
Date Start Location End Location Starting Mileage Ending Mileage Total Miles Total 

Mileage Rate: $0.725 per mile NOTE: The IRS periodically changes the reimbursement rate per mile 

Employee Signature: Manager Signature: 

Date: Approved:    Denied: 
For payroll use only. Earn Code: 

Employee Name: Job Number: 
Department: Cost Code: 

Manager: Pay Period: From       To 

Email this form to Payroll@mgeunderground.comEmployee Reimbursement Form 

FM-00092 Page 1 of 2 Rev. 4

$ Amount 

With my signature, I verify that I have appropriate automobile insurance coverage for my personal vehicle that I have driven for company business.

FM-00092 Rev. 5



Total 

Employee Name: Job Number: Receipts Attached 
Department: Cost Code: Yes 

Manager: Pay Period: From       To No 

Email this form to Payroll@mgeunderground.comEmployee Reimbursement Form 

Date Safety Description $ Amount 

Employee Signature: Manager Signature: 

Date: Approved:    Denied: 
For payroll use only. Earn Code: 

FM-00092 Rev. 5



Employee Reimbursement Form 

Employee Name: Job Number/Expense 
Type: 

Department: Cost Code: 

Manager: Mail check to address: 

Reason for Purchase: 

*NOTE: Receipts are required to be submitted with this form in order for reimbursement to be processed.
Date Description Fuel Hotel Meals Other 

Subtotals 

Total 

Employee Signature:_______________________________________ Date:_____________ 

  Manager Signature: ________________________________________ Approved Denied 

Email this form to AP@mgeunderground.com

FM-00092 Rev. 5
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