
Mileage Log –  For Mileage Reim bursem ent  W hen Your Personal Car 

is Used for Business 
 

This log is to be used when you are request ing reim bursem ent  for mult iple, short  t r ips around the At lanta or 

Oxford area and subm it t ing them  all at  once for reim bursement .  This would serve as your support ing 

docum entat ion for m ileage when filling out  your Expense Report  when t r ip is under $25. 

 

However, t r ips outside of the local At lanta or Oxford area need to be subm it ted with a MapQuest  pr intout  

showing m iles dr iven instead, if $25 or greater.  The MapQuest  pr intout  serves as your support ing 

docum entat ion when filling out  your Expense Report . 

 

 Miles driven to/ from  hom e and usual place of w ork ( aka com m uter m iles)  as w ell as personal 

m iles cannot  be reim bursed and need to be rem oved from  the total. 

View  the Em ory Personal Vehicles Policy at : 

 ht tp:/ / policies.em ory.edu/ 2 .9 9  

DATE:  DEPARTED 
FROM: 

DROVE 
TO: 

BUSINESS PURPOSE:  TOTAL 
MILES 
(A) 

MINUS 
NORMAL 
COMMUTE 
MILES (B) 

# OF BUSINESS 
MILES FOR 
REIMBURSEMENT 
(A‐B) 
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