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Today’s Agenda

 Expense Reimbursement Express Project Overview 

 What Is Expense Reimbursement Express?

 What are the Benefits of Using Expense Reimbursement Express?

 How will Expense Reimbursement Express Work?

 How do Volunteers Use Expense Reimbursement Express?

 What’s Next with Expense Reimbursement Express?

 FAQs/Q&A
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 Simplify the existing process and delete/modify the errors and 
unnecessary requirements that now bog down the process
 Building on modifications in receipt and audit rules 

 Dramatically reduce the time from Volunteer submission to payment

 Develop a new electronic expense form, utilizing AARP “best practices” 

 Provide electronic submission as option and best option to avoid delays, 
errors and speed payment

Objectives and Direction
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 Help Yourself – By utilizing the Expense Reimbursement Express process, you will 
greatly reduce the time it takes to prepare and request reimbursement.  You can 
also receive reimbursement faster and easier than ever before. 

 Help Others – By having our most active Volunteers use this option, we will be able 
to focus more resources on improving service to those who don’t or can’t yet use 
Expense Reimbursement Express.

 Help DSP – We expect this program to reduce the time required of Volunteers and 
Staff to speed reimbursements so that Volunteers can focus more on teaching, 
increasing participation and adding additional courses instead of expense 
requests.  

Help Yourself. Help Others. 
Help DSP.
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Seasonal Expense Demands 
Drive “Queue” Management 
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Volunteers Will be Able to:

 Prepare, electronically submit at least 70% of Itemized expenses in minutes

 Receive payments  in less than 21 days 

 Receive proactive, immediate notification of payment timing estimates 

 Reduce expense errors, miscalculations and expense delays with little or no effort

 Largely eliminate the need for paper copies, receipts, documentation and calls for 
payment status   

 Focus on driving participation and additional courses, not expense requests

Staff Will be Able to:

 Proactively manage and control the itemized expense reimbursement process

 Process and approve itemized requests in minutes  

 Dramatically reduce paper processing within DSP and with AP

 Dramatically reduce resources necessary to deal with escalations, complaints

 Have access to real time information concerning process volume and status 

 Proactively provide and assess expense information and trends

Expense Reimbursement 
Express Will…..
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Expense Reimbursement Express

A. Manual - new electronic itemized form is mailed in, includes new 
process and new audit and receipt requirements, as well as National 
Office staff as approver. Processed in 30 days (saves 4 weeks!)

B. Electronic - New electronic itemized form submitted electronically, 
includes new process and new audit and receipt requirements, as 
well as National Office staff as approver. Processed in 21 days (saves 
5 weeks!)

New Volunteer Expense Process Review 
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 Eliminate requirement for all receipt requirements under $75 

 Receipts can be scanned and emailed or the form can be filled out electronically 
and “hard copy” receipts attached and form, receipts physically mailed to Staff

 Staff and AP will utilize existing systems electronically to manage work flow, retain 
information and speed processing
 Incomplete or missing receipts, information to be returned to volunteer for 

resubmission, training opportunity

 DSP can view/report on AP progress and communicate in “real time” from the 
desktop

 Volunteers to use dedicated email Expense Express account

 DSPExpenses@aarp.org
 Send all questions and inquires after submission to dedicated email account

 DSPQuestions@aarp.org

New Process Recommendations 
and Business Rules
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 Itemized expense requests to utilize electronic form and “Reimbursement Expense 
Express” process as preferred but not required option 

 Electronic Form to eliminate input, calculation, address, object code and sub 
ledger errors that lead to delays
 Includes “pop up” instructions, detailed instruction form 

 Portal to be utilized to verify/correct address

 Expense forms and scanned receipts to be emailed directly to Staff
 … or mailed after being electronically completed

 Electronic signature of volunteer is required

 Staff is expense approver, with individual Staff approving by Level of Authority

New Process Recommendations 
and Business Rules
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Expense Reimbursement Express Form



 Express Electronic Submission - attach your expense form as an attachment to 
your email.  If you’re required to submit receipts they must be scanned in as an 
attachment and included in the email as well.  In the subject line of your email, 
please include:
 Full Name, Volunteer ID Number, State (i.e. Joe Jones, 503111111, Maryland)

 Send the email with any required attachments to:   DSPExpenses@aarp.org

 You will automatically receive confirmation that we have received your email and provide you with 
current information and processing times.

 Express Manual Submission - If you cannot scan and attach receipts, you may 
submit by mail.  However, you must still complete the form electronically (i.e. no 
handwritten entries), print a hard copy and attach receipts.  Mail to:

AARP Driver Safety Program

P.O. Box 93114

Long Beach, CA 90809-3114

 POST SUBMISSION COMMUNICATIONS TO THE NATIONAL OFFICE - If you need to 
contact us after you’ve submitted your Expense Reimbursement Express Form, 
email us at: DSPQuestions@aarp.org

How to Submit your Expense 
Reimbursement Form
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To check that your address is correct, please visit the AARP 
Driver Safety Program Volunteer Portal by going to 

http://volunteers.aarp.org



If it is your first time visiting the Portal, and if you have never 
created an account on aarp.org, click on New Portal Users –

Register Here to create your account. If you have done either of 
these, you can proceed straight to logging in



Fill in all the 
information on the 
next page, every 
field is required. 
The information 
you provide here 

should match what 
is on record for 

you in VMIS (the 
DSP volunteer 

information 
system). Once you 

have finished 
entering in your 

information, click 
Sign Up

at the bottom of 
the screen to 
create your 

Volunteer Portal 
Account.



After completing the registration process, you will be taken back to 
the Volunteer Portal Home Screen. To sign into the Portal, click on 

Already Registered? Login to Portal?



To login, use your 
email that you 

entered in when you 
signed up for the 

Volunteer Portal and 
enter in the 

password that you 
created originally. If 
you ever forget your 
password, click on 

the Forgot 
Password? Click 
Here button and a 

temporary password 
will be emailed to 

you



After you login, you will be taken to your personal Volunteer 
Portal Homepage. To check that your address is correct in the 

DSP system, click on the Update Profile button. 
Note: Unless you have been trained in the Volunteer Portal 

use, please do not go to the Courses tab. 



The address that is 
shown in this box is 

the one that the AARP 
Driver Safety Program 
has on file for you, and 
is the same one that 
will be used for the 
Expense Express 

process. If this 
address is correct, 

please hit the Cancel
button so you do not 
make any changes. If 

this address is not 
correct, please type in 
your new address and 
hit the Update button. 
This will update your 

address for the 
Expense Express 

process.  



 Updates in Leadership Link (September-December)

 Updates in the Pilot Communicator (September-December)

 Updates in DSP News (Q4 2011 issue)

 Trainer/Chief Trainer Updates (Email October) 

 Volunteer , Staff Reporting and Analysis  via Email Updates to RC, SC

 Questions/FAQS about Expense Reimbursement Express

Communication Plan and Next Steps 
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