
MILEAGE REIMBURSEMENT FORM 

  Account #________________ 

DATE FROM TO MILEAGE 

   TOTAL MILES 

2019 Approved Rate: X   cents/mile

 MISC. EXPENSES (attach receipts) 

 TOTAL REIMBURSEMENT 

This is to certify that the above represents the number of miles traveled during the period stated above 

in connection with my duties as an employee of the Covington Independent Public Schools. 

____________________________________ 

Print Name Location 

____________________________________ 

Signature  Date 

Signature: Principal/Supervisor  Date 



Revised 6/4/2018 

 

 

 

MILEAGE REIMBURSEMENT 

 

 

 

A. Travel Expenses  

 

 Mileage Reimbursement Rate - Employees authorized by the superintendent to use their own     

 vehicles on approved school business shall be reimbursed at the Federal allowable rate.  In     

 cases of excessive wear on vehicle an additional reimbursement rate may be added to mileage    

 rate upon approval by Central Office.  

 

  All district personnel required to travel within the school district are eligible for    

  reimbursement upon approval by immediate supervisor.  

 

 Procedures  

 

1. The “Mileage Reimbursement Form” must be completed and submitted to Accounts 

Payable at least quarterly. 

 

2. Employees required to travel by the nature of their job description will be 

reimbursed upon completion of a “Mileage Reimbursement Form”.  

 

3. Employees required to travel out of the District, for the day, will complete a 

Mileage Reimbursement Form upon returning to the District.  

 

4. Employees required to travel on school related business, requiring an overnight stay, 

will need to complete and submit a Temporary Duty Form before traveling.  A 

Request for Reimbursement Form will need to be submitted upon returning from an 

overnight Temporary Duty. (Both of these forms can be found on the CIPS 

website.) 

      

               

 

 

  

           Revised 6/4/2018 
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