[image: ]

1.888.ASK MODOT (275.6636)
Missouri Department of Transportation
Patrick K. McKenna, Director



	





Kathy Shikles


TO:  <Employee’s Supervisor> 
FROM: <Employee> 
DATE:  
SUBJECT: Request Use of Privately Owned Vehicle 
I am requesting to use a privately owned vehicle and to be reimbursed for mileage based on business miles driven to <location> to attend the <official state business> on <date>. 
The employees riding with me are:  
I understand that my car insurance is the primary coverage for any damages or sums that may become legally obligated to pay arising out of the use of a privately owned vehicle for this business trip. 
Approved By ______________________ Title ____________________ Date ___________ 
(Supervisor) 
Approved Reimbursement Rate (check one): 
___ MoDOT Fleet Rate for Mid-size Passenger Car 
___ Standard State of Missouri Rate (tied to IRS rate) 
[State reason for approval of higher rate below] 
___________________________________________________________ 
FS –Use of Privately Owned Vehicle
Revision Date (3/2022)

	Our mission is to provide a world-class transportation system that is safe, innovative, reliable and dedicated to a prosperous Missouri.
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