
Transportation Instructions 
 

1. Time/mileage logs are due back to the RSVP office by the 5th of each month. Please do 

NOT forget to sign and date your form before you turn it in to the RSVP office.  

a. ***Please do NOT forget to sign your time/mileage log before turning it in. I 

cannot pay release mileage reimbursement unless the log is signed and dated. 

Thank you… *** 

b. If there are self-addressed envelopes in your folder, please mail your call logs to 

me. 

c. If you do not have an envelope, then please give your call log to: _____________ 

__________________________________________________________________ 

2. Forms are to be dropped off, mailed or can be emailed if you have the capability to scan 

your form to email it. Either email address listed below may be used. 

a. dcea.rsvp@outlook.com 

3. Time/mileage log instructions… 

a. Complete your information at the top of the form 

b. List the date of the transport 

c. List your homebound person’s name 

d. List where you took your homebound person 

e. List how long you were with your homebound person on this trip 

f. List the beginning odometer from your home 

g. List the ending odometer when you get back home 

h. Total the miles for each trip 

i. *All your people can be listed and documented on the same form for the month 

4. You will receive a check in the mail for your mileage reimbursement. Remember mileage 

does not count towards any income you may be receiving. 

5. Please remember, your homebound person may not remember you every time you see 

or talk to them. Just remind them who you are because of the Douglas-Cherokee RSVP 

program through Kim. You are with them to help with transportation. 

6. If you feel like there may be a problem with your homebound person/people, please call 

the RSVP office and let Kim know at any of the following phone #’s.  

a. office: 423-318-6912 

b. cell: 423-621-1943 (you can text or call) 

7. If you feel like you do not get along with your homebound person, please let the RSVP 

office know. We can definitely make a change. 

 


