DABNEY S. LANCASTER COMMUNITY COLLEGE
BASE POINT DECLARATION

Commuting Status is the period of time in which an employee is routinely traveling between his/her residence and his/her base point. Mileage and other commuting costs incurred during commuting status are considered a personal expense and are not reimbursable (Commonwealth of Virginia Accounting Policies and Procedures (CAPP) Manual Vol. No. 1 – Policies and Procedures; Function No. 20000; Section No. 20300; page 5 - Definitions).

The definition of Base Point is the place, office or building where the traveler performs his/her duties on a routine basis (Commonwealth of Virginia Accounting Policies and Procedures (CAPP) Manual Vol. No. 1 – Policies and Procedures; Function No. 20000; Section No. 20300; page 5 - Definitions.

Commuting distance is the round-trip distance traveled routinely by the employee between his/her residence and his/her base point (Commonwealth of Virginia Accounting Policies and Procedures (CAPP) Manual Vol. No. 1 - Policies and Procedures; Function No. 20000; Section No. 20300; page 5 - Definitions).

I declare the following location as my base point _____________________

____________________________________________________________

(example: DSLCC Main Campus, Clifton Forge)

I declare the round trip commuting distance traveled daily between my residence and base point to be ___________________ miles (round trip).
______________________________        __________________________

       Employee Signature                                                     Date

APPROVED:
______________________________        __________________________

      Supervisor Signature                                                     Date
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