
INSTRUCTIONS:  This form should be submitted to your immediate supervisor no more than 10 business days after the end of the month. 
Supervisors will forward to the appropriate account manager as soon as possible. Completed forms should be sent to the Division of 
Controller, 45 West Gude Drive, Suite 3200. (For additional information, see MCPS Regulation DIE-RA: Travel for Montgomery County 
Public Schools (MCPS) Purposes.)  List all official stops in date order.

MONTHLY STATEMENT OF MILEAGE 
FOR USE OF PRIVATE VEHICLE

Division of Controller
MONTGOMERY COUNTY PUBLIC SCHOOLS

Rockville, Maryland 20850

MCPS Form 220-2, Rev. 12/12

 / /
 Signature, Employee Date

 / /
 Signature, Principal/Supervisor Date

 APPROVED
     / /

 Signature, Account Manager Date

    ACCOUNT NUMBER 

          Base School Location  New: q Yes q No 

Name  (Last)  (First)  (Middle) 

Address  (Street No.)  (Street)  (Apt. No.)

 (City)  (State)  (ZIP Code) 

 No. Miles to and from Home and Base Location

 Job Title

Submitted for Month of:

Use one form for each month

Date Destination
(From/To) Purpose of Trip No. of Miles 

Reimbursable

Parking, Tolls, Public Transportation*

Amount Item

(continue on back)

*ORIGINAL RECEIPTS 
MUST BE ATTACHED

Total This Page For Accounting Use Only

 miles @

Other

Pay

Total Reverse Page

GRAND TOTAL

Employee ID No. 



Submitted For Month Of: Parking, Tolls, Public Transportation*

Date Destination
(From/To) Purpose of Trip No. of Miles 

Reimbursable Amount Item

Please transfer these totals to Front Side  Totals
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