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2011-2012 Mileage Reimbursement Policy
The Advancement Foundation (TAF) will reimburse VISTAs for the approved use of their personal automobile for TAF business that is reasonable and necessary as well as appropriately documented on the Mileage Reimbursement Form.

The Advancement Foundation will reimburse VISTAs for trips between buildings (Charity Cottage Thrift Store and TAF office) but carpools will be assumed and reimbursement is at the discretion of the Supervisor. (Record # of round trips to store, odometer not necessary)
· Mileage will be reimbursed at a rate of $0.40, unless otherwise noted
· Reimbursement will be the shortest distance incurred
·  If a VISTA is permitted to begin business travel from his/her residence and the first business stop is closer to the employees residence than the base point of origin (The TAF office), then in that event the VISTA shall be paid for the distance traveled from his/her residence to said first business stop.
· If a VISTA is permitted to begin business travel from his/her residence and the first stop is further from the employee's residence than their normal daily commute to their base point of origin (The TAF office), then the difference in mileage will be paid in excess of commute.
· Example: If a VISTA lives 10 miles from the TAF office and the last business stop takes him/her 5 miles closer to his/her residence, no mileage will be paid.
· All Mileage Reimbursement must be properly submitted on the Mileage Form by the VISTA and approved by the appropriate Supervisor. Mileage Forms are due at the end of every month with your Monthly Report.
· The Supervisor shall review the Mileage Form as to Travel Dates, Odometer Readings, Starting Points, Destination and Purpose.
· All costs associated with traveling between an employee’s residence and office are considered commuting expenses and are personal (non-reimbursable).
· Travel not during regular business hours, or travel round-trip in excess of 20 miles requires pre-approval to be eligible for reimbursement. 
 Any questions please contact you Supervisor or VISTA Leader
