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Minnesota Literacy Council AmeriCorps VISTA  

AmeriCorps VISTA members under the Minnesota Literacy Council VISTA grant may receive reimbursement for mileage or public transportation expenses accrued traveling to and from required MLC VISTA trainings, meetings, and other MLC-funded professional development activities.  Site related travel will not be reimbursed by the MLC. Reimbursements will not be accepted for travel to the following: social events, travel from home to service site, and site required travel. Site-related mileage will be reimbursed by service sites. 

How should I calculate my mileage?

If traveling from the VISTA’s service site to the event site, mileage is calculated from the service site to the event site.  If traveling from home, mileage is calculated from the member’s home to the event site, minus the distance for the member’s daily commute to his or her service site.  For example, if a VISTA normally travels 10 miles from home to their main work site, but travels 15 miles from home directly to a training instead, the VISTA must subtract their daily commute (10 miles) from the mileage traveled (15 miles) and can claim 5 miles.  If VISTAs are taking the bus to and from the location, they will only be reimbursed for the trip.
How do I fill out my mileage reimbursement form?

· All mileage reimbursement forms must be typed. 

· Complete the mileage reimbursement form, including an address in the line underneath each location name in the “FROM” and TO” columns, or in the “Additional Information” space at the bottom of the reimbursement form 
· If location names are too long for the space provided, you may use abbreviations, as long as you translate the abbreviation in the “Additional Information” section at the bottom of the form.
· If the travel is round-trip, note this by placing an “x” the “R/T” column, and be sure to record the total round-trip mileage.

· Note the purpose of each trip by using the key in the upper right corner.  Select the number that fits the purpose of the trip and record this number in the “B/P” column. 
· When traveling from home directly to a training or meeting, please record the mileage as “From: Home, To: [Meeting Site]” and be sure to subtract the mileage you typically travel to your service site each day.  Make sure to enter “home/work adjustment” for this trip in the “Additional Information” section. Contact MLC staff if you need clarification on this policy.
· If you are requesting reimbursement for a bus pass, indicate the addresses “From” and “To” on your mileage reimbursement form, but do not enter mileage numbers.  Instead, indicate in the “additional comments” section that you need reimbursement for purchasing a bus pass on this trip.  Remember to attach the receipt.
· Sign your reimbursement form and send it to MLC via fax, mail, or email. MLC cannot send a reimbursement unless you sign verifying that you completed the form. 

How/When do I get reimbursed for mileage or bus passes?

Please submit mileage and bus pass reimbursement requests monthly to MLC. At the latest they must be submitted quarterly.  Please be sure to attach the bus fare receipt.
Mileage Reimbursement Request Verification Procedure

The AmeriCorps VISTA Manager and Leader will verify and approve mileage reimbursement requests.  Members will be reimbursed for the shortest distance between sites, unless the reimbursement form indicates reasonable justification for taking an alternate route.  Member mileage will be verified using Google Maps (www.maps.google.com). 

MLC staff welcome questions regarding mileage reimbursement. Please contact the AmeriCorps VISTA Manager or AmeriCorps VISTA Leader at any time, but especially before embarking on expensive driving trips in order to avoid financial hardship.

