
 

 

Employee Name: ____________________________ Date: ___________________ 
 

Instructions:  
*Please complete one sheet per work week no matter how many clients you see. Use 
one line for each time frame. 
*Mileage is only paid when going from one client to another .If you go home or run 
errands between clients this is not reimbursable. 
*Client errands are only to include Drs. Appts, laundry, grocery store, and pharmacy. 
* Mileage is audited by MAS using MapQuest so be sure to be using your odometer to 
ensure that you are getting accurate readings. Estimates will be adjusted accordingly. 
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