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Mileage Reimbursement Policy and Procedure 
AFACTR members will be reimbursed for mileage at $.50 per mile under the following conditions:
Prior to receiving any reimbursement, AFACTR members must have a copy of their current drivers license, proof of current automobile insurance, and a copy of their CA-DMV driving record and DMV Pull Notice authorization on file at RCAA/AFACTR. These documents will be reviewed to determine eligibility to drive for service-related purposes. If a member is not eligible to drive for service-related purposes the site supervisor and member will be notified in writing by AFACTR.  Members will be notified and required to update proof of vehicle insurance throughout the term as necessary.  You must have current automobile liability insurance for the duration of your term or face possible disciplinary measures.
Service-related mileage

Whenever a member is claiming mileage for service-related purposes, the time spent traveling should also be claimed towards the AmeriCorps term of service.  Mileage can be reimbursed for traveling from home to or from a meeting or training if it is the first or last trip of the day.  However, that mileage cannot be claimed as time served.  Daily travel to and from home to site is not reimbursable.
 If members are transporting children under 18 years of age there must be another adult in the vehicle with them for liability and safety purposes.  The members’ private insurance is responsible if the member has an accident while doing service-related transportation.
Performance of service duties:
All members will be reimbursed for mileage incurred while driving for purposes related to service duties (examples include: picking up forms at local service offices, transporting clients to appointments, delivering paperwork to families, traveling to another service site to conduct service or outreach, etc.).  If excessive service mileage is necessary please contact AFACTR staff for prior approval.
Note: AFACTR reserves the right to require members to carpool when possible in order to receive mileage reimbursement. 
Procedure for Reimbursement:

1. Members must complete a Mileage Expense Record.  

2. The form must have the name of the member and supervisor, signature of the member and supervisor and then be submitted to the AFACTR office.
3. The forms must be completed in blue or black ink, using no whiteout (cross out and initial any changes).  Please round out to the nearest whole mile for odometer listings.
4. Mileage forms can be turned in weekly, bi-monthly or monthly.
AFACTR reserves the right to modify this mileage reimbursement policy with advanced notice.
I have received a copy of the AFACTR AmeriCorps Mileage Reimbursement Policy and it has been explained to me.

____________________________                                              _____________________________

Member signature
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