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	Relationship to client

	Date
(MM/DD/YY)
	Purpose of travel
(Activity Description)

	Destination
(Full street address)
	Distance
(km)

	Rate
	Total Amount
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	Out of Province (Y/N)
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This is a printable document. Please fill out all the details.
[bookmark: _Hlk201599568]In alignment with the Passport Program Guidelines, you should maintain a record or log of your mileage claims and the associated activities; this will be the documentation you can provide if your mileage claim is selected for review. 
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This is a printable document. Please fill out all the details.

Tips:
1 – Date: For clarity, each trip should be recorded separately in the mileage log. Avoid combining multiple days or different activities into a single entry to reduce additional information being requested
2-Purpose of Travel: Briefly describe the reason for the trip, the activity description (e.g., Visit ROM Museum, Attend Seminar, Go to the Gym). Avoid general terms such as “leisure” or “community participation” or “Event in Community”
3- From/To: Recommended to provide full address (street number, name, and city, etc.) or the recognized location name (e.g., Royal Ontario Museum, Algonquin Provincial Park, Canadian Museum for Human Rights). 
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