SOUTHERN METHODIST UNIVERSITY

2016
Request for Local Business Mileage Reimbursement:
General Ledger Account # 6610-10-________
Name:      ______________________________     SMU ID #___________________
Address:  ______________________________

                ______________________________
Date of Trip: _________________________

Business Purpose of Trip:
________________________________________________

Person(s)/Place visited:
________________________________________________

Street Address Visit:

________________________________________________

(or attach Mapquest.com printout)

Parking (attach receipt)



          $_______________________

Tolls 
                                                                                  $ _______________________

Total Automobile mileage
  ________x    (rate)              $_______________________

IRS Rate  2016  $.54

IRS Rate 2015  $.575
IRS Rate 2014  $.56
TOTAL REIMBURSEMENT


           $_______________________
___________________________________

Signature
Reference:  http://www.smu.edu/policy/S3/travel.html
I. 1. (c)  Personal Vehicles – Authorized travelers may use their own personal vehicles in lieu of public transportation for local and non-local business travel.  The University will reimburse documented business mileage at the rate approved by the Internal Revenue Service.  Travel from home will be reimbursed at no more than the excess of mileage to and from the destination and round trip mileage between home and the University.
