Effective September 1, 2017 - New Travel Reimbursement Procedures
(Administrative Procedure, Section C, CFC, Accounting – Expense Reimbursement)
All employees requesting personal mileage reimbursement for travel occurring outside of the daily
commute between home and work, are required to deduct from their total reimbursement request the
mileage that would normally occur on the daily commute from home to work.



If your point of origin or your final destination is “home”, you must reduce the total round-trip
commute miles from your ending odometer reading.
If however, you do not travel round-trip and you come to the Center at some point during your day,
you must reduce your one-way commute miles from your ending odometer reading.

When entering a request online in Employee Access Travel Reimbursement, or, if you are using the Travel
Expense Form (paper format), the commute mileage should be subtracted from the STOP/ENDING odometer
reading, as shown in the examples below.
Example 1: In example 1, the total miles driven for a round-trip trip was 100 miles. However, the normal
commute driven each day is 15 miles one way. Therefore, 30 miles were subtracted from the "Stop/Ending
Odometer" entry, leaving a total of 70 miles to be reimbursed
Example 2: In example 2, the total miles driven for a one-way trip was 50 miles. However, the normal
commute driven each day is 15 miles one way. Therefore, 15 miles were subtracted from the "Stop/Ending
Odometer" entry, leaving a total of 35 miles to be reimbursed.
FileMaker Pro Travel Expense Form
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Effective September 1, 2017 - New Travel Reimbursement Procedures
(continued)
Employee Access Travel Reimbursement

Supervisors, please help ensure a smooth transition by ensuring that the appropriate commute miles are
being subtracted from the total reimbursement whenever applicable.
Thank you for assisting in this important change that will allow us to achieve cost-efficiencies. To assist in this transition,
here are the previously discussed travel scenarios.
Scenarios

1. Your home office is ESC20. You live 20 miles from the office (40 mile round trip commute). You have 4
campuses to visit tomorrow and will NOT go to ESC20 during the day. The mileage that will be driven from
home to all the campuses and back to home will be 75 miles.
Reimbursement: Total of 75 miles – 40 miles (round trip commute) = 35 Miles reimbursed
2. Your home office is ESC20. You live 20 miles from the office (40 mile round trip commute). You have 4
campuses to visit tomorrow and will NOT go to ESC20 during the day. The mileage that will be driven from
home to all the campuses and back to home will be 35 miles.
Reimbursement: Total of 35 miles – 40 miles (round trip commute) = No reimbursement
3. Your home office is ESC20. You live 10 miles from the office (20 mile round trip commute). You arrive at the
main office in the morning. At noon you leave to visit 2 campuses and will go home directly from the last
campus visit location (NOT returning to ESC20). The mileage that will be driven from ESC20 to campuses and
then back home will be 30 miles.
Reimbursement: Total of 30 miles – 10 miles (one way commute) = 20 Miles Reimbursed
4. Your home office is a school campus or other location other than ESC20. You live 5 miles from this office (10
mile round trip commute). You begin the day at your assigned location, and then leave to make several campus
visits, then drive to ESC20 to drop off paperwork, then return home. The mileage that will be driven from when
you leave your assigned location (including trip to ESC20 and home) will be 65 miles.
Reimbursement: Total of 65 miles – 5 miles (one way commute) = 60 Miles reimbursed
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