TRAVEL REIMBURSEMENT

TRAVEL

When an agency vehicle is unavailable for employees who travel for UCAN business they may use their own transportation.  However, the expectation is employees will use a Head Start vehicle when available.  Employees are encouraged to be planful before traveling and to check in advance the availability of agency vehicles.  In order to use a private vehicle, and be reimbursed for the mileage, employees must receive prior approval from their supervisor.  If an employee chooses to use their private vehicle when an agency vehicle is available, there will be no expectation of mileage reimbursement.
For purposes of mileage reimbursement, reimbursement will only be for travel from the employees usual work site to the scheduled destination.  Mileage will not be reimbursed from employee’s home to regular worksite.

For purposes of mileage reimbursement, the following mileage chart will be used.
Mileage to Head Start Admin
The following is a list of one-way mileage from the HS Admin Office (511 W Umpqua St) to each of our sites and training centers. Please keep in mind that this list is one-way mileage only, you must double the mileage for round trip totals. 
  

	St Joseph Roseburg 1-5
	1 mile 

	UCC
	6.9 miles

	Riddle
	23.1 miles

	Sutherlin
	13.6 miles

	Green 
	6.1 miles

	Reedsport
	74.6 miles

	Winston 3
	8.4 miles

	Winston 1 & 2
	8.8 miles 

	South Umpqua 
	26.1 miles

	UCAN Service Center
	4.3 miles

	GV Assembly Church
	4.2 miles


Mileage to St Joseph (all Staff trainings)

The following is a list of one-way mileage from the St Joseph Roseburg 1-5 (800 Stanton St) to each of our sites. Please keep in mind that this list is one-way mileage only, you must double the mileage for round trip totals.

	HS Admin
	1 mile 

	UCC
	7.7 miles

	Riddle
	23.9 miles

	Sutherlin
	14.4 miles

	Green
	6.9 miles

	Reedsport
	75.4 miles

	Winston 3
	9.2 miles

	Winston 1 & 2
	9.6 miles

	South Umpqua
	26.9 miles


Complies with UCAN Personnel Policy – IX – Travel
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