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LOCAL TRAVEL MILEAGE

      REIMBURSEMENT REQUEST 

When local travel is required for business purposes, employees may request reimbursement for mileage in excess of the distance from an employee’s home to their assigned work site, at the current JTR. To request mileage reimbursement for local travel, complete the following information.  Attach to your Travel Request Form, if other travel expenses are anticipated, in advance of incurring expenses.

Employee  Name: ________________________________  Date: _____________

Destination: _______________________________________________________

Dates of Travel _____________________________

a. Number of Roundtrips Planned: ______

b. Roundtrip Mileage From Residence To Normal Place Of Employment: _________

c. Roundtrip Mileage From Residence To Business Destination:              __________

d. Business Destination Mileage: Equals c. Minus b.  
                    __________


[if a negative number, skip to f.]

e. Estimated Expense For Mileage:  Current Mileage Reimbursement 

    Rate of $_______Times a. Times d. equals:                                        $ __________

f. Estimated Parking Expense - Daily: $ ________ Times a. Equals        $ __________

g. Estimated Toll Expense – Daily: $ _________ Times a. Equals          $ __________

h. Estimated Total Local Travel Expense:  Equals e. Plus f. Plus g.        $ __________

Employee Signature: ___________________________________    Date:____________  

Supervisor Approval:  ___________________________________  Date: ____________

Customer Approval: ____________________________________  Date: ____________

Approved copy to:
PM
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