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475 Cleveland Ave. N., Suite 322, St. Paul, MN  55104 (651) 649-0315, 800-320-1707, 

fax: (651) 649-0318

www.elderberry.org                elderb@elderberry.org
Expense and Mileage Report 
Reimbursement Rules and Tips

· Elderberry Institute will reimburse you for expenses and mileage that are identified in your approved IPP. If an item is not included in your budget, EI cannot reimburse the expenses unless your IPP is revised to include the expense. 
· A receipt must be attached for general expenses (not necessary for mileage expense). 
How to complete an Expense Report
· At the top fill in the name of the person receiving services (consumer name); the name of the Consumer Representative (if the consumer is not the one managing the program); and the beginning and ending date of your IPP. 
· If the check should be written and/or sent to someone other than the Consumer or the Consumer Representative, write the name, address and social security number clearly at the top of the form. 
· Write the date each expense was purchased (date on your receipt), the total dollar amount of that purchase and a short description of the item.
· Attach all receipts to the back of the report in the order they are listed 

· Add up the amount carefully. Sign and date the report. EI will not pay any expenses or timesheets without the signature of the Managing Party. 

· You can mail expense reports to EI using the mailing labels provided. You may also drop off your expense reports to our office. 
How to Complete a Mileage Form

· At the top of the mileage form please clearly indicate your name as well as the name of the person being reimbursed if it is not you. 

· Dates must be listed for each trip

· A reason for the mileage must be indicated for each trip. 

· Add up the number of miles at the bottom of the form. 

· Multiply the number of miles at the bottom of the form by the current IRS rate (or the rate listed in your budget, whichever is less) and indicate the total amount to be reimbursed for mileage. 

· The form must be signed by you and the person receiving the payment. 

*If Mileage is submitted, but not included in your budget, we will not be able to reimburse you for your expense.  However we will be able to apply the mileage against match due.

If payment is desired, your IPP will need to be revised and approved before we can reimburse you. 

If you have questions please give us a call. 
Elderberry Institute

475 Cleveland Avenue North, Suite 322

Saint Paul, MN 55104

Phone: 651.649.0315 or 1.800.320.1707

Fax: 651.649.0318

Email: elderb@elderberry.org
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