MILEAGE REIMBURSEMENT REQUEST N/

PHYSICAL ADDRESS:
CITY: STATE: ZIP:

PHONE NUMBER:

VEHICLE DESCRIPTION:

MILEAGE REQUEST INFORMATION:

MONTH(S): YEAR(S):

) MILEAGE RATE:
NUMBER OF MILFS: 0.00 70¢

Total Miles automatically calculated for you.

REQUESTED MILEAGE REIMBURSEMENT AMOUNT: $ O OO

Form will automatically calculate the dollar amount for you.

e  Mileage must be recorded and itemized on page 2 or 5 of this form. Use form calculations (from the mileage chart), your odometer
readings, or a web-based map site (Refer to SF600.2) if your location is not automatically calculated.

e If youare not using the form’s automatic calculations on page 2 and 3, documentation should be attached (e.g. web-based map
printout).

e  Commuting mileage is not reimbursable. Customize page4 to list your normal commute and set mileage from home to other library
locations. The form will automatically subtract your normal commute when claiming on page 2 and 3.

e  Sjtuations involving trips to the workplace after hours or beyond your normal working hours require supervisor's approval.

e  Please attach a copy of your currentverification of insurance which meets the minimum requirements for the State of Oklahoma.

e  Submit reimbursement forms no more than once a quarter.
o  Forms for the quarter ending June 30 are due in the Business Office no later than the 7th business day of July.
o  Forms for the quarters ending March 31, September 30, and December 31 are due by the end of the following month.

The current mileage rate is 67¢ effective January 1, 2024.

SIGNATURE: DATE:

By signing this form | confirm and verify the mileage recorded is a true and accurate record of the business miles taken. | have attached the
appropriate documentation needed to verify mileage. | understand my mileage reimbursement will only take place after | submit the appropriate
documentation.

SUPERVISOR'S SIGNATURE:

lunderstand by signing this form | have verified the mileage and/or odometer report and all of the supporting
documents. | verify the appropriate documentation has been attached by the employee.
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ITEMIZED MILEAGE FORM PAGE 2
PICKLOCATION Clear All
DATE STARTING DESTINATION PURPOSE NET MILES
*Post Office (4025 W. Reno) address is configured for Downtown, Service Center, & Home (if TOTAL MILES 0.00

configured).
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ITEMIZED MILEAGE FORM PAGE 3
PICKLOCATION Clear All
DATE STARTING DESTINATION PURPOSE NET MILES ‘
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TOTAL MILES 0.00

*Post Office (4025 W. Reno) address is configured for Downtown, Service Center, & Home (if
configured).
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MILEAGE REIMBURSEMENT REQUEST

CUSTOMIZE YOUR MILEAGE Save form to complete only once. PAGE 4

1. Please visit your favorite web-based map site.

2. Route your home address to your most visited library locations and document the mileage below.
Route your User Defined Locations below to add frequent stops not defined. These locations are defined by you. They can be anywhere
you frequently visit such as a library location to a vendor or from your home to the airport. Add the starting and destination locations,
address, and the distance.
Review your mileage distances, print the webpage results, and document exact mileage below.

5. For mileage to/from your Home - claim these customized mileage distances on the Itemized Mileage Form by selecting any location in the
Starting or Destination column dropdown and “Home” in the other column.

6.  For mileage to/from your one of your User Defined Locations select # - User Defined Location in both the Starting and Destination column on
the Itemized Mileage Form.

Formula used to calculate your mileage when selecting Home and any of the related locations (may compute a negative distance):

Mileage = (Home to Location) — Normal Commute

LOCATION DISTANCE LOCATION DISTANCE

Normal Commute Mileage 0.00 Southern Oaks Library 0.00

Almonte Library 0.00 Village Library 0.00

Belle Isle Library 0.00 Warr Acres Library 0.00

Bethany Library 0.00 Wright Library 0.00

Capitol Hill Library 0.00 Service Center 0.00

Choctaw Library 0.00 MTC Storage Facility 0.00

Del City Library 0.00 (Efgg’; EV?RSet,,Sfﬂce 0.00

Downtown Library 0.00 Library Kiosk 0.00

Harrah Library 0.00 STARTING ENDING ADDRESS DISTANCE
Jones Library 0.00 1. 0.00
Luther Library 0.00 2 0.00
Midwest City Library 0.00 3. 0.00
Nicoma Park Library 0.00 4. 0.00
Northwest Library 0.00 5. 0.00
Ralph Ellison Library 0.00 Don't forget to minus your normal commute in the Distance column if you select

home as one of your User Defined Locations.
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ITEMIZED ODOMETER REPORT PAGE 5

PICK LOCATION ODOMETER REPORT SUBTRACT Clear
NORMAL

DATE STARTING DESTINATION | STARTING ENDING COMMUTE PURPOSE NET MILES

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

TOTAL MILES 0.00
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