Announcing the New DSP Expense Reimbursement Express Program
After multiple requests and recommendations from both DSP Volunteers and staff, Ms. Julie Lee, DSP Vice President is excited to tell you about a new initiative that will dramatically improve the Volunteer expense reimbursement process. We are proud to announce the implementation of the new DSP Expense Reimbursement Express program. 
What is the Expense Reimbursement Express program?
· A new simplified process for itemized expense requests
· A new process that reimburses itemized expense requests faster than before, receiving payments in as little as 21 days.
· A new process that creates an electronic option for reimbursing volunteers, reducing the time it takes to prepare, request, process and deliver reimbursements 

· Automatically reduces errors, automatically totals expenses and provides proper account codes and mostly eliminates the need for paper documentation, receipts 
To use the Expense Reimbursement Express program you will need:
· Microsoft Excel 2003 or higher version when accessing and completing the form 
· Have a current email address registered in VMIS
· Be registered on the AARP DSP Volunteer Portal system.  Instructions will be provided for those Volunteers not yet registered on the Portal.
Training and Information will be provided to all Volunteers:
· Webinars, instructional materials, training and information will be presented and scheduled and will be available on VolunteerNet (www.aarpvolunteers.com) beginning on September 12, 2011. 
· New electronic forms and instructions have been posted on VolunteerNet and can be used prior to attending training although attendance at an Expense Reimbursement Express training webinar is strongly encouraged. 
 Expense Reimbursement Express has been tested by DSP volunteers and AARP staff.  As with any new program we encourage you to try out the new system and give us feedback about your experience. Dedicated support contacts will be provided in the instructions and during training should you require assistance. 

We are very excited about this new program and have received excellent response. Expense Reimbursement Express will ultimately allow you to focus on teaching, increasing participation and adding additional courses instead of expense requests.  
