Mileage Reimbursement Form Update 3.6.23

Please ensure that you open the document in Adobe Acrobat and save it to your computer. If you
need help getting Adobe Acrobat installed on your WCPS device please submit an |IT Service Request
An additional page for Scheduled Travel was added based on feedback.

The Scheduled Travel Section overlaps onto 3 pages now. The ‘TOTAL’ box located at the bottom of
each page/section is not cumulative; it contains the total for that page/section only. The cumulative total
occurs on the last page under the final calculations for Total Mileage named ‘Total Scheduled (Page
1+2+3)’, see image below

*From approved mileage chart Page 2 TOTAL 820

Employee ID No. ||123-45

Additional SCHEDULED TRAVEL

SCHEDULED TRAVEL
DATE FROM O MILEAGE*
3523 Marshall Street School Central Office 8.00

L

4 The Scheduled Travel TOTAL at i
the bottom of each page/section is for
that page/section only. |

All Scheduled Travel Totals will be \
added together on the last page

Page 3 TOTAL 6.00

ECIAL UNSCHEDULED TRAVEL

DATE FROM MILEAGE*
*From approved mileage chart Special Unsch TOTAL 0.00
Total Mileage

I hereby certify that the mileage detailed on this voucher are in compliance Total Scheduled (Page 1+2+3) 40.20

with Board Policy. Total Unscheduled 0.00
= Grand Total Mil 40.20

Employes Signature Date I:l rand 1o reage -

Mileage Rate [50.655 as of 1/1/23) | 5 0.655
Employee Name |J3|"IE Doe | Due to Employes 52633

‘Total Scheduled (Page 1+2+3)’ is calculated by adding the total of ‘Page 1 TOTAL’, Page 2 TOTAL’,
and ‘Page 3 TOTAL’

‘Grand Total Mileage’ is calculated by adding the total of ‘Total Scheduled (Page 1+2+3)’ and ‘Total
Unscheduled’

‘Due to Employee’ is calculated by multiplying the ‘Grand Total Mileage’ by the ‘Mileage Rate’


https://support.wcps.k12.md.us/incidents/new

