
This mileage reimbursement policy can not be used as legal advice. Therefore, before
implementing this Policy, you should review it for compliance with applicable federal
and state law by your legal counsel. 

MILEAGE REIMBURSEMENT POLICY 

SCOPE
This Mileage Reimbursement Policy (hereinafter referred to as "this Policy) is effective
(date_________) and supersedes any previous policies and/or practices applying to
situations where employees claim expenses for the use of their vehicles for business
purposes. 

The provisions of this Policy apply to all employees of (company
name________________________) (hereinafter referred to as "the Company").

PURPOSE
This Policy ensures that the Company compensates employees adequately for any
reasonable and necessary work-related miles driven using their vehicles - cars, bikes,
or vans.

BASIC PRINCIPLES
To qualify as reimbursable, the business trip must primarily have a business purpose
and be beneficial to the Company and its everyday operations.

The costs of commuting - traveling between home and the work site will not be
reimbursed. 

For the employees working in remote locations, the Company will reimburse the
mileage traveled in the same workday between those work locations. 

For the employee temporarily working in a location different from their regular
workplace, the Company will reimburse mileage over the usual commute miles. 

The Company will determine the reimbursement by multiplying the shortest route
miles by the current Standard Mileage Rate published by the IRS. This rate is set
every January.



The Standard Mileage Rate set by the IRS covers both variables (the cost of
maintenance, gas, oil, and repairs) and fixed costs of operating a vehicle (insurance,
registration, lease payments, and depreciation).

Receipts must substantiate other expenses, such as tolls and parking tickets.

POLICY
All (Company Name _____________________) employees who use their vehicles for
business-related purposes must have proper vehicle/liability insurance coverage. 

Mileage will be reimbursed for the shortest round-trip mileage between the
employee’s primary worksite and the location they are visiting for business purposes.

If a starting or the ending point of business travel is an employee’s home instead of
their worksite, they can claim reimbursement only for the miles traveled above the
typical daily commute, using the shortest route mileage.   

Mileage amounts employees claim must be easy to verify on publicly available
service providers (using the “shortest route” option).

The Company will reimburse tolls and parking at their actual cost. For returning such
expenses, an employee must provide original and itemized receipts. 

Employees must record their travel using the Mileage Reimbursement Form or using
the GPS mileage tracking application the Company provides. 

Employees must not use their personal vehicles to transport volunteers or clients. If
an employee considers that such action is necessary, they must request approval
from the Management. 

Example 1:

An employee drives their car to a meeting and back. The distance they traveled was
40 miles each way. Their regular commute is 5 miles each way, so they must deduct
10 miles from the reimbursement claim. The employee can claim reimbursement for
70 miles.



Meetings  
Travel between remote workplace locations
Training, if approved by the manager 
Conferences/Presentations  
 Work‐related errands (post office, office supply store, etc.)  

Commuting between home and the regular work site  
Training and education not approved by the manager

Example 3:

An employee dives their bike from their office to the client’s home to provide the
service. The shortest route to the client’s home is 10 miles away. Still, they choose to
take a route that is 3 miles over the regular one. An employee can only claim
reimbursement for 10 miles.

REIMBURABLE MILEAGE EXPENSES
Examples of acceptable business-related travels:  

Examples of the costs that can not be reimbursed:

PROCEDURE TIME
Employees claiming reimbursement must submit a complete and accurate Mileage
Reimbursement Form and any receipts for other expenses they might be claiming
monthly.   

The employee's supervisor will review the forms and submit them to the Payroll
Department.

POLICY CHANGES
(Company Name _____________________) has the right to modify or terminate this policy at
its sole discretion due to legislative changes or any other reason.

Date: ____________________

Signature: ____________________


