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College or Division _____________________________________________ Month of ____________________ 20 _____
Technical Support Services- Fiscal Operations
Monthly Mileage Log Report
TAER NO.
College or Division
Month of
20____
Department 
__________________________ 
Account No.
Name of Traveler
Date 
Odometer Reading
Miles Traveled
Official Travel
Desti
nation Points
Remarks (Purpose) 
A 
–
Starting
B 
–
Ending
C   
Minus   
D     =      E
From
To
Total Miles:
X       
Cents/Mile*   =
A. 
Starting odometer reading 
I hereby certify that all mileage herein reported was driven in 
B. 
Ending odometer reading 
the discharge of official university business unless otherwise 
C. 
Total miles per odometer readings (B minus A) 
indicated and that payment therefore is a proper charge 
D. 
Commuting miles (normal mileage from home to 
against the account specified. 
place of work.) 
E. 
Column C less Column D equals mileage to be reimbursed, 
Column E. (Note: exclude commuting and personal mileage.) 
Signed __________________________________________ 
*Mileage allowance per APPM Section 7.1, 
Travel and Transportation, Reimbursements – 
Approved ________________________________________ 
Private Automobile. 
Dean of Division Head or Her/ 
His Designated Representative 
NOTE:
  The use of this form for monthly mileage reimbursement is normally restricted to local travel within a 25-mile radius of the University. 
  However, it may be used for any regularly scheduled instructional center travel expense outside this radius.  All employees who use their 
  personal cars for business are advised of the importance to purchase adequate insurance.  (The cost of this insurance is covered by the 
  Mileage allowance per APPM Section 7.1, Travel and Transportation, Reimbursements – Private Automobile.) 
  Mileage from home to work is considered a personal expense and is not reimbursed by the University. 
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