The AARP Driver Safety Program Expense Activity Definitions for Expense Reimbursement Express
The Expense Activity “drop down” descriptions on the Expense Reimbursement Express form are used to describe and categorize expenditures claimed on the form.  Listed below is an expanded description of each Expense Activity.
 Driver Safety Program Course

This code is used for all course related expenditures not captured on the Course Tuition and Expense Report form:  1). If Instructors co-teach a course, one Instructor would claim expenses on the Course Tuition & Expense Report Form and the other Instructor would claim expenses (mileage and meal) on the Standard Activity Expense; 2). If an Instructor has overnight expenditures, such as hotel charges the Standard Activity Expense Statement would be used.

Training Workshop

Used for workshops your Coordinator has scheduled (i.e., an Instructor (District) workshop).

  Instructor Training & Mentoring

Used for all expenditures related to the training and mentoring of an Instructor.  This includes but is not limited to:

A. When attending a training as an Instructor Candidate or Instructor;

B. When reviewing an Instructor for the first time; and

C. When reviewing an Instructor for their annual review.

  Publicity & Promotion

Used for all expenditures related to promoting the AARP Driver Safety Program.  This includes but is not limited to:

A. When meeting with prospective hosts;

B. When meeting with hosts to set-up classes;

C. When meeting with media representatives for publicity assistance; and

D. When attending events such as fairs, exhibits, senior days, or giving a course orientation to civic or other groups.

Meetings other than Workshops

This code is used for expenditures related to meetings convened by your Coordinator, other than Instructor workshops. 

  Administration

Used to capture administrative expenditures such as phone, copies, supplies and postage.

  Recognition

Used for recognition items for Driver Safety Program volunteers or hosts.  This includes but is not limited to certificates, frames, plaques, etc.  Some State Coordinators may require approval for items prior to you purchasing them.

  Miscellaneous
Used for expenditures that do not fit in any of the other categories, such as conference registration.  (Rarely used)
