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   Employee’s Signature 

 

_____________________________________________Administrator’s Signature 
 

 
Instructions:  List each trip.  Indicate 
when a return trip is included in the trip 
mileage.  If trip calls for traveling to two 
or more places, please include that 
information.  MILEAGE forms must be 
turned in by the 2nd Thursday of each 
month. Any requests under $10.00 will 
be held until the next month. 

Total Miles  
Multiply by IRS Mileage Rate  

            Total  
Account #: Total 
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