NNNNNN PO#:
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EZ(P ENSE REPORT Expenses for the month of:
' ONLY ONE MONTH'S EXPENSES PER FORM, PLEASE
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DRIVEN DAILY TOTAL
(ATTACH COMMUTE MILES X
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*Attach Mapquest/Google Maps for your entire trip start to end (e.g. home to meeting to work)
*Attach Mapquest/Google Maps for your normal commute to work, when applicable

*For trips that start and end at work (e.g. ESC meeting on a work day) or non-workday trips (weekend) - do not subtract your normal commute mileage
*Attach original, itemized receipts for other expenses
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Date:

revised 01/01/2024 per IRS update




CUYAHOGA HEIGHTS
SCHOOLS

Irreasurer’s Depariment Administrative Guidelines for Travel/Mileage]
IReimbursement

[(condensed for Monthly Mileage form)

o Al retmbursable travel must seyrve a proper public purpose and should have prior
authorization and a Purchase Order.

»  You should never request to be reimbursed for nelleage you did not travel or expenses
you iid not incur, You should only request to be reimbursed for mileage you actuaily

traveled - for work - above arnd beyond your normal commute and allowable expenses
you actually incurred.

- MILEAGE:

1. Mileage will be reimburséd at the current IRS rate,

2. Following IRS Regulation 1.262-1(b) (5): mileage reimbursement caunot include. your normal
commute fo/from worls

3. Submit Mapquest/Google Maps for:

a. ‘The actual route you took for the work related trip,
b. And your normal commute to/from work.
¢. Deduct your normal commute mileage from the total trip mileage and submit.
d. Personal stops cannot be ineluded. .
- 4, Ifyou car-pooled with someone.to a work related trip/destination, do not submit for mileage
reimbursement unless you were the-driver, using your personal vehicle,

5. Do not submit for reimbursement for the trip back to school, if you did net refurn to school.

6. For Monthly Mileage reimbursement, which is for work related trips not involving Professional
Conferences, you should have a Purchase Order dated before your travel dates. At the end of
each month, fill out a mileage form and submit it for reimbursement. Do not submit for several
months at once or for partial manths.




