
BARTON COUNTY COMMUNITY COLLEGE 

MILEAGE REPORT FORM 

 
 

Directions:  Please complete and return this form for your mileage reimbursement. Mileage report forms 

should be sent to your Program Coordinator in care of Barton County Community College, Community 

Education, 245 NE 30 RD, Great Bend, KS 67530. 

 

THIS FORM MUST BE COMPLETED AND RETURNED BEFORE PAYMENT WILL BE MADE.   

 

FORMS SHOULD BE SUBMITTED NO LATER THAN TWO WEEKS  

AFTER THE LAST CLASS SESSION. 
 

Social Security #:   ___________________________         Course Title:   _____________________________ 

Name:   _____________________________________        Location:        _____________________________ 

Address:   ___________________________________        Class Date:     _____________________________ 

                  ___________________________________ 

 

 
DATE TRAVELED FROM TRAVELED TO MILES ONE-WAY MILES ROUNDTRIP 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 
Date Submitted:   _________________________   Signature:  ____________________________ 

 

 
FOR OFFICE USE ONLY 

 

Total number of trips               __________                                                    Total miles                         __________ 

Total miles per round trips X  __________                                                    Per mile reimbursement   __________ 

Total miles                            =   __________                                                    Total amount due              __________ 



 

 

 

BARTON COUNTY COMMUNITY COLLEGE 

Mileage Reimbursement Guidelines & Procedures 

 

 
 

 The College’s insurance carrier requires that all employees receiving mileage reimbursement submit a driver’s 

license information form.  The form may be found on the College’s website (www.bartonccc.edu). If you have 

not already submitted this information, please go to the website, “click” on Quick Picks and then Employee 

Online Services. Once you are on the employee services screen, please “click” Drivers License Information 

Form, enter the requested information and print the form.  The form can be mailed in the enclosed self-addressed, 

stamped envelope.  

 

Once the Drivers Licenses Information Form is received, the information will be recorded and a motor vehicle 

report (MVR) will be run.  If applicants do not pass the MVR, mileage reimbursements will not be issued for 

eligible claims.  If approved, associate faculty will receive mileage reimbursements based on individual teaching 

assignments and eligible mileage claims. 

 

 In the case of an accident/injury situation, which involves an Associate Faculty member who has submitted the 

required paperwork and is receiving a mileage reimbursement for a college-related activity (teaching a class), the 

driver's personal insurance will serve as primary coverage. 

 

 Instructors will be compensated for mileage when the teaching site is outside the instructor’s legal county of 

residence.  If the instructor’s primary employer is located within the county of the teaching site, mileage will 

only be paid at times when the instructor is not working for their primary employer.     

 

 Mileage reimbursements for travel in addition to scheduled class sessions require prior approval by the 

appropriate department (see legend). 

 

 Mileage reimbursements will be handled as an addendum to the salary contract, where applicable. 

 

 All mileage required for work, but not reimbursed by the College, should be tracked for possible tax 

considerations. 

 

 Mileage reimbursement forms should be submitted no later than two weeks after the last class session.  The 

College reserves the right to deny compensation for mileage to instructors who do not meet this deadline. 

 

 

2/16/06 E.S. 

 

 

http://www.bartonccc.edu/

