Reimbusement procedures
· SASED reimburses mileage and tolls after an employee’s daily commute to their regularly or temporarily assigned work location.  Once an employee reaches their assigned work location mileage to any other assigned work location(s) is reimbursed at the IRS approved rate for mileage reimbursement up until the employee begins their commute back to home.  Commuting costs are not reimbursable.

· To obtain reimbursement an employee needs to complete a mileage log indicating date, location from, location to, number of miles and amount of tolls.  Mileage logs should be completed each month and require a supervisors approval. Mileage logs received 90 days following travel dates may not be honored by the business office.  Reimbursemtn will occur following the next available Board of Control meeting.  

· For preapproved programs where the employee’s assigned work location is their home, mileage will be reimbursed from their home to any other locations until they return home at the end of the work day.

Proof of Insurance and current drivers license

· Effective August 1st, 2010, employees must attach a copy of a valid driver’s license and a copy of proof of insurance to receive reimbursement

Statement of valid license

· To obtain reimbursement employees must sign the request for reimbursement verifying its accuracy and verifying that their license is not impaired.

