Jumpstart Corps Member Mileage Reimbursement Instructions

2009-2010
 
1. Record the travel dates, time, location, mileage distance, and purpose for every single time you travel from the UW campus to the preschool site AND from the preschool site back to the UW.  To ensure accuracy, please record your trips as they occur, rather than in advance or after the fact.
 

2. Complete the attached document titled "Jumpstart Mileage Reimbursement Log".  All sections of the form must be complete in order for your reimbursement to be processed.  List your personal address and contact information at the top.  You must type the information directly into the form.  For your reference we have also attached a "SAMPLE Jumpstart Mileage Reimbursement Log" to give you an example of what a completed form should look like.  Also, use the document titled "Jumpstart Preschool Partner Details for CM Mileage Reimbursement" to enter the mileage distance of your preschool location from the UW.  If necessary, simply complete multiple pages of the form to include ALL of your trips. 
 

4. Using the links provided, PRINT A MAP to indicate the mileage distance.  You MUST submit a hard copy of the Google map directions (showing the distance in miles) with your Mileage Reimbursement Log in order for your reimbursement to be processed. 

5. Print a hard copy of the form and deliver the form with the Google Map directions to Ruby/Daniel in the Jumpstart office for approval.  Ruby/Daniel will then turn the form in to Virgina (Ginger) Lupori who will prepare a UW Travel Expense Voucher (TEV).  The TEV requires an original signature from the person traveling/commuting.   
 

5. Ruby/Daniel/Virgina (Ginger) will contact you to let you know when the Travel Expense Voucher (TEV) is ready.  You will need to come into the office to sign the TEV.  We will then submit it to the UW Travel Office who will process it.  This is the final step of your reimbursement.  We have been told that it takes anywhere from 4 to 6 weeks for you to be reimbursed once it is sent to the UW Travel Office.   
 

 

DUE DATES: 
· Mileage Reimbursement Logs are due on the last business day of each month. 

Click the Links to find the following documents:
1. Jumpstart Program Partner Details for CM Mileage Reimbursement (Google Maps Links you can print)
2. SAMPLE Jumpstart Corps Member Mileage Reimbursement Form  
3. Jumpstart Corps Member Mileage Reimbursement Log (Complete and Submit This Form!)
Jumpstart Preschool Partner Details for CM Mileage Reimbursement

	Preschool Partner

Location
	Address
	Mileage Distance from

UW Seattle campus

(Link to Google Map)



	Denise Louie

Education Center

Beacon Hill


	3327 Beacon Avenue South

Seattle, WA 98144
	LINK>>>

	Denise Louie

Education Center

International District


	801 S. Lane St.

Seattle, WA 98104
	LINK>>>

	First A.M.E.

Child & Family Center

SVI


	2120 South Jackson St.

Seattle, WA 98144
	LINK>>>

	First A.M.E.

Child & Family Center

Dorothy Hollingsworth

Capitol Hill


	1522 14th Ave

Seattle, WA 98122
	LINK>>>

	First A.M.E.

Child & Family Center

Cecelia Williams Bryant

Columbia City


	3700 Genesee Ave. S

Seattle, WA 98118
	LINK>>>


Note: When trying to determine the address to use for UW, you can refer to the address of Gerberding Hall (near Mary Gates Hall), or another address on the main upper campus of the University of Washington.  The address is: 301 Gerberding Hall, Seattle, WA 98195, US. 

Do not use your own personal address as your starting point for your Mapquest / Googlemaps directions.  Always use a general UW address like Mary Gates Hall, etc. 
SAMPLE JUMPSTART CORPS MEMBER

Center for Experiential Learning 

Daily Mileage Reimbursement Log

	
	
	
	
	
	
	OUE Office Use only

	Name:
	 Joe Brown 
	Address:
	
	Tel #:
	
	Budget #

	City, Zip
	
	Email:
	
	Ref#


Please use this form to request reimbursement for applicable mileage and parking only.  Please attach receipts for parking. 

	Travel Date
	From (location/city)
	To 

(location/City)
	Departure Time
	Arrival Time
	Point-

to -Point

Mileage
	Vicinity Mileage

(if applicable)
	Parking or Ferry Toll $ (attach receipts)
	Trip Purpose

	11/13/07
	University of Washington/ Seattle
	FAME, Cecilia Williams Bryant Center/Seattle

3700 Genesee Ave. S

Seattle, WA 98118
	2:00
	2:30
	8.33 miles
	
	$0
	Jumpstart Session

	11/13/07
	FAME, Cecilia Williams Bryant Center/Seattle

3700 Genesee Ave. S

Seattle, WA 98118
	University of Washington/ Seattle
	4:30
	5:00
	8.33 miles
	
	$0
	Jumpstart Session

	11/14/07
	University of Washington/ Seattle
	FAME, Cecilia Williams Bryant Center/Seattle

3700 Genesee Ave. S

Seattle, WA 98118
	2:00
	2:30
	8.33 miles
	
	$0
	Jumpstart Classroom Assistance Time

	11/14/07
	FAME, Cecilia Williams Bryant Center/Seattle

3700 Genesee Ave. S

Seattle, WA 98118
	University of Washington/ Seattle
	4:30
	5:00
	8.33 miles
	
	$0
	Jumpstart Classroom Assistance Time

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	In some cases, a submission deadline may apply.  In order to provide efficient and timely processing, please adhere to this date if indicated.  (
	  SUBMISSION DEADLINE DATE:
	Last business day of each month


Submit this form along with any receipts to Ruby Linsao or Daniel Carrillo in 120 MGH, the Center for Experiential Learning

