ARKANSAS MOAA COUNCIL OF CHAPTERS (COC)

MILEAGE REIMBURSEMENT 

STANDARD OPERATING PROCEDURE (SOP)
BACKGROUND:  In February 2022, MOAA National Headquarters awarded Arkansas MOAA COC a travel stipend for $1,350.00.  The stipend's intent is to assist COC officers and Chapter members attending face-to-face COC meetings to be reimbursed for their round trip mileage to the meeting.

PURPOSE:  The purpose of this Mileage Reimbursement SOP is to established procedures to facilitate reimbursement to eligible individuals and to provide a audit trail for disbursed funds.

REIMBURSEMENT AMOUNT:  The amount is derived from  IR-2021-251, IRS Standard Mileage Rates for 2022.  As identified by the IRS Standard, travel to/from COC meetings is classified as “miles driven in service of a charitable organization.”  The amount for round trip travel in support of COC meetings will be paid at a rate of 14 cents per mile. 

REIMBURSEMENT QUALIFICATIONS:  The following qualifications are established  for mileage reimbursement:

1. COC Officers:  If an officer is the sole traveler to/from the COC meeting, they will be reimbursed accordingly.  However, if the COC Officer is a passenger with another individual attending the meeting, the driver of the vehicle will receive the reimbursement.

2. Chapter Members:  Only one member per Chapter will be reimbursed for travel to/from COC meetings.  This is necessary to judiciously steward the limited travel funds allocated and to encourage car pooling. Only one Chapter attending the meeting will be reimbursed.
IMPLEMENTATION:  The following steps are to be used for mileage payments:

1. Prior to the beginning of each meeting, only qualified individuals for the mileage reimbursement (see PROCCEDURES above) will request from the COC Treasurer a copy of the “COC Mileage Reimbursement Request” (see reverse)

2. During the break for lunch, as feasible, the qualified individual will present the Mileage Request to the COC Treasurer.  The Treasurer will use the information on the request to compute the amount of reimbursement authorized.  A check will be issued to the qualified individual following adjournment.

3. Mileage reimbursement computations will be made by the Treasurer using “MapQuest Directions” with the departing address provided by the qualified driver.

EFFECTIVE DATE:  The COC Mileage Reimbursement SOP is effective retroactive to all qualified COC Officer/Chapter member drivers attending the April 23, 2022 COC Meeting and will expire upon depletion of all funds.

ARKANSAS MOAA COC

MILEAGE REIMBURSEMENT

FORM

APPLICATION:  The following form is only applicable to the qualified COC Officer/Chapter member-driver as identified in the Arkansas MOAA COC Mileage Reimbursement SOP.

QUALIFIED DRIVER'S NAME:                                                          

QUALIFIED DRIVER'S DEPARTING ADDRESS:

     NUMBER/STREET NAME:                                                        

     CITY NAME AND ZIP CODE:                                          

ARRIVAL ADDRESS: (To be filled in by COC Treasurer)
     NUMBER/STREET NAME:                                                  

     CITY NAME AND ZIP CODE:                                                                 

ROUND TRIP MILEAGE TOTAL:                               

AMOUNT AUTHORIZED AT 14 CENTS PER MILE:                       

MOAA COC CHECK NUMBER/DATE:                                            

                                                                                      ENLOSURE (1)
