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	REIMBURSABLE MILEAGE CLARIFICATION
PURPOSE

The purpose of this FYI is to provide policy clarification regarding reimbursable mileage for mobile workers, managers with multiple office assignments and the shortest distance rule when completing mileage claims in the Mileage Authorization and Reimbursement System (MARS).
MOBILE WORKER PROGRAM DESCRIPTION

The Mobile Worker Program is designed to provide certain employees who are expected to conduct a great deal of their work in the field (e.g., Children’s’ Social Workers) the ability to work from alternative work locations.  DCFS employees assigned to the Mobile Worker Program, for mileage claim purposes, are authorized to designate an alternative work location as their headquarters (e.g., office space at hospitals, school sites, community-based agencies, police stations; “hoteling” spaces at DCFS facilities; and at home offices).  All permittees must be assigned a permanent headquarters location.  

GENERAL RULE REGARDING OFFICE ASSIGNMENT
Each Deputy Director/Regional Administrator/Division Chief is responsible for ensuring the assignment of a permanent headquarters for each of their respective mileage permittees.  For those employees who do not choose home as their headquarters, “It is presumed that the department facility or field office in which the employee spends most of his/her office work time or receives his/her supervision will be the assigned headquarters.”  Therefore, mobile workers headquarters can either be the same location of his/her supervisor or home.  Noting, however, that each permittee has only one assigned permanent headquarters.  Management Directive (MD) #11-01 Mileage Claim Procedures, Department/Region/Office Responsibilities, reads:  “The region/office must ensure that an employee claiming mileage for driving his/her private vehicle on County business conforms to the rules and regulations.”
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If you have any questions regarding this release please 


e-mail your question to:


Policy@dcfs.co.la.ca.us



LIMITATION ON USE OF HOME AS HEADQUARTERS FOR MILEAGE PURPOSE
DCFS employees approved to use their home as headquarters are subject to the provisions of Los Angeles County Code Section 5.40.200 - Mileage allowance, which reads in part, “Because of particular work assignments of certain employees where there is no valid reason for establishing any particular location as headquarters, a department head may permit those individuals to establish their home as headquarters. Under such conditions, the permittee so authorized to establish his home as headquarters shall travel to and from his home and shall be compensated only for that mileage, according to existing rates, which is in excess of 
25 miles each way.”

SHORTEST DISTANCE RULE

A mobile worker, with a DCFS approved alternative work location as their permanent assigned headquarters, can claim mileage from their home to their client location and vice versa; however, when calculating reimbursable mileage from the home to the first point of contact or from the last point of contact to the home, the “Shortest Distance Rule” applies.

The “Shortest Distance Rule” refers to the following:

Mileage will be reimbursed for trips from home to the first point of contact, not to exceed the distance between the first point of contact to headquarters; and mileage will be reimbursed for trips made from the last point of contact to the home, not to exceed the distance between the last point of contact to the assigned headquarters.

Travel from home to an assigned headquarters (or designated pay location when traveling from a home headquarters) for purposes of attending an office meeting, serving as a duty worker, receiving supervision, etc., is not claimable.  

STAFF WITH MULTIPLE OFFICES
Please note:  Staff with responsibility for two or more work sites are to establish one site as their permanent headquarters and are allowed to claim mileage for travel between secondary work sites and their assigned headquarters while conforming to applicable mileage reimbursement guidelines.
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