OVR-23 Consumer Mileage Form (Effective 10/1/2011)
Instructions

Purpose:  To be completed by the consumer to record and verify the appropriate use of transportation funds paid through NonPay Cash.   To be completed by the consumer prior to receiving additional NonPay Cash for transportation.   This form is in lieu of receipts for NonPay cash transportation expenditures. 
 
Distribution:  The consumer is responsible for providing this documentation prior to receiving additional NonPay Cash checks for transportation. Any corrections to the form will require the consumer’s initials acknowledging awareness of the correction.  Copies of the form are to be attached to the corresponding authorization and will follow the same archiving/scanning and destruction schedule as pay authorizations. 

FORM FIELDS

Name:  Enter consumer’s first and last name.
Case Number:  Enter consumer’s case number. 
Authorization Number:  Enter the authorization number the mileage form is documenting.
Travel period:  Enter beginning and ending dates of the time period for which the NonPay Cash was provided.    

Date:  Enter the date(s) that the consumer traveled.

From:  Enter the starting location (include street address and city).
To:  Enter the destination (include street address and city).  Complete as many lines as necessary. Continuation page is provided and can be duplicated. 
Purpose:  Enter the reason for the trip (i.e. drop off resume, job interview, etc.).  Indicate if the mileage is roundtrip.
Mileage:  Enter the mileage traveled in whole numbers.          

Total Miles:  Enter the total miles traveled from all pages.
Per Mile:  Enter the allowable state reimbursement rate for the time period travel was taken.   Found at:  http://finance.ky.gov/internal/travel
Total Amount:  Total Miles X Total Per Mile 
Individual Signature:  Consumer Signature on this form certifies that the form was completed accurately. 

Counselor Signature:  The counselor signs this to certify that the trips were appropriate and necessary for assessment or the completion of the IPE. 
