Mission Rivers District Reimbursement Policy for District Lay Members at Large or District Level Appointed Members Attending the Virginia Annual Conference
Purpose
To provide financial assistance to lay members of the Mission Rivers District who attend the Virginia Annual Conference by reimbursing eligible travel expenses, in accordance with the guidelines below.
Eligibility
This policy applies to lay members of the Mission Rivers District who are officially attending the Virginia Annual Conference as District Lay Members at Large or those appointed because of their District position.

Reimbursable Expenses
The Mission Rivers District will reimburse you after the Annual Conference upon receipt of appropriate Reimbursement Form and Required Receipts.  

Eligible expenses include the following items up to a maximum total of $600 per person:
Mileage – Reimbursed at the current IRS standard mileage rate (.14 cents). Please include total miles driven and destinations.
Lodging – Hotel accommodations directly related to conference attendance.
Meals – Non-alcoholic meals incurred during travel to, from, and during the conference.
Note: Alcoholic beverages and personal incidental expenses are not eligible for reimbursement.

Documentation Requirements
To receive reimbursement, all applicants must: 
Complete and submit the Mission Rivers District Reimbursement Form in full. There is a form for individuals to use or a form for families to use.

Return via email for the fastest response: Lynnmanley@vaumc.org or snail mail to Lynn Manley, PO BOX 400, Montpelier, VA 23192.  
Itemize all expenses on the form. 
Include receipts for any individual expense over $75. While receipts for smaller expenses are not required, they are encouraged for accuracy and accountability.

Submission and Deadline
All reimbursement forms and required documentation must be submitted by July 31, 2026  Late submissions may not be processed.

Approval and Payment
Reimbursement requests will be reviewed by the District Office for completeness and compliance. Approved reimbursements will be issued by check unless other arrangements are made.  If you prefer the quickest reimbursement, please complete an EFT form and return along with your reimbursement form. If you use the EFT form, please send it in to the Conference before the conference so they can have it set up in the system ahead of time.


