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submitted more than 60 days, if reimbursed, should be included in the traveler's IRS W-
as taxable income.
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Mileage Calculatior
MILEAGE EXAMPLE

Colvin,Christy M/W 12:00-2:00
1234 Vineville Avenue ABCD 2131 Full TR 8:009:15 WRC1, 101 T/R 9:0012:15 WRC
Macon, GA 31204 ABCD 2132 Full TR 12:301:45 WRC1, 101

Christy.colvin@mga.edu
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Mileage Calculatior
MILEAGE EXAMPLE

Colvin, Christy M/W 12:002:00
1234 Vineville Avenue ABCD 2131 Full TR 8:009:15 PSC312 T/R 10:3612:15 WRC
Macon, GA 31204 ABCD 2132 Full T 12:36 3:00 WRC1, 101

christy.colvin@mga.edu ABCD 1157 Full MW 2:003:15 PSC312
Home CampusMacon ABCD 1158 Full MW 3:304:45 PSC312

Christy is teaching at both the Macon and Warner Robins campuses for the Fall Semester. Her home
campus is designated as Macbw the chair of her department. On Tuesdays she teaches at both the
Macon and Warner Robins campuses. Her mileage should be calculated as such:

Miles from Macon Campus to WRC + (Miles from WRC to residdaemnal commute Miles to Home Campus)
= Miles Entitled for Reimbursement

Miles from Macon Campus WRC= 22mi
Miles from WRC teesidence = +19mi
Normal commute Miles to Hom€ampus(Macon) = ~7mi
Net Miles forReimburse= 34mi

**For this example, the commute mileage is only deducted on the return trip
as Christy began her day on the Macon campus**

Exceptions include

x Iftraveloccurson a weekendr holiday,mileageis calculatedfrom the pointof departure with no
reduction for normal commutingniles.

x If an employee does not regularly travel to an office (home campus) from his/her residence (i.e.,
the residence is “home campus”), the requirement to deduct normal commuting miles does not

apply.
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