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PURPOSE:

To provide instructions for requesting Mileage Reimbursement.
OBJECTIVE:
· To provide direction ensuring Mileage Reimbursement requests are correctly and accurately initiated.
EVENT DRIVER:

· Reimbursable mileage is incurred.  
PROCEDURES: 
1. A Mileage Reimbursement Form (MRF), form A2313mr, is completed (signed by both Supervisor and Deputy Director) and submitted to Management Resources.  Enter the required information on the MRF:
A. Employee Name

B. Employee ID 

C. Work Address or Home Address if travel involves starting or ending at your home address
D. Date

E. Purpose/Destination should start with the locations i.e. HM (Home) DJC (Downtown Justice Center) HM (Home) and look like HM-DJC-HM then the purpose i.e. Training.
Example:

HM-DJC-HM Training

F. Total Miles Driven 
G. If driving between COC Locations, see the Standard Mileage between Clerk of the Superior Court Locations Table, TABLE-MR-1001, for approved miles.  

H. If driving from or returning from a non-duty post the normal commuting miles driven to duty post (normal work address) must be deducted.  
Example:
Total Miles driven to temporary assignment(s)

+20

Round trip from home to duty post in miles 

 -10 

Total miles allowed for reimbursement


+10

	Important Note: In accordance with Maricopa County Policy A2313: General Travel section VI C. Mileage Reimbursement, mileage reimbursement requests must be submitted within 60 days of occurrence; if the request is not made within 60 days of occurrence, mileage will not be reimbursed.


POLICIES / RELATED DOCUMENTS:
· Maricopa County Policy A2310: Use of County and Private Vehicles and Equipment
· Maricopa County Policy A2313: General Travel
OTHER PARTIES INVOLVED:
· Management Resources
· HR
TIME / VOLUME:
· Varied
FREQUENCY:
· As needed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· COCWEB: http://cocweb.coc.maricopa.gov/oldcontent/COCForms/forms.asp under Management Resources
REPORTS / FORMS:
· A2313mr: Mileage Reimbursement Form
· TABLE-MR-1001: Standard Mileage Between Clerk of the Superior Court Locations table
DEFINITIONS:
· HR: Human Resources

· MRF: Mileage Reimbursement Form
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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