AARP DRIVER SAFETY PROGRAM  
EXPENSE REIMBURSEMENT EXPRESS FORM INSTRUCTIONS

The DSP Expense Reimbursement Express program can be used by any DSP Volunteer position, except for Instructor Candidates. Volunteers may use the Expense Reimbursement Express electronic expense statement for a faster and easier expense reimbursement process.  It is strongly recommended that you attend a training session or review a pre-recorded training webinar prior to submitting your initial Expense Reimbursement Express form. Training materials, links to webinars that you can view at any time and detailed program instructions can be accessed on Volunteer Net at www. aarpvolunteers.com
RECEIPTS: Receipts are only required for individual non mileage expenses of $75 or more.

Receipts must be scanned and emailed as an attachment along with the Expense Reimbursement Express Form. If you do not have a scanner, you may print the completed Expense Reimbursement Express Form and mail it in along with your attached receipts. Complete instructions and expense documentation requirements can be found on Volunteer Net.
CERTIFICATION: By electronically signing this expense statement, you are certifying that the expenses claimed are actual and appropriate for reimbursement. 

Note: the signature of your supervising Coordinator is no longer required when you use the Expense Reimbursement Express form.

SYSTEM REQUIREMENTS:  To use the DSP Expense Reimbursement Express program, you must meet the following requirements:
· Use Microsoft Excel 2003 or higher version when accessing and completing the form.  Although the program should work on Excel worksheets versions as early as 1997, pre-2003 versions are not recommended.  You can continue to use the manual SAES form and process if you do not have this software.
· Have a current email address registered with the program and recorded on your VMIS Volunteer record.
· Be registered on the AARP DSP Volunteer Portal system.  If you have not registered, instructions are included at the bottom of these instructions. 

Although not required, it is strongly recommend that you also have access to a high speed internet connection.  
 

USING THE AARP DSP EXPENSE REIMBURSEMENT EXPRESS ELECTRONIC FORM
	Provide the information for each of the highlighted boxes on the form as follows:  

	Yellow boxes indicate sections where you type in or write information.
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Green boxes indicate sections where you select an answer from the dropdown list.


1. Personal Information - fill out your Name, Volunteer ID #, Phone Number, Address, City, State and Zip Code at the top of the sheet. 

a. Did you check your address on the Volunteer Portal as explained in the instructions at the bottom of these instructions?  Incorrect addresses in our system will delay reimbursement.

2. Program, State or Region of Expense – select one of the following from the drop down menu to identify:
a. If the Program was CarFit or WNTT, select the correct CarFit or WNTT selection if the expenses you are submitting are for these programs and you  are a coordinator for those programs
b. When the expense was related to a DSP Classroom course or program select the “State of Service” where the service was provided. For example, if you live in state “A” and taught a course in state “B” the State of Service would be state “B”. 
c. The Region of Service is to be only used if you are a Regional Coordinator and the expense is related to Regional Coordinator activities. Select your Region identification. 
3. The Program Identified field will automatically fill in based on what you chose in the Program, State or Region of Expense field.  You cannot alter this field. This automatically determines the correct accounting codes to process your request. 
4. Select the type of expense using the drop down menu in the Expense Activity column. You must select one of the descriptions that most closely identifies the type of activity you are seeking reimbursement for.
a. Individually fill in the Explanation & Location, Date, and Miles fields for each expense activity.  Note that each row should include only one expense, even if you had more than one expense on the same day. If you require more entries than are available on the form, please submit an additional form.  

 Note: The Mileage Cost field is fixed and will automatically calculate the reimbursement amount based on the number of miles entered.

b. Fill in any Non-Mileage Expense specifying the type of expense it is using the drop down menu in the Type of Expense column.   
5. The total of all expenses will be automatically calculated and can be seen in the Grand Total box. You cannot alter this field.
6. The Accounting Code fields will be automatically populated based on the Program, State or Region of Expense selected earlier in this process. You cannot alter this field.
7. To certify your expense statement, you will need to type your full name into the Volunteer Signature field, and fill in the date you completed the Expense form.

Note: You do not need to print out this form and sign it. A typed “signature” is sufficient.
METHODS OF SUBMISSION:  You may submit your expenses in one of two methods by using the Expense Reimbursement Express Form.

1.  Electronic – 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:

a. Full Name, Volunteer ID Number, State (i.e. Joe Jones, 503111111, Maryland)

2. Send the email with any required attachments to:

DSPExpenses@aarp.org
a. You will automatically receive confirmation that we have received your email and provide you with current information and processing times.
3. If you cannot scan and attach receipts, you may submit the Expense Reimbursement Express form 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.  
TIP: Before you begin to fill out your Expense Reimbursement Express Form, please verify and update your address, if necessary, in the AARP Driver Safety Program Volunteer Portal.

1. Go to: http://volunteers.aarp.org 

2. If you are a new user to the Portal – click on New Portal Users – Register Here
a. Fill out all fields on the form 
b. Check off the box saying that you agree to the AARP Terms of Service/ Privacy Policy.

c. Click Sign Up once the form is complete. This will bring you back to the initial home screen

3. After you have registered your email address with the portal, or you are a returning user, click on: Already Registered? Login to Portal?
4. Fill in email address and password you created in the pop up box that appears

5. Once you sign in, you will be taken to your Volunteer Portal Home Page. To check your address, click on the Update Profile section at the top right side of the page. 

6. After clicking on the Update Profile section, a pop up will appear with the address AARP has on file. This address is where reimbursements will be sent. If this address is correct, hit the Cancel button. If this address is incorrect, please update with the correct information and click on the Update button. 

a. Your address has now been updated in the AARP systems to reflect the correct information. 
Post Submission Communication:   If you need to contact us after you’ve submitted your Expense Reimbursement Express Form, email us at:

DSPQuestions@aarp.org
We look forward to your feedback and will respond promptly.

THANK YOU FOR ALL THE GREAT THINGS YOU DO TO SUPPORT 
THE AARP DRIVER SAFETY PROGRAM!
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