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Travel Guidelines 
 
Travel arrangements should employ good stewardship of GenOn Ministries’ financial resources as well as 
team members’ time and energy. Team Coordinators have a GenOn Ministries credit card to use for 
lodging, flights, meals, rental car and other covered expenses. When booking travel arrangements, seek 
affordable options that allow for a refund in case an event is cancelled or postponed. If Coordinators 
experience problems with their card, or they do not have a GenOn Ministries credit card, contacted Betsy 
immediately. 
 
Training leaders should coordinate travels plan to arrive in the early afternoon before the Encounter to 
meet the host contact at the church, complete set up, and become familiar with break out rooms and 
layout. If the Host church is well prepared, set up by training leaders should take no more than an hour. 
After setting up, the team may enjoy dinner together. 
 
The all-day Saturday Encounter typically begins at 8:30 am, so training leaders should arrive at the church 
on the training day by 8:00 am. Training concludes at 3:00 pm on Saturday. Team members should plan to 
be available until at least 3:30 pm. It is important to keep these times in mind when making travel 
arrangements. Some Encounters use a split design with a portion happening on Friday evening and the 
remainder on Saturday, finishing before lunch. 
 
Transportation 
1. When deciding whether to fly or drive, consider cost of mileage to/from the airport, airport parking, 

shuttles, and extra hotel nights. If driving, consider the cost of renting a car and purchasing gasoline 
versus mileage reimbursement, and choose the cheaper option. The cost of a rental car plus gas is 
often less expensive than reimbursing mileage. 

2. To calculate mileage, multiply the total number of miles driven by $0.50. Reimbursed mileage will not 
exceed the least expensive airfare for the same trip. 

3. If flying, choose Southwest if at all possible. Southwest flights are only available at  
www.southwest.com. 

4. If Southwest is not an option, use online travel agencies (Kayak, Orbitz, Expedia, etc.) to research 
airfare costs. Then, check the airline’s website to see if prices are lower. If prices are the same or 
lower than the online travel agencies, the ticket should be bought from the airline website. 

5. Jet Blue flights are only available at www.jetblue.com. 
6. Training leaders may not find available return flights late on Saturday evening. In this case, Saturday 

night lodging expenses should be included in the pro forma. A host home may be the best option. 
7. Airline tickets should be purchased as soon as – but not before – pro forma is approved by GenOn 

Ministries’ staff. Airfares often increase as the Encounter date draws closer. 
8. For those flying, one rental car should be used. If team members are driving to the Encounter, a car 

rental may not be necessary. Using Uber or Lyft may also be a cheaper option. The Host church may 
be opened to providing transportation to and from airport, lodging, and church. 

9. Contact GenOn Ministries staff if travel arrangement dilemmas are encountered. 
 
Lodging 
1. Team Coordinators make the arrangements for team members’ accommodations. 
2. Training leaders may have single rooms if they prefer or may share rooms if they are willing. 
3. Team Coordinators should try to find appropriate lodging in the range of $90-$110 per room. However, 

safety, cleanliness and reasonable proximity to the Host church should be the primary considerations.  
Be sure to ask for applicable discounts (i.e. AAA, corporate, church or charitable rate), and use Tax 
Exemption Form where accepted. 

http://www.southwest.com/
http://www.jetblue.com/
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4. For smaller Encounters with solo leaders, in order to cover expenses, sometimes a host home will be 
requested by GenOn staff. Training Leaders may indicate their comfort level with host home lodging, 
and any restrictions, on their Training Leader Profile annually. 

 
Meals 
1. Teams often have the opportunity to have a meal together on Friday evening before the Encounter on 

Saturday. GenOn Ministries is pleased to offer these meals to express appreciation for team members' 
investment of time, energy and talent. 

2. Total costs for this meal, including tax & tip, should not exceed $25 per person nor include any adult 
beverages. 

3. GenOn Ministries also covers meal expenses during travel to and from the Encounter, breakfasts during 
the Encounter and other necessary meals before and after. Good stewardship of GenOn Ministries’ 
resources is expected, and meals other than the special “Team Dinner” should not exceed $10 per 
meal, when possible. 

4. Booking hotels with complimentary breakfasts helps to keep costs low. 
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