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                               Mileage Reimbursement Policy  

Career Academy Network of Public Schools reserves the right to deny reimbursement of travel-related expenses for failure to comply with policies and procedures.

Travelers should review reimbursement guidelines before spending personal funds for business travel to determine if such expenses are reimbursable.

All applicable sections must be completed to be processed.

Permission For Mileage: An approved "Request for Permission for Mileage.” is required for all official Career Academy Network of Public School mileage payments. (Attach Copy of Request for Permission for Mileage Form or it cannot be processed. Form located on the staff portal)

1. All entries must be made on the attached computerized form so that formulas automatically calculate. (No handwritten forms will be accepted.)
1. Print your claim on letter size paper (8 1/2" x 11").
1. Actual odometer readings are required for any trips where the mileage is not specified on the Approved Mileage Chart. (Please note that the attached approved mileage chart is one-way only.)
1. Enter your employee number (Paylocity number)
1. Enter your license plate number.
1. Entries must be listed separately for each individual day of travel.
1. Mark the correct appropriation account to be charged with an "X". If your account number isn't listed, please enter that number in the blank space provided.
1. All claims must be signed by the employee and their supervisor/building principal prior to submission. The claimant should keep copies of their mileage claim forms to prevent duplicating reimbursements.
1. All mileage is calculated starting from a CANOPS location and ending at a CANOPS location unless otherwise pre-approved. 
1.  All travel is to be submitted quarterly see below:
9. Quarter 1: 1/1 – 3/31 submit by the 20th of the following month for payment by 4/30
9. Quarter 2: 4/1 – 6/30 submit by the 20th of the following month for payment by 7/31
9. Quarter 3: 7/1 – 9/30 submit by the 20th of the following month for payment by 10/31
9. Quarter 4: 10/1 – 12/31 submit by the 20th of the following month for payment by 1/31
Exclusions: 
1.  Any travel before arrival and after departure from your normally scheduled shift.
2. Any meetings that all staff attend or all staff in one building attend.


Claims for travel for professional development do not change and are still submitted on the travel request form and travel expense form. 
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