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1.  Do not combine trips or dates. Use separate lines. 
  
2.  Print clearly. 
  
3.  Add each column (A + B), place the total in the grand total space below and carry the total to page1.  
  
4.  Employees who have various constructive points of origin, as defined in the DCPS travel guidelines and procedures, shall be   
      responsible for the cost of travel from their personal residence to the location of the first place of official duty, and from the last  
      place of official duty to their personal residence.  
  
      Reimbursable mileage for such employees shall be: Mileage from the first place of official duty to any subsequent duty stations. As  
      stated above, mileage to and from an employee's personal residence shall not be subject to reimbursement.  
  
5.  The "From" and "To" information should be sufficiently descriptive so that someone not familiar with the area could audit the mileage. 
      

IN COUNTY TRAVEL AUTHORIZATION AND CLAIM FORM

MILESTOFROMDATE

Mileage Subtotal  (B)

Employee Number
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