
Windham Public Schools 

Mileage Reimbursement Procedures 

The Windham Public Schools will reimburse mileage for bona fide school business travel under an 

accountable plan as defined by the IRS.  An accountable plan requires that deductible expenses are 

incurred while performing services as an employee and employees must account for and document 

these expenses within a reasonable period.  The IRS defines a reasonable period as 60 days from when 

the expense is incurred.  Employees who travel on a regular basis during the course of a month should 

submit reimbursement requests at the end of each month.  Any expense not accounted for within the 

60 days may or may not be considered for reimbursement.  Late submissions that are considered must 

be reported as wages and are subject to all applicable taxes (see bullet 6 below).  To properly 

substantiate travel expenses, the following guidelines must be followed: 

• Mileage is reimbursed at a rate consistent with the employees’ contract, employment 
agreement, board policy or IRS standard rate for that year.

• Commuting expenses are not reimbursable.  Local transportation expense qualifies as 
reimbursable when it includes the ordinary and necessary expenses of going from one 
workplace to another in the course of the work day.  Trips to and from home, even if it is the 
second trip of the day, are commuting expenses and are not reimbursable.  An example would 
be a half day professional development workshop in another town and you come into work for 
the afternoon.  The reimbursable travel would be from Home to workshop, workshop to work. 
The trip home from work is commuting and would not be reimbursable.

• Mileage, to be non taxable under IRS accountable plan, must be substantiated with 60 days of 
the date of travel or end of month on a Reimbursement of Travel Performed with Personally 
Owned Vehicle and must included the following information:

o Date of travel

o Starting point and destination

o Total miles traveled

o Purpose of travel

• For purposes of mileage documentation, Mapquest and Google maps maybe used and must be 
included with the reimbursement request.

• For local travel between WPS buildings odometer readings must be used.
• Any mileage reimbursement request that is submitted later than 60 days from the date 

incurred, if reimbursed, will be included in the employee’s wages and is subject to all applicable 
taxes.  This is in accordance with IRS procedures for reimbursement under accountable plans. 


