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TRAVIS UNIFIED SCHOOL DISTRICT 

CLAIM FOR MILEAGE REIMBURSEMENT 
 

Employee Name ____________________________________ Position _________________________________ 

Site Name _________________________________________ For the Month of __________________________ 

INSTRUCTIONS: A Claim for Mileage Reimbursement is due in the Business Office by the end of the first working day after 
the close of the month for which reimbursement is claimed. YOUR CLAIM MUST BE SIGNED BY YOUR IMMEDIATE SU-
PERVISOR. CLAIMS MUST BE TURNED IN MONTHLY AND NOT SAVED UP. DO NOT INCLUDE CONFERENCE 
MILEAGE because it is reported on a separate form. 

Employee: I certify that the above record of mileage claimed for reimbursement is a true and accurate record of 
actual miles traveled during the month indicated and that such actual miles claimed for reimbursement were all 
traveled on official district/school business. 

Date ________________ Employee’s Signature _______________________________________________ 

Date ________________ Supervisor’s Signature _______________________________________________ 

BUDGET CODE: _______________________________________________________________________ 

BUSINESS OFFICE USE: No. Miles ______________ x ______________ ¢/Mile = $ ______________ Reimbursement due to Employee 

Date _____________________ Signature ____________________________________________ (Business Office Verification) 
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