Seniors’ Resource Center

3

Volunteer Driver Services

A How lo on Trip Reports




Volunteer Drivers:

Provide rides in personal vehicle to seniors when other transportation is not available
Receive ride assignments from Seniors’ Resource Center (SRC) via email or phone
Confirm trip assighment details with passenger prior to ride

May receive reimbursement for miles driven (includes miles from volunteer driver’s

home to passenger first pick-up/last drop point and back to the volunteer driver’s

home)

Complete a Volunteer Driver Services Trip Report each month.
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Irip Report

But if I'm a volunteer, why do I have to complete a report?
A report is required to collect mﬂeage reimbursement.

The trip report is used by several Seniors’ Resource Center departments
(Finance, Transportation Services, Volunteer Services, and Volunteer
Driver Services) to track mileage, trip numbers (rides provided) and

volunteer hours.

More seniors receive rides if the mlleage 1S The
program receives funding from various funding sources
(foundations, grants, state, etc.) based on the number of

trips provided!!!




Irip Report

How much information is required?
Month you are driving
Date you are transporting passenger
Passenger’s first & last name
Passenger’s resident county
Address of pick-up
Address of drop off
Trip type (personal or medical)
Miles driven (calculated from volunteer’s home & back)
Number of trips (rider destinations)

Total volunteer hours (includes drive time and any rider escort time or

assistance)




SENIORS’ RESOURCE CENTER - VOLUNTEER DRIVER SERVICES (VDS) ~ WHEAT RIDGE

TRIP REPORT .
THIS FORM DUE IN SRC OFFICE BY THE 5th OF EACH MONTH
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SENIORS’ RESOURCE CENTER - VOLUNTEER DRIVER SERVICES (VDS) WHEAT RIDGE
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Irip Report

At the end of the month complete the following at the bottom of the form:

Check “yes” or “no” in the gray box to indicate whether you are requesting mileage
reimbursement or donating the miles you have driven.

Check to be sure that the “total miles driven” entries include the miles from the volunteer
driver's home and back.

Complete the Volunteer Driver info (name, address, phone, signature, and the date you are
submitting the form.)

Mail, email or fax the report by the 5t of the following month to the SRC address on the
form.

Please phone (303) 235-6912 or (303)235-6952 with any questions on completing the
form.
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