Mileage Reimbursement Procedure for Home Teachers

Please use the attached form for logging your daily mileage.  Feel free to reproduce this form for your future use:

1. A separate mileage form is needed for each school site or location.  Be certain that the student’s name and address is on the form.

2. Use your odometer (or tripometer).  Mileage is calculated from the school or site location to the student’s home and from the student’s home back to the school location or your home, whichever is closer.
Please note:  If you are seeing more than one student on one outing, the mileage is calculated from one student’s home to the other and not the mileage to return to school and back to the next student’s home.  Be certain that the student’s names and addresses are on the form.

3. The signature of the Principal or site administrator is required for each form for that site.

4. Enter account number 01.0-00000.011310-10000-5210-6007000, in the account number space at the bottom of the mileage voucher.

5. Be certain to make photocopies for your files.  Send your originals to Student Services for signature and they will be forwarded to the District Office.

6. Please do not accumulate months worth of forms to submit at one time.  If forms totaling $250.00 or more are turned in at one time, they will need to have Board approval at a scheduled Board meeting before a check is issued.

7. Your reimbursement check may be mailed to your home address for your convenience if you wish.  This is handy for those employees who do not check in at a school site or location.  Please include your address on your form in an obvious manner.  If you address is not included your check will automatically be sent to the school secretary at your location or to Student Services for you to pick up.

If you have any questions or need help, contact Aleda Avery at (661) 948-7655, extension 234.  

Mileage Voucher
