
Employee Name:

Date of Travel Description of Travel Purpose
Eligible Miles 

Traveled

Reference # (if applicable, is not 
used in processing expense 

reimbursement)

Total Miles Enter this number in Box (14) of the 
Expense Reimbursement Request Form

Instructions:

Example:

Archdiocese of Indianapolis - Mileage Addendum

Mileage Addendum must be submitted with the Archdiocese of Indianapolis - Expense Reimbursement Request Form. The Mileage Addendum 
should be stapled to the Expense Reimbursement Request Form with the total miles entered on the Expense Reimbursement Request Form in 
Box (14).
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