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AUD 277-A (Rev. 04/16)
County of San Diego Mileage Report for Reimbursement for Use of Private Conveyance
Name:
Employee ID:
Department:
Job Title:
Office Headquarters:
Home Address:
(Last)
(First)
Date
Time
Depart
Arrive
Actual Starting Point (Enter "Home" if traveling from Home Address)
Final Destination
Odometer
Begin
End
INSTRUCTIONS: Please complete the form in its entirety, sign the bottom and email to your supervisor for approval.
P:\County Graphics\County Seals\For Print\Ctysealb&w.tif
Total
Miles
for Trip
Purpose for the Trip Remarks
Total Miles Reported
Employee Information
Location Information
THE UNDERSIGNED STATES: 
I declare under penalty of perjury that the foregoing is true and correct; that no part thereof has been hertofore paid, that the amount therein is justly due, and that the same is presented within one year after the last item thereof has accrued. 
I have a current valid California Driver's License.  
I have in force current minimum insurance for liability and property damage as  specified by the State of California. 
 
(Signature of Claimant)
(Date)
FOR APPROVING AUTHORITY USE ONLY:
 
(Signature of Approving Authority)
(Print Name & Title)
(Date)
Reporting Period
Rules and Instructions
(Please refer to Administrative Manual Section 0200-02 for County Policy on Mileage Reimbursement)
http://insite.sdcounty.ca.gov/fg3/cao/Administrative%20Manual%20Policies/0200-02.pdf
1.   Claimant.  Complete all fields under Employee Information. When entering travel detail, use a separate row for each segment of a trip. Each row should meet the requirements listed in lines d. through j. below.
a.   Headquarters/Office. Enter the work location assigned to you by your department head.
b.   Home Address. Enter street number, street name, city, state, and zip code.
c.   Number of Miles between Home and Office.  Enter the number of miles for a one-way trip. 
d.   Date. Click on arrow to enter date of travel.
e.   Time. Enter the times you started and ended your trip segment, using either standard or 24-hour clock format (i.e., "6:35 PM" or "18:35").
f.    Actual Starting Point. Enter your actual starting point. If this is home, enter HOME.  If you are leaving from your HQ/Office, enter HQ.  For any other location, enter County Department and full street address including city and zip code.  Use another row if you are continuing your travel.
g.   Final Destination. For your final leg of travel, enter your actual ending point.  If you are returning home, enter HOME.  If you are returning to your HQ/Office, enter HQ.
h.   Odometer. The IRS requires that actual odometer readings be entered for each leg of travel.
i.    Total Miles for Trip. If you are starting or ending your travel at HOME, your Total Miles for Trip will be your actual miles travelled using your odometer readings, less your normal commute. Your normal commute is the miles between your home and HQ. The County allows you to claim mileage in excess of your normal commute (from home to your first point of contact or last point of contact to home).  Whenever the continuity of your travel on County duty is broken by a personal trip, indicate this fact clearly in the Purpose of Trip Remarks. Show the last destination and the new starting point and time, together with actual odometer readings at these two points.You may override the Total Miles for Trip by entering the correct miles and choosing to Ignore when prompted to deduct your normal commute miles.
j.    Purpose for Trip. Enter the purpose for your trip. Also, if you have a qualifying reason to claim mileage from Home to HQ, enter that reason in this field. Examples of this are working overtime on a nonscheduled day, or being called back to work after you left. See Admin Manual Section 0200-02 for qualifying situations. Make this explanation on the claim immediately following entry of the trip. In case of employees other than department heads, the statement "performing specific duties outside of working hours on orders of department head" must follow the explanation. Duplicate trips on a single day should be explained in the Purpose of Trip Remarks.
k.   Signing the Form. Once you have completed your entries, you have the option to click Signature of Claimant and digitally sign OR print and sign by hand. If you digitally signed, email the form to your approving authority for review/electronic signature using the Email Form button.  If you printed, give the form to your approving authority for their review/signature.
2.   Approving Authority.  Before signing, review for validity and accuracy. A minimal review should include reviewing claims that contain duplicate trips on a single day, and claims that include normal commuting miles. If you digitally signed the form: select radio button for Report Approved in Full or Report Disallowed; click on Signature of Approving Authority located at the bottom of the form; then, click Email Form.  An email window will appear where you can select the person in your department who processes these claims.  If you manually signed the form, enter your name, title, and date.
3.   Posting Mileage. After required approvals are obtained, total approved miles are to be posted in the KRONOS timecard according to your departmental procedures.
4.   Departmental Payroll Personnel.  The departmental payroll personnel who process these claims are to verify mileage posted to the KRONOS timecard equals the miles approved on request form. Keep Mileage Reimbursement Claim Form (AUD 277-A) on file in the department as part of your Records for Audit. 
5.   Per Administrative Code Section 473, this is the form that the Auditor and Controller has prescribed to be used for claiming In-County miles for reimbursement. Use of any other form without written permission from the Auditor and Controller is cause for disallowance of reimbursement.
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