regularly for business. To qualify under the exclusive use test, you must use the specific area of your home only for your ministry. The area used for business can be a room or other separately identifiable space. The space does not need to be marked off by a permanent partition. You do not meet the requirements of the exclusive use test if you use the area in question both for ministry and for personal purposes.

Example 1. Mark is a missionary and uses a den in his home to write reports, letters, appeals, etc. His family also uses the den for recreation. Since the den is not used exclusively in his profession, he cannot claim his office space as a home office.
Example 2. John is a self-employed missionary. Most of John’s time is spent at donor’s and student’s homes and offices discussing religion and building relationships. He has a small office in his home that he uses exclusively and regularly for the administrative or management details of his ministry. John does not fill out his own requests for reimbursement. His administrative assistant completes these forms for him. John’s home office qualifies as his principal place of business.

Example 3. Paul is a self-employed missionary. He spends the majority of his time discussing religion and building relationships on three major college campuses in his area. He uses a room in his home that he has converted to an office exclusively and regularly to conduct administrative and managerial activities. Paul’s home office qualifies as his principal place of ministry.

Example 4. Fred is a self-employed missionary. He spends the majority of his time discussing religion and building relationships on three major college campuses in his area. He uses a computer in his living room to do administrative and managerial work for the business. His family also uses the computer for emailing family and friends as well as playing games. Fred’s home office does not qualify as his principal place of ministry because it is not used exclusively for his ministry.

The chart below can be used to quickly determine if you have a qualified home office or not. 
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* Do not use this chart if you use your home for the storage of inventory or product samples, or to operate a day-care facility. See Exceptions to Exclusive Use,
earlier, and Day-Care Facility, later.




If it is determined that your home office is not your main place of business, then we must determine where your main place of business is. The main place of business may still be your home, depending on other locations you do business.

If you have more than one place of work, consider the following when determining your main place of business or work. 

· The total time you ordinarily spend working in each location.

· The degree of your ministry activity in each location.

This will need to be documented and kept on file in order to substantiate the reimbursement of mileage, which may be questioned if audited by the IRS or an outside audit firm. The format below can be used when determining the main place of business.
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The main place of business equals the location with the highest % of time spent. 

Example 1. Luke is a missionary who works on a college campus and has to raise his own support. In the course of a month he visits students on the local college campus, holds a bible study on the campus, and visits various churches to raise support for his ministry.  He fills out his expense reports in his living room at the coffee table. When he figures his time spent at various locations using the format above he determined the following: 


CSU


10 hours
13%


Home


25 hours
31%


Churches

30 hours
38%


Ministry errands
15 hours
19%


Total hours

80

Because Luke visits several churches not just one, his main place of business is his home even though his in home office is not used exclusively for business.

Example 2. James works for a missionary company as an area supervisor. He travels from his home to a city office every couple of days to fill out reports and make appointments. He also holds a bible study on a nearby campus and teaches an ESL class on the same campus. He estimates that he spends the follow hours at work:


City office

20 hrs

33%


Campus

25 hrs

42%


City errands

10 hrs

17%


Miscellaneous
 05 hrs

08%


Total hours

60

James main place of business is the city office because that is where he has a fixed location for administrative duties even though he spends more time at the campus.  Mileage to the city office is not reimbursable, however, mileage to the college is.

Example 3. Barnabas has an office space in his family room where he fills out his reimbursement forms and statistics to be sent into the main office. Three time a week he meets with students at a local college to discuss religion, class difficulties and life on campus. He also picks up the students for activities, which the city director organizes. His activities look like this:


Work on stats
10hrs

22%


College work

20hrs

44%


Run to activities
15hrs

33%


Total hours

45

Barnabas cannot be reimbursed for mileage to the college campus because that is where his main place of ministry is. However, if he picks up students and then goes somewhere, any mileage after he picks up the students is reimbursable.

Below are some examples of mileage logs both good, poor, and questionable. I have used the Colorado Springs area in these examples for the sake of convenience.

