AARP DSP Expense Reimbursement Express Frequently Asked Questions
1. How long will it take for me to receive my expense reimbursement if I submit the Expense Reimbursement Express form electronically or by mail?
The fastest and best way to receive your itemized expense reimbursement is to first download the most recent Expense Reimbursement Express form from Volunteer Net, complete it correctly and attach scanned receipts as applicable.  Email the form and attachments as applicable to DSPExpenses@aarp.org .  You will immediately receive confirmation of your email from us, with an estimated time for you to receive payment.  It is strongly recommended that you have direct deposit on file with AARP DSP as this will further speed payment delivery.  Although we expect to continually reduce the time it takes you to get payment, currently we are estimating that expenses submitted in this fashion will be paid in 21 days or less.  
You can also opt to mail in your Expense Reimbursement Express request.  Download the most recent Expense Reimbursement Express form from Volunteer Net, complete it correctly and physically mail the electronically completed form and any applicable attached receipts or documentation to:

AARP Driver Safety Program

P.O. Box 93114

Long Beach, CA 90809-3114
Although we expect to continually reduce the time it takes you to get payment, currently we are estimating that expenses submitted in this fashion will be paid in 30 days or less.  

2. Do I have to mail in a hard copy of my Expense Reimbursement Express request if it is emailed in?

No, please do not mail in copies of your Expense Reimbursement Express form or any applicable receipts that have been submitted via email. However, it is strongly recommended that you save copies of the form and any applicable receipts for your own records.  It is recommended that you save these copies electronically on your computer for easy access. 

3. Do I still have to submit receipts for individual purchases under $75 dollars if I submitted Expense Reimbursement Express requests for multiple purchases that total to over $75?

No, the only receipts are only required for individual expenses over $75.  Please ensure that your description of the expense incurred is sufficient to explain the expense.  
4. What if I can’t attend a training webinar during my scheduled time?

We want all volunteers to be able to use Expense Reimbursement Express successfully!  If you cannot attend the webinar during your scheduled time, you are always welcome to attend another webinar that fits into your schedule.  If you are not available during the webinar or makeup times, a recorded webinar will be placed on Volunteer Net.  You are also welcome to listen to the recorded webinar if you ever want to revisit the material.
5. What if I do not have Excel, necessary software for Expense Reimbursement Express?
Expense Reimbursement Express is an optional program for Volunteers to use and benefit from but we do realize that some may not choose or be able to use the program.   Volunteers are able to still use the current CTE and SAES forms and process, although these types of submission may take longer than the Expense Reimbursement Express option.  We are hoping that volunteers who can use this option do so which will allow us to focus on improving service to those who don’t have the same computer resources.  We are working hard on a future version of Expense Reimbursement Express that will not require Excel and could be used by Volunteers without this type of software.  We hope to announce this version in the near future.
6. Do I have to have an account on the AARP DSP Volunteer Portal to submit Expense Reimbursement Express requests?
Currently, the most common reason for delayed expense reimbursements are the incorrect address records AARP may have on file for Volunteers.  Audit requirements dictate that payments can only be sent to the address that AARP has on record.  By using the Volunteer Portal, you will be able to instantly verify and/or correct your address on record with AARP.  It is strongly recommended that you verify your address using this tool each time you submit an Expense Reimbursement Express form.  You should also indicate on the Expense Reimbursement Express form that you have verified your address on the Portal, as this will further speed reimbursement.  However, you can submit an Expense Reimbursement Express form without having a Portal account, although this is not recommended. 
7. Can I submit expense reimbursement requests without the Expense Reimbursement Express form? 

Yes, you can still submit expense reimbursement requests without the Expense Reimbursement Express form. You can still submit expense reimbursement requests manually with via a CTE Flat Rate (this is the recommended expense reimbursement option for course instruction), CTE Itemized Expense, and Manual SAES Expense forms and processes.

8. What type of internet connection/service do I need to have in order to use the Expense Reimbursement Express program?
The only requirements for Expense Reimbursement Express are for you to be able to access and download the Expense Reimbursement Express form from Volunteer Net.  You will need access to the internet to do so.  Although a high speed internet connection is recommended for ease of use and for sending email, any type of internet connection should work.

9. Does my Volunteer supervisor have to approve my Expense Reimbursement Express request?
No, the DSP staff will review and approve all properly submitted Expense Reimbursement Express requests.  Please do not send the form to your supervisor for approval.  However, Volunteer leaders will receive regular reporting of all volunteer expense requests and applicable quality reviews.
10. How do I know that my Expense Reimbursement Express form has been received and is being processed?

It is recommended that you submit all Expense Reimbursement Express requests electronically by email. By doing so you will receive an instant confirmation that your request has been received and an estimate of how long it will take for you to receive payment.  You will not receive such confirmation for requests that are sent through the mail.  You can send questions via email to DSPQuestions@aarp.org .  It is requested that you wait to contact us if you have not yet received payment for at least 21 days for electronically submitted forms and 30 days for manually submitted forms.
11. What if I have a question or need help for Expense Reimbursement Express?
All questions regarding Expense Reimbursement Express must be sent to DSPQuestions@aarp.org . Remember to access Volunteer Net for the most recent updates and reference materials for Expense Reimbursement Express.
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