Chapter 3: Rates
3.3.1Travel Reimbursement
The provider must submit an accurate and complete DARS2879, Service Provider's Travel Log in order to claim travel reimbursement. The total travel must also be included on the provider's invoice for the service provided.

When more than one caseload is logged, the provider highlights each caseload on the travel log and submits a copy with each invoice.
If authorized 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. Mileage by private vehicle must begin and end at the provider's headquarters. The mileage begins at the provider's residence only if the provider 

· works from home, 
· does not have a facility, and 

· is not employed by a provider with a facility. 

3. Providers must make a good faith effort to use the least expensive mode of transportation. For example, taxicabs should be used only for short distances.
4. Rental cars must be approved in advance by the consumer's counselor or case manager, and approval must be documented on the DBS purchase order. In addition, 

· rental cars may be economy or compact size only; 
· receipts are required for reimbursement; and 
· mileage, fuel charges, and travel-related expenses are not reimbursed. 

5. Parking fees are reimbursed. Receipts are required for amounts totaling $6.00 or more. 

6. Meals and lodging may be claimed only when the provider travels outside his or headquarters city and overnight lodging is required. In addition, 
· overnight travel must be approved in advance by the consumer's counselor or case manager and approval must be documented on the DBS purchase order;
· meals are reimbursed at the current state rate, and must be a separate line item on the invoice; but receipts are not required; 
· lodging is reimbursed at the current state rate, and must be a separate line item on the invoice, and receipts are required; 
· the cost of authorized meals and lodging must be allocated equally to each consumer when multiple consumers are involved; and 
· DBS does not reimburse or pay for taxes.
