
Mileage Reimbursement

 Mileage Submission
• Please include all requested information on the mileage reimbursement form.
• Mileage should always be calculated from Orem campus to high schools and back
• Google Maps must be used to find the mileage between schools not found on the cheat sheet.
• Email form to Taylor Myers at taylor.myers@uvu.edu

o Forms should be submitted no later than the 15th of the month following your last trip to avoid delays in 
reimbursement and violations from the procurement office.

 EX: Your last site visit was on March 18th. Your form must be submitted by April 15th.
• The following page contains an example mileage reimbursement form for your reference. If you have any 

questions, please contact Jordan Lee.

• Inaccurate or incomplete forms will be sent back for resubmission. 



LJVU 
UTAH VALLEY

UNIVERSITY Mileage Reimbursement Log 

Traveler: oho Doc loepartmend1. anguagcs & Cullurcs I Posltlon:Essociale Professor 
Place of work: IJVU-Orem I uvu 10112345678

ro�e Phone#
t

01-86l-8000 Home addr�s: 123 Mam Street, Orem, UT, 84057 
!fotal MIieage: , 

Oat• Destinations SC City RttiOn For Ttavel Pillllei Total Mileage 

10112 Starttne: location UVU-Orcm Orem 3H 
OestJnatlon l .. < Pleasant Grove Site Visit 6.7 
Destinatlon 2 Skvntlttc Lehi Stte Visit 11.9 
OesdnaUon 3 UVU-Orcm Orem 14.8 
De:stinatlon 4 
End tocauon 

I0/15 Starting location UVU-Omn Orem 53.6 
Destination 1 Wasatch l·hgh HeberCitv SitcVisiL 26.8 

Destination 2 UVU-Omn Orem 26.8 

Destinatlon3 
oest1nauon 4 
End location 

Starting location 
OesdnaUon 1 

OesdnaUon 2 

Oe:StlnaUon 3 
Destination 4 
EndtocatiOn 

Starting tocatlon 
Destination 1 
oesunauon 2 
OestJnatiOn 3 
Destination 4 
End locatlon 

Startin, location 
OesdnaUon l 
De:stinatlon 2 
Destination 3 
DestlnatiOn 4 
End tocatlOn 

StartJnt Jocatlon 
Destination 1 
OestJnatiOn 2 

Destination 3 
Oestlnatlon 4 
End tocadon 

Starting locatlon 
Destination 1 
Destinauon 2 
Destination 3 
OestJnatiOn 4 
End locatlon 

Starting location 
Destination 1 
Destination 2 
Destinatlon 3 
Destinadon 4 
End tocatlOn 



Traveler: Department: Position:
Place of work: UVU ID:

Home address: Home Phone#:
Total Mileage:

Date Destinations School City Reason For Travel Miles  Total Mileage
Starting location
Destination 1
Destination 2
Destination 3
Destination 4
End location

Starting location
Destination 1
Destination 2
Destination 3
Destination 4
End location

Starting location
Destination 1

Destination 2
Destination 3
Destination 4
End location

Starting location
Destination 1
Destination 2
Destination 3
Destination 4
End location

Starting location
Destination 1
Destination 2
Destination 3
Destination 4
End location

Starting location
Destination 1
Destination 2
Destination 3
Destination 4
End location

Starting location
Destination 1
Destination 2
Destination 3
Destination 4
End location

Starting location
Destination 1
Destination 2
Destination 3
Destination 4
End location

Mileage ZeŝŵďƵrƐeŵeŶƚ Log
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