Expense Reimbursement Request (EER) Procedures for Volunteers

e To submit a request for reimbursement, the volunteer needs to contact the volunteer
coordinator within 2 business days of purchase. Note: A W-9 is not required for an expense
reimbursement.

e Depending on the type of reimbursement request, the volunteer coordinator will go to the
employee resource page and click on the appropriate link to download the form and send to
the volunteer.

o If the request is for mileage, complete the “DCC Mileage Report”.

DCC Mileage Report

DCC Name Street Address. City/State/Zip,
ing Date End Date
Odometer | Odometer| Total Miles
Date From To Start End Miles Claimed
0 0
0 0
0 0
0 ]
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
Mileage Totals| 0 0
Mileage Claimed x's $0.445 per mile $0.00

I hereby certify that the travel indicated above was accomplished in the performance of official duties; that the information given above is true in all
respects; and that no claim against the State has before been made for any part hereof.

Date_

o For all other expenses, complete the “Volunteer (DCC) Expense Reimbursement

”
Form”.
Check if receipt
Volunteer (DCC) Expense Reimbursement Form is taped to back of
If requesting mileage reimbursement, fill out the DCC Mileage Report. form
Attach receipts by taping to a blank piece of paper.
DCC: EMPL ID:

Address (Home/Business)

Street City Zip
Meeting/Event title:

*Business Purpose provides justification for WHY the expenditure was incurred, how it benefitted the UA and
how it complied with all laws and regulations. {No less than 10 words)

Who benefits:

What was purchased:

Why purchased:
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e The volunteer must provide all support documentation (ie. receipts, agendas) related to the
dollar amount being requested for reimbursement to the designated volunteer coordinator
in their office.

o To submit the form electronically, scan the backup documents and attach them to
an email with the fillable form.

o To submit the form physically, paper clip the form to the backup documentation.

e The coordinator then submits all original documents to their office admin staff.

e Admin staff creates a Disbursement Voucher (DV) and attaches all back up documentation
to the notes section.

e Original documentation to be kept in originating office for a minimum of 90 days.
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