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Reimbursable Mileage Expenses

Personal Vehicles: Personal vehicles must be properly insured to qualify for travel reimbursement.
· Mileage for Nursing Services is to be reported on a Mileage Expense Report form. The Start, End, Date and Detailed Description fields must be completed. Be sure to include the first initial, last name and zip code of the client visited.
· Mileage for travel associated with Training is to be reported on a Mileage Expense Report form. Mileage for training, up to 100 miles round-trip, is built into the pay rate. Mileage will be reimbursed for travel OVER 100 miles (50 miles one-way). The Start, End, Date and Detailed Descriptions fields must be completed. Be sure to include the class number in the Detailed Description field.
· Incomplete Mileage Expense Report forms will not be processed.
· Mileage will be reimbursed in accordance with the current officially approved rate. 

	Fourty Eight cents (0.48) per mile 
	Mileage allowance effective 7/1/07


· Mileage for training is measured from the employee’s home to the destination and return, and will not include personal mileage that may be incurred during the same trip. 

· Mileage for Nursing Services is to be calculated from point of origin to destination. For example: 10 miles from the nurse’s residence to Client A, 5 miles to Client B, 15 miles to Client C, and 3 miles to return home is a total of 33 miles.

· Requests for Mileage Reimbursement shall not exceed the point to point distances calculated by www.mapquest.com or www.google.com/maps by more than 5%. Requests that exceed this limit shall be denied.
· In addition to mileage, the traveler may be reimbursed for parking and tolls. All expense requests must have an original receipt attached to the request for reimbursement. 

· Requests for reimbursement for mileage or other approved expenses are to be submitted no later than 30 days from the date of occurrence. Late submission may be denied.
· If Mileage and expense reports are submitted on any other form than PRN’s approved Mileage Expense Report or Expense Report Form, they will be denied.
Reimbursable Expenses

· When a travel event requires an overnight stay, meals may be reimbursed up to a total of $15 per day, per overnight stay, when supported with orginal receipts. For example, an overnight stay in Vancouver, WA is eligible for up to $15 in reimbursement for meals. A 3 night stay in Moses Lake, WA is eligible for up to $45 in reimbursement for meals.
· Miscellaneous office supplies and copy costs to support classroom training may be reimbursed with a properly completed Expense Report Form with original receipts.

Accuracy of Submissions
Requests for reimbursement through the submission of Expense Report Forms or Mileage Expense Reports are considered legal documents which support public agreements for the disbursement of public funds. False submissions shall be considered false documentation, and may be result in termination of employment.
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