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PURPOSE:

To provide instructions for processing Mileage Reimbursement.
OBJECTIVE:
· To provide direction ensuring Mileage Reimbursement forms (MRF) are correctly and accurately initiated.
EVENT DRIVER:

· A Mileage Reimbursement Form (A2313mr) is received with original Supervisor’s and Deputy Director’s or Administrator’s approval.
PROCEDURES: 
A. Ensure that required information has been entered on the MRF:
1. Employee ID

2. Employee Name

3. Work Address

4. City, State, Zip

5. Travel Date(s)
6. Purpose/Destination
7. Total Miles & Number of Miles Personal

B. Ensure the miles are correct according to the approved standard mileage if driving between Clerk of Superior Court Locations (see TABLE-MR-1001, Standard Mileage Between Clerk of the Superior Court Locations), or check a map website such as Google Maps for mileage between home/office location and destination.  A2313 states employees will be reimbursed only for mileage in excess of Base (assigned work location) Mileage. 
A. Initial Mileage Reimbursement Form indicating that the form has been checked, calculate the amount owed and write the Pay Period Ending date (PPE date)
B. Scan forms for saving in: S:\Finance\FY## Vendor Files\M-P\Mileage folder, naming convention: First Name, Last Name, PPE MMDDYYYY
C. Turn in Original forms to HR.

D. HR will send out an e-mail to the employee and copy MR, save the e-mail with the employee file, naming convention: naming convention: First Name, Last Name, PPE MMDDYYYY-HR
POLICIES / RELATED DOCUMENTS:
· Maricopa County Policy A2310: Use of County and Private Vehicles and Equipment
· Maricopa County Policy A2313: General Travel
· PRO-MR-1003: Requesting Mileage Reimbursement
OTHER PARTIES INVOLVED:
· HR
· Employee requesting Mileage Reimbursement

TIME / VOLUME:
· Varied
FREQUENCY:
· Bi-Monthly
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· S:\Finance drive
REPORTS / FORMS:
· AA2313mr: Mileage Reimbursement Form
· TABLE-MR-1001: Standard Mileage Between Clerk of the Superior Court Locations table
DEFINITIONS:
· PPE: Pay Period Ending
· HR: Human Resources
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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