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Mileage Reimbursement

I. POLICY

Delinquency and Court Services Division (DCSD) will reimburse its employees for the approved use of their
personal automobile on official county business that is properly authorized, reasonable, and appropriately

documented.

A valid driver’s license issued by the State of Wisconsin and personal automobile insurance are required for
expenses to be reimbursed. Drivers should be aware of the extent of coverage (if any) provided by his/her
automobile insurance company for travel that is business or not personal in nature.

II. PROCEDURE

A. Employees may claim mileage for approved home visits, trainings and meetings outside of the office. If
any such visit, training, or meeting is outside Milwaukee County, employees need to see their supervisor

for permission to be able to request mileage reimbursement.

B. Mileage forms are found on the H Drive under the Public Folder and must be typed out not handwritten.

C. Mileage forms must be fully completed and signed and given to a supervisor for approval. (See

Attachment A)

D. For commonly known agencies (Downtown Court House, Wraparound Milwaukee, and FOCUS),
employees may just put down the agency name; for all other places an address must be included.

E. Mileage Submissions

Mileage forms MUST be submitted by the last day of the month following the month for which employees

are claiming mileage. The current mileage rate is .565 per mile.

Supervisors shall submit mileage submissions to the Section Manager,or other designee, for final Division

approval, record retention and audit no later than the 10™ of the following month.
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