Catholic Charities Mileage Reimbursement

1. Catholic Charities Transportation Expense Statements (see example) should be completed and signed by the staff member who incurred the mileage expense.  Electronic copies can be located in C:\911_Response\Maria Nikolatos\Form Templates\CC Transportation Expense Statement.xls
a. If the CC Transportation Expense Statements are completed electronically, totals are automatically calculated.

2. All sheets then need to go to Program Director, with the timesheets for her approval and signature.

3. Retain a copy of the Mileage Expense Sheets for office Timesheet & CC Mileage Binder.

4. Send originals with the timesheets to Carolyn La Paugh, CAS.

* Note:  Catholic Charities Transportation Expense Statements are due to CAS by the Tuesday of pay week.
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