Written Examples for the Excel Mileage and Expense Report

Example #1 
Employee A commutes a total of 118 miles to and from Headquarters everyday.  

1. Start from Home

2. Drive to Hopewell 
3. Drive to Mt. Orab Elementary from Hopewell
4. Drive to BCESC from Mt. Orab Elementary
5. Drive to Hamersville Elementary from BCESC
6. Drive to BCESC from Hamersville Elementary
7. End at Home
The total mileage driven before Employee A’s commute equals 175 miles. 

Under the adopted policy Employee A would be reimbursed for the 57 miles traveled throughout the day to provide services to school districts within the region.  The policy would require the daily commute of 118 miles to be subtracted from the 175 miles driven to provide services to districts.
Example #2
Employee B commutes a total of 118 miles to and from Headquarters everyday.  

1. Start from Home 
2. Drive to Mt. Orab Elementary from Home
3. Drive to BCESC from Mt. Orab Elementary
4. Drive to Hamersville Elementary from BCESC 

5. Drive from Hamersville Elementary to BCESC 
6. End at Home 
The total mileage driven before Employee B’s commute equals 186 miles. 

Under the adopted policy Employee B would be reimbursed for the 68 miles traveled throughout the day to provide services to school districts within the region.  The policy would require the daily commute of 118 miles to be subtracted from the 186 miles driven to provide services to districts.

Example #3
Employee C commutes a total of 160 miles to and from Headquarters everyday.  

1. Start from Home 

2. Drive to Wilmington High School from Home
3. Drive to Clinton Massie Elementary from Wilmington High School
4. Drive to Washington High School from Clinton Massie Elementary 

5. Drive Home from Washington High School   
6. End at Home
The total mileage driven before Employee C’s commute equals 155 miles.  

Under the adopted policy Employee C would NOT be reimbursed for any miles traveled throughout the day to provide services to school districts within the region.

 The policy would require the daily commute of 160 miles to be subtracted from the 155 miles driven to provide services to districts.  (160 mile commute – 155 miles driven = -5 miles).   
Note:  Column F will return “0” if the calculation is negative.
Example #4
Employee D commutes a total of 100 miles to and from Headquarters everyday.  

1. Start from Home

2. Drive to Wilmington High School from Home
3. Drive to Clinton Massie Elementary from Wilmington High School

4. Drive to Washington High School from Clinton Massie Elementary 

5. Drive to ESC from Washington High School 
6. Drive to HW from ESC.

7. Drive to Bright Local Elementary from HW.

8. End at Home
Employee D needs to utilize a second row to accommodate their daily travel log and purpose.  
This employee will only enter their mileage to/from home once and only show the day’s total commute once.
The total mileage driven before Employee D’s commute equals 190 miles.  

Under the adopted policy Employee D would be reimbursed for 90 miles traveled throughout the day to provide services to school districts within the region.

The policy would require the daily commute of 100 miles to be subtracted from the 190 miles driven to provide services to districts.     


































































