INSTRUCTIONS FOR FILLING OUT VOLUNTEER TRAVEL DEMAND

Inclusive dates from
This date in the upper left corner refers to the beginning and ending date of travel, not the beginning and ending date of the month. This makes it possible to put more
 _______ to _______
than one month on a form.

Mileage Rate
Currently (1/08), mileage is reimbursed at the rate of 50.5 cents a mile.  This rate changes in accordance with Administrative Office of the Court (AOC) policies and procedures.

Total Mileage Amount
Please leave this gray shaded area blank.

Your Address
Must be filled in under your signature. This address is where your check will be sent.

Vendor
Must be filled in. This block is located right under your signature and address. The vendor number is on the stub of the check you receive each month from the Trial Court Accounting and Financial Services (TCAFS).  We do not have this information in the CASA office. If this is your first volunteer travel demand, write “new” in the vendor block the first time only, then make sure to get the number off your check stub.

Receipts
Bridge tolls and parking receipts must be attached. In cases where receipts cannot be obtained or have been lost a reason should be given on the form.

Originals
The court wants the original of your form, with the original signature, etc. Copies are not acceptable.

Other
Mileage reimbursement is for authorized travel only. No reimbursement is made for meals, gifts or other costs.


Please provide a very brief explanation when mileage is over and above the normal distance for any particular trip. Superior Court administration reviews and authorizes demands, based on AOC guidelines, prior to sending to TCAFS for payment.

Policy Statement
Authorized travel eligible for reimbursement by the Superior Court is defined as case-related travel.

Please fill out the date of last entry (last date of your travel), your last name, first name, and payment amount in the double-bordered box at the bottom of form.

Items not eligible for reimbursement by the Superior Court include expenses related to activities.

