Local Mileage Reimbursement — District Policy & Procedures

A Local Mileage Reimbursement Request form is used to request mileage reimbursement when you use your own personal
automobile for conducting District business within the District boundaries (less than 25 miles one way). If a trip is longer
than 25 miles one way, with an overnight stay, report it on a Travel/Training Expense Reimbursement Request.

Per IRS regulations, mileage reimbursement is for the cost of operating your personal vehicle for all business miles. This
does not include miles driven while commuting to work. Commuting includes travel from home to the primary/regular work
location and from the primary/regular work location to home. Even if the employee is called to come to work on a non-
scheduled work day or called to return to work on a scheduled work day, and is not eligible for mileage reimbursement.
Travel from your home to a work location other than your primary/regular work site is only reimbursed for the number of
miles greater than the employee’s typical commute.

Authorization Steps:

To receive reimbursement for local mileage, you must have on file an approved Authorization for Local Mileage
Reimbursement and a copy of your current automobile insurance policy. You can obtain this form on the Risk Management
Website under Local Mileage, http://www.pps.net/Page/226. Email the completed form with a copy of your current
automobile insurance policy attached to riskcomp@pps.net. Once the approval process is completed, the Authorization for
Local Mileage Reimbursement form will be filed in the Accounting Department and your current insurance policy information
will be maintained by the Risk Management Department.

The following must be kept current for you to continue to be qualified for reimbursement of local mileage:

. The chartfield string to which the mileage is to be charged. For example, the chartfield string will change if you move
to a new department or location with a new department (org) number. If the chartfield changes, submit a new
Authorization for Local Mileage Reimbursement to the Accounting Department with the new chartfield string specified
and the appropriate approval signatures.

. Your insurance policy information. If your insurance policy changes (for example, due to a change of company, new
type of coverage, altered amounts of coverage, expiration of old policy, or change of car), submit a copy of the new
policy to the Risk Management Department.

Submitting Reimbursements Requests:

e Submit only one reimbursement request form per month. Do not hold your requests and submit multiple months or an
entire year at once. All reimbursement requests must be submitted prior to July 20t to be charged to the previous
fiscal year.

o Reimbursement requests must be submitted no later than 60 days from the date the actual expense was incurred. If a
reimbursement requests is submitted beyond the 60 day limit, the amount of the reimbursement shall be reduced by
the amount of employer and employee taxes.

. If your reimbursement will be made from a grant, you must submit the reimbursement request within the grant funding
period (fiscal year).

. Failure to complete & submit the Local Mileage Reimbursement form within the academic (fiscal) year may result in
the forfeiture of the employee’s mileage reimbursement claim.

Complete the Local Mileage Reimbursement Request form available on the PPS website under business forms,
http://www.pps.net/Page/2914. For each trip, enter the following:

1. Month: Month of travel

2. Date: The date the trip occurred

3. From: Where the trip originated

4. To: The destination of the trip

5. Miles: The number of actual miles. If a trip was more than 25 miles one way and outside District
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boundaries, use a Travel/Training Reimbursement form to request reimbursement for that trip rather than this

form.
6. Business Purpose: Required field
7. Total Mileage: This will automatically calculate, no entry necessary
8. Rate: IRS mileage rate: The current IRS mileage rate for the year.

*Updated rate located on http://www.pps.net/Page/2914.

9. Parking/Toll: Enter the costs for the trips reported and attach receipts*

*Due diligence must be done to try and secure a receipt. In the event of a missing receipt you will not be reimbursed.
10. Total Due: This will automatically calculate, no entry necessary

. Print form and in the lower left section of the form, enter the following:

1. Signature of Driver: Provide your signature and your employee ID number.

2. Driver's Printed Name: Print or type your name. This helps us ensure we can read the information.

3. Department/School: Enter your school or department.

4. Authorized by: Obtain the appropriate signature of approval.

5. Date: Enter the date the approval signature was obtained.

6. Chartfield: Enter the chartfield string to which the expense is to be charged. This should be

the same as the chartfield string on your Authorization for Local Mileage Reimbursement.
7. Submit the completed form to Accounts Payable-Travel Desk

Issuing Payment:
Accounts Payable Services will review, audit and verify that all expenditures have met internal and external guidelines and
policies prior to issuing payment. IRS requires the most direct route; however allowances will be made for slight variations.

Google maps is an accepted tool for mileage verification and can be found at https://www.google.com/maps

General guidelines of what mileage is reimbursed:

Trip Reimbursable?

1 Home to regular job No (commuting)
2 Regular job to second job Yes
3 Home to second job (day off from regular job) No (commuting)
4 Regular job to second worksite Yes
(i.e., meetings during and after the workday)
5 Regular job to home; Reimbursable from the regular site to the meeting location only. If the
then, home to evening meeting. meeting is at the regular site, it is commuting and there is no reimbursement.

Staff receiving monthly stipends for Local Mileage may submit reimbursement requests for any travel outside the District
boundaries that is over 25 miles one-way. Your stipend covers local mileage within the District and outside District trips that
are 25 miles or less one-way. Reimbursement requests must be separately approved by your supervisor and claimed on a
“Travel/Training Expense Reimbursement Request on the PPS Website under business forms,
http://www.pps.net/Page/2917. Please note that commuting miles still need to be subtracted.

For trips including an overnight stay, you are in travel status. Please refer to Travel policies.

Questions? Contact Us at TravelDesk@pps.net or (503) 916-3378
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