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MILEAGE REIMBURSEMENT CLAIM FORM
Miles Driven January 1 – December 31, 2016
	Name:
	     
	Emp. No.: 
	     


	Home Address:
	     
	City: 
	     


	Title:
	     
	Distance between home and headquarters:
	     


	Division:
	     
	Supervisor’s Name: 
	     


	Claim Period: 
	     
	Last Date Driven: 
	     


	Date Driven
	Destination
	Odometer
	Miles Claimed
	Purpose of Trip
	Parking Fees

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	IF MORE THAN ONE SHEET IS USED, DETACH ON HEAVY LINE, EXCEPT LAST SHEET OF CLAIM.

	Falsifying this report will be cause for dismissal.

	Total Non-Taxable Miles Driven:      ______
@ 54¢
= $      ____
Total Taxable Miles Driven:      ___________
= $      _____
Total Non-Taxable Parking Fees: $      ____  

Total Taxable Parking Fees: $      ____  
	Total Reimbursement Claimed:  

$ 



I HEREBY CERTIFY that the mileage reimbursement claimed on this form are proper and actual mileages and parking fees incurred during this period and in accordance with LACERA’s Mileage Reimbursement Policy.
Employee Signature:  ___________________________________________________
 Date: _______________________

Approval Signature: ____________________________________________________ 
 Date: _______________________

                                         (Supervisor/Manager)
Date Submitted for Reimbursement:  __________________
RULES AND INSTRUCTIONS

I. What types of mileage and occasional parking may be claimed?
Mileage and parking reimbursement is allowed for trips made by authorized mileage employees driving their personal automobiles on official LACERA business, subject to the following limitations:

A. Mileage and parking will not be reimbursed for trips made only between home and headquarters or headquarters and home.

B. Mileage will be reimbursed for trips from home to the first point of contact
(work location) not to exceed the distance between the first point of contact to headquarters.

C. Mileage will be reimbursed for trips made from the last point of contact (work location) to home, not to exceed the distance between the last point of contact to headquarters.
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D. Occasional parking expenses may be claimed for reimbursement by employees for actual expenses incurred as a necessary part of trips made on LACERA business at destinations other than headquarters.

II. How to fill out the mileage form.
A. Fill in the headings completely on every sheet of your mileage claim.

B. Addresses of destinations must be listed.

C. Purposes of trips must be stated.

D. Whenever the continuity of your travel is broken by a personal trip, indicate your personal trip clearly.

E. After your claim is completed, sign the claim on the line marked "Employee Signature."

F. Place the mileage claimed figures and amounts, and the occasional parking amounts on the appropriate lines.  Remember that there are separate areas designed for non-taxable and taxable mileage and non-taxable and taxable parking fees.

G. Your claim must be examined and approved by your supervisor/manager.

III. Audit of Claim
A. Illegible claims and claims that lack correct and complete data will be returned to the employee for correction.

B. Any questions concerning returned claims or unpaid claims must be directed to LACERA's Transportation Coordinator.
NOTE:
The Internal Revenue Service has determined that portions of mileage and parking reimbursement received by employees is subject to withholding (Federal Tax, State Tax, FICA).  The mileage form provides separate areas for claiming taxable (subject to withholding) mileage, taxable parking, non-taxable mileage and non-taxable parking.
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