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REQUEST FOR AUTOMOBILE MILEAGE REIMBURSEMENT

(Travel between residence and workplace is the responsibility of the employee)

For those with no SAP access, mail to: Payroll Department, 5050 Yonge Street, 4th Floor

Dept./School: 



Employee Name: 




Employee Number: 




Week Start Date:  (Must start on a Sunday)







 
    YYYY       MM        DD    (numeric)

	DATE
	DESTINATION
	KM’S

	
	FROM
	TO
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	See Note below - TOTAL Kilometers travelled
	

	
	
	


Note – Effective February 5, 2023, mileage is reimbursed at $0.68 per km for first 5,000km travelled in a calendar year and $0.62 per km for the remainder kilometers travelled.  Any overpayments on the rate difference will be adjusted in the employee’s last pay of the calendar year based on total mileage entered into the system.  Mileage rates will be adjusted annually based on Canada Revenue Agency prescribed rates.
Employee’s Signature 


Authorized by: 


Position: 


Data entry completed by: _________________________________     Date:  ________________________

Attach all printouts from Google maps, etc., to reflect mileage travelled
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