
3.3.1 Travel Reimbursement

The provider must submit an accurate and complete DARS2879, Service Provider's Travel Log in order to claim travel reimbursement. The total mileage being claimed must also be included on the provider's invoice.

When mileage for more than one consumer is being claimed, use one DARS2879 per consumer, and submit a copy with the related invoice.

All travel or mileage must be authorized before travel by a valid DBS purchase order. Travel expenses are reimbursed as follows:

1. Mileage by private vehicle is reimbursed at the rate of $0.60 per mile. Fuel charges and travel-related expenses (such as road and bridge tolls) are not reimbursed. 

2. 
· 
· 
· 
3. Providers claim shortest-distance mileage on a DARS2879, using the Rand McNally Mapping Tool (RM) to gather miles for each trip. If a route is not listed in RM, MapsOnUs is used. Shortest distance mileage may not be the actual miles traveled but is usually claimed using the provider’s address as it is listed on the contract. Providers claim mileage 
· that starts or ends at the provider's residence if the residence is the provider's headquarters, or
· that starts and ends at the facility address for facility-based providers (including all trainers that are under the contract),
· that starts or ends at the provider’s designated headquarters for providers that have subcontracted with trainers who may be travelling from multiple locations.
If the provider’s designated address is more than 50 miles from the area where most services are provided and subcontractors are providing the services, the provider must submit a list of addresses for all subcontractors. The list is sent to the DBS contract manager in advance.

