1834 Fields Boulevard                      Greenfield, IN 46140
                  Phone (317) 462-9219

HANCOCK-SOUTH MADISON JOINT SERVICES

INSTRUCTIONS FOR COMPLETING MILEAGE FORMS



Staff members who have significant mileage are asked to turn mileage forms in on a monthly basis.  Other staff may submit mileage forms quarterly.  Since claims are only paid once per month, it is essential that the form be submitted on the first business day of the month.   The mileage form should be used for all mileage reimbursement--including travel for workshops, conferences, or visitations.  
The mileage form should be legible and include the following:

1.
Employee's name and address

2.
Travel locations

3.
Odometer readings (Check reading carefully for correct mileage determination.)

4.
Miles traveled (Round up or down to a whole number)
5.
License plate number

6.
Employee's signature  (Don’t forget to do this; please sign each page.)

7.
Adding machine tape of total miles traveled for each page. 
8.
Adding machine tape of total miles for all pages multiplied by the mileage rate.  (January 1, 2007, forward at .445)
 

Reimbursement for mileage is not required by IRS, but is allowed.  A new policy for mileage reimbursement will go into effect at the beginning of the 07-08 school year.  MILEAGE MUST BE SUBMITTED ON A QUARTERLY BASIS!   Mileage will not be paid if it is over three months old.  Therefore, the mileage deadlines will be 9/30/07, 12/31/07, 3/31/08, 6/30/08.  You may submit your mileage monthly, or if you don't travel on a regular basis, then you may submit by occurrence (i.e. when you attend a conference, etc.).
 

List miles as whole numbers.  It is not necessary to calculate the mileage reimbursement on each line.  Be sure to check that the odometer readings and miles traveled agree.  Do not put an account number on the form as these numbers vary from year to year.  Claims which do not meet these requirements will be returned without exception.  It is your responsibility to ensure the accuracy of this information.

The original form is a two-sided form, so please make sure that both sides are submitted.

PLEASE SUBMIT MILEAGE DURING THE SAME CALENDAR YEAR OF THE DATES YOU HAVE RECORDED ON YOUR FORM.
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