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TO:
All Employees
FROM:  
Ken Sheldon, Asst. Business Administrator
SUBJECT:  
Mileage Log submission
· Complete the mileage log with your name, date, from location, to location and mileage. Start location should always be from your district location, not from your home.
· Complete the voucher with your name and address, months for reimbursement semi-annual and sign.

· Below please find submittal dates for mileage reimbursement:

1. July ~ December – submit by January 7thth

2. January ~ June – submit by June 25th
Thank you and if you have any questions, please feel free to contact me at 201-393-0475 x239.

