88th RSC VOLUNTEER GUIDE TO REIMBURSEMENT

1. On February 1, 1999, the 88th Regional Support Command revised its policy on reimbursing Family Readiness Volunteers for out of pocket expenses.  A volunteer is defined as “non-paid personnel performing gratuitous service for an 88th Family Support Group (FSG).  Volunteers may be military spouses, military dependents, civilians, retirees or soldiers.”  This new policy has simplified the procedure you need to go through in order to get your reimbursement check.  It also has less complicated reimbursement forms that are attached for your use.  Suggest you make copies and retain these as master copies.  By reading this guide and following the steps outlined, you will be able to receive your reimbursement checks in fourteen days or less!  You must have a signed Volunteer Agreement on file with the unit to be eligible for reimbursement.  If you do not have a copy of this form on file at the unit, one is attached.  Please complete and submit to your unit liaison.  

2. Reimbursable expenses remain the same.  However, whenever possible, you should use available unit resources, such as the copier, paper, postage, and phone.  Before incurring out of pocket expenses, talk to your unit Liaison to find out if unit resources are available.  And remember expenses incurred soley for fundraising are not reimbursable!  Here are a listing of reimbursable expenses and guidelines for each:

A. Long distance telephone calls from your home for official support of the Family Readiness/Support Program, e.g., to check on the health and welfare of individuals, to arrange meeting/activities, to update telephone tree, etc.  Calls should be kept as short as possible.  Any calls over 10 minutes require written justification and are subject to review by the Fund Custodian.  Use the Telephone Reimbursement Sheet.

B. Mailing costs of the Family Support Group newsletters when unit support is unavailable, or if the commuting distance does not allow easy access to facilities and equipment.  This includes cost of paper, printing/copying, envelopes and postage and is limited to actual costs.  Use the Newsletter Reimbursement Sheet.

C. Childcare when volunteer services cannot be performed if childcare is not provided.  Childcare for all activities in support of the Family Readiness/Support Program qualifies for reimbursement. The maximum hourly rate paid per child will be based on the average rate for that area.  This is normally $2.00 per child per hour. When multiple children are cared for, or when the length of care exceeds 10 hours per day, volunteers should negotiate for a reduced hourly rate.  If childcare costs exceed the amount for 10 hours per day or if the volunteer is unable to obtain a reduced rate for multiple children, the volunteer needs to receive prior approval from the Fund Custodian.  Reimbursement is not authorized for payments to individuals who would normally provide this service without being paid.  Use Childcare Reimbursement Sheet.

D. Mileage to attend Family Readiness functions.  Reimbursement is based on the current mileage rate for privately owned vehicles or the actual cost of public transportation.  Car-pooling or use of government vehicles should be considered to minimize costs.  Only one individual per vehicle may receive reimbursement.  The current mileage rate may be obtained from the Fund Custodian.

E. Reasonable miscellaneous expenses incurred by volunteers in direct support of Family Readiness/Support programs.  Examples are parking fees, road tolls, bridge tolls and expendable office supplies that the unit is unable to provide.  In some instances registration fees may be reimbursable.  Contact the Fund Manager prior to incurring this expense to determine if it is reimbursable.  Expenses for refreshments, such as snacks and beverages, are reimbursable only when they are purchased for the initial Family Support Group meeting.  Miscellaneous expenses may not exceed $100 per event.  Use Miscellaneous Reimbursement Sheet.

3. Once you have incurred reimbursable expenses, here is what you need to do:

A.  Complete the required form making sure that you have furnished all the required information.  If the form you are using asks for copies of receipts don’t forget to attach them.  Your request will be returned if it does not have the copies of these receipts.  REMEMBER:  You must provide a copy of the newsletter when requesting reimbursement for newsletter expenses.  Don’t forget to sign and date.


B. Have someone who is in your line of supervision and who has knowledge of your volunteer service/expense sign as the Certifying Individual.  This individual is also certifying that you have a Volunteer Agreement on file so you do not have to send a copy of this form with each reimbursement claim.

C. Mail the completed form to Renee Krueger, Fund Custodian, at:

88th RSC Family Program Coordinator

4828 W Silver Spring Drive

Milwaukee, WI  53218-3498

4.  If you have any questions or comments on reimbursement procedures, or require prior approval before incurring an expense, please call Ms. Krueger at 1-800-955-2685, ext. 4519 or (414)616-4519.
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