
Mileage Travel Expense Reimbursement Form Sample
The mileage travel expense reimbursement form sample is designed to help employees accurately report their business-related travel distances for timely reimbursement. This form ensures all mileage
claims comply with company policies and IRS guidelines. Using a standardized template simplifies the approval process and maintains clear expense records.

Employee Information

Employee Name Employee ID

Department Supervisor

Date Submitted Expense Period MM/DD/YYYY - MM/DD/YYYY

Mileage Log

Date Origin Destination Purpose of Trip Miles Traveled Rate per Mile Total Amount

$0.67

$0.67

Total Reimbursement

Certification
I certify that the information provided on this form is accurate and that the mileage claimed was incurred in the performance of my official duties and complies with company policies.

Employee Signature ________________________________ Date __________________

Supervisor Approval ________________________________ Date __________________
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