	Questionable


	
	
	

	Date
	Destination
	Purpose
	Miles

	
	From
	To
	
	

	
	Home
	I-House
	ICF
	8

	
	Home
	Campus
	Mtg w/ pastor
	8

	
	Home
	Ellicott
	Student BBQ
	43

	
	Home
	Peyton
	Student Activity
	10

	
	Home
	I-House
	ICF
	8

	
	Home
	Peyton
	Student dinner
	22

	
	Home
	Airport
	Drop off student
	38

	
	Home
	I-House
	ICF
	8

	
	Home
	Dorm
	Move student
	8

	
	Home
	Campus
	Mtg w/ pastor
	8

	
	Home
	Peyton
	mtg w/ student
	22

	
	Home
	I-House
	ICF
	8

	
	Home
	Airport
	Student send off
	38

	
	Home
	I-House
	ICF
	8

	
	Home
	Dorm
	Move student
	8

	The miles are exactly the same for I-house, campus and dorm. The I-house, campus and dorm appear to be on a university campus. Are you really traveling to the campus every day? If so, and you do not have a qualified Home Office, then you are commuting to the university 2-3 times a week; if you do have a qualified Home Office then the miles are reimbursable.
	

	
	
	
	
	

	Incorrect -- needs better detail

	Date
	Destination
	Purpose
	Miles

	
	From
	To
	
	

	1-Jan
	Colorado Springs
	CU
	Carnival
	4

	2-Jan
	Colorado Springs
	CHCC
	FP training
	19

	3-Jan
	Colorado Springs
	North CSU
	get students/welcome party
	20

	4-Jan
	Colorado Springs
	CU
	DUFAN/get students/counseling
	13

	5-Jan
	Colorado Springs
	CU
	copies & meeting
	9

	6-Jan
	Colorado Springs
	CU
	meet w/ students/GG
	17

	7-Jan
	Colorado Springs
	CU
	FP party
	4

	8-Jan
	Colorado Springs
	CSU
	ISC mtg
	27

	9-Jan
	Colorado Springs
	CU
	IFC/ESL
	8

	10-Jan
	Colorado Springs
	MIT
	van trng/move furniture
	17

	11-Jan
	Colorado Springs
	PPCC
	display - fair
	4

	12-Jan
	Colorado Springs
	CU
	IBT
	6

	13-Jan
	Colorado Springs
	CU
	IFC/ESL
	7

	14-Jan
	Colorado Springs
	CU
	IBT
	4

	
	
	
	
	

	Better this way
	
	
	

	Date
	Destination
	Purpose
	Miles

	
	From
	To
	
	

	1-Jan
	Home
	CU
	Carnival
	4

	2-Jan
	Home
	CHCC
	FP training
	19

	3-Jan
	Home
	North CSU
	pick up students
	5

	
	North CSU
	Denny's
	welcome party for incoming students
	4.5

	
	Denny's
	North CSU
	drop off students
	4.5

	
	North CSU
	Home
	return home
	5

	4-Jan
	Home
	CU
	DUFAN
	4

	
	Home
	CU
	pick up students
	4

	
	CU
	1st Presbyterian
	take students to counseling
	1

	
	1st Presbyterian
	CU
	return students to campus
	1

	
	CU
	Home
	return home
	4

	5-Jan
	Home
	CU
	copies & meeting
	4

	6-Jan
	Home
	CU
	meet w/ students/GG
	4

	
	CU
	Donor's house
	Garage Giveaway for students
	4

	
	Donor's house
	CU
	drop off students
	3

	
	CU
	Home
	return home
	4

	7-Jan
	Home
	CU
	FP party & return home
	8

	8-Jan
	Home
	Denver Tech
	ISC mtg
	27

	9-Jan
	Home
	CU
	Int'l Friendship Club & return home
	4

	
	Home
	CU
	ESL & return home
	4

	10-Jan
	Home
	MIT
	van trng/move furniture & return home
	17

	11-Jan
	Home
	PPCC
	display - fair
	5

	12-Jan
	Home
	CU
	Int'l Bible Training
	6

	13-Jan
	Home
	CU
	Int'l Friendship Club & return home
	4

	
	Home
	CU
	ESL & return home
	4

	14-Jan
	Home
	CU
	Int'l Bible Training
	4

	Assuming that you do not have a qualified home office according the guidelines on page 5 and based on the main place of business being CU using the guidelines on page 7 the mileage to CU is disallowed in the ‘incorrect’ example above. However, by providing more detail on the exact places traveled each day and the business purpose, as in the ‘better this way’ example above, only a portion of the mileage (from home to CU) is disallowed. Travel to other locations after reaching the campus is reimbursable. It is also not a good idea to use obscure abbreviations unless you know that someone outside of the ministry would understand what is meant by them. 
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