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When can an employee be reimbursed
for mileage?

Any employee who uses their personal
vehicle for business purposes that have
been approved by their supervisor can
claim mileage reimbursement.
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How do staff get reimbursed?

*Log In to BaseCamp
*Select Policies & Forms
*Click Forms & Postings

*Download the Mileage Report
form



Filling out a Mileage Report  m 222508

« Fill out the date of travel, to/from location, () SEACON
travel purpose, and mileage

« Starting location will be the Beacon home. If
you are not leaving from the Beacon home,
you must deduct your commute from your
mileage.

« Commute is the distance normally driven from
home to work each day.

« Mileage rate is $0.545/mile | ST T

Mllﬂﬁ- Rate (affective 9/1/18&) u 50,545
Total Reimbursement | $ 10.90

 Sign the form and print your name




An employee is going to CPI class. A. 10 miles

They are not scheduled to work at B 5 mil

the home today and are leaving -2 miies

from their personal residence to go C. 15 miles

to class. They live 5 miles from their .

assigned Beacon home, and the D. None, because it is not much
training site is 10 miles away. How further than their assigned
many miles can they claim for home.

reimbursement? Remember, they

must deduct commute.

Deducting Commute - Practice (2 SEACON




An employee is going to CPI class.
They are not scheduled to work at
the home today and are leaving
from their personal residence to go
to class. They live 5 miles from their
assigned Beacon home, and the
training site is 10 miles away. How
many miles can they claim for
reimbursement? Remember, they 10-5=5 miles
must deduct commute.

Total distance (10) — Commute (5) =
Mileage reimbursement

Deducting Commute - Practice (2 SEACON




Submitting Mileage Paperwork

"Y-Y:

Submit the Mileage Mileage Reports are due Mileage Reports must
Report to your by 9:00am on payroll be turned in within 30
supervisor for approval. Monday. days of travel.
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