


	Business Mileage and Expenses

You must attach a VAT fuel receipt for all mileage claimed (see the Travel Expenses Manual for further guidance)


	Date
	Journey Description
	Reason
	Mileage travelled
	Mileage* claimed
	Expense Details
	Time Left
	Time Returned
	Amount Gross

     £            P
	VAT

  £          P  

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Continuation sheet total
	
	
	Continuation sheet total
	
	
	
	

	TOTAL BUSINESS MILEAGE (A)
	
	
	BUSINESS EXPENSES (D)
	
	
	
	

	NI & TAXABLE MILEAGE AND EXPENSES [includes office relocation mileage which is payable up to a maximum of 4 years]

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Continuation sheet total
	
	
	Continuation sheet total
	
	
	
	

	TOTAL NI & TAXABLE MILEAGE (B)
	
	
	NI & TAXABLE EXPENSES (E)
	
	
	
	

	TOTAL MILEAGE (A+B) (C)
	
	
	TOTAL EXPENSES (D+E) (F)
	
	
	
	


Declarations

I have claimed the mileage in box C and expenses in box F due to me and arising from authorised Council business.  No other claim for any of these items has been or will be made.  Additional expenditure has been incurred on each meal referred to on this claim.  My vehicle is insured for Council business purposes and the insurance indemnifies the Council against third party claims arising from the use of my vehicle for business.  This claim complies with the guidance notes overleaf.

I HAVE / HAVE NOT changed my car since the last claim (delete as appropriate)
There are NO / …………. Continuation sheets attached to this claim (delete as appropriate)

I certify to the best of my knowledge the journeys for which expenses and allowances are claimed were necessarily made on Council business and were arranged that a minimum of expense was incurred. I confirm that I have a valid driving licence, a current MOT certificate (where vehicle is over 3 years old) and that the vehicle is insured for business use. I attach a VAT fuel receipt to cover the mileage I have claimed/or I have already attached a VAT fuel receipt to a previous claim that will also cover the mileage I have claimed on this form.
Signature of Claimant ……………………………………………  Date …………………………
I certify that all calculations and amounts claimed have been checked for accuracy, are supported by the attached VAT receipts, and are reasonable and legitimate. I have checked the employees driving documents and can confirm they have a valid driving licence, a current MOT certificate (where vehicle is over 3 years old) and their vehicle is insured for business use.
Headteachers should refer to the Schools Financial Manual of Guidance if they are unsure of the appropriate signatory.
Signature of Line Manager …………………………………………………….    (Print Name)…………………………………………………………  Date …………………………….. 
I certify that payment for the above expenses can be released.

Certified for Payment ……………………………………………………………    (Print Name) ………………………………………………………    Date ……………………………..



TRAVEL AND EXPENSES CLAIM FORM   - GUIDANCE NOTES FOR CLAIMANTS								








This form is for authorised users to reclaim travel by private or public transport and 


related expenses incurred in the course of authorised business journey. {Note: 


Expenses incurred in connection with receiving training must be claimed on a 


Training Expenses Claim Form}. You may use continuation sheets, bringing forward 


the total to this claim.  





IMPORTANT: All VAT receipts must be attached to this claim for both expenses and fuel used for any mileage. When claiming mileage you must attach a VAT fuel receipt. The receipt should be obtained prior to, or around the time of your journey, and must cover at least the amount of fuel you needed.  If you make a number of different journeys during the month, it is acceptable to submit one VAT receipt providing it covers all mileage travelled. You do not need to record the VAT separately on this claim. When claiming other expenses you should record VAT amounts on these receipts in the VAT column.  





Failure to submit a VAT receipt for fuel may result in your claim being returned to you and a delay in payment.  Please refer to the Travel Expenses Manual on the Intranet for full details. 





1.   Travel





Public transport must be used whenever possible and vehicles must be shared on all appropriate occasions.


If you drive from home to a site that is not your normal place of work or vice versa you can claim the lesser of:


* The distance travelled in addition to your normal home to work journey, or


* The distance that would have been travelled had the journey started or ended at the normal place of work.


NB: Mileage must be travelled in excess of the normal home to work journey. 





NI & Taxable Mileage and Expenses





Almost all journeys between your normal place of work and your home are TAXABLE and MUST be entered in the “NI and Taxable Mileage and expenses” box.  This includes for example returning to the normal place of work at night and at weekends or teachers returning to schools for meetings such as PTA’s, Parent and governor meetings etc.





Office relocation mileage must also be entered in the “NI and taxable Mileage and expenses” box.  





Business Mileage and expenses





Home based staff travelling to various sites during the course of a day should claim in accordance with their departmental instructions and enter their mileage claims in the Business mileage section. All claims must be made in accordance with the Council’s Travel Expenses Manual.





1.3 Temporary change of workplace





Special rules apply to employees who claim from home to a temporary workplace for up to 24 months.  Because of their complexity, it is advisable for your manager to consult the VAT and Taxation manual held in your department to determine whether such miles are treated as business or private; the latter being subject to tax and National Insurance Contributions.








Claims should be legible, fully completed and signed. Returns must be completed monthly and forwarded to your line manager following the last working day of the month to which the return relates.  No single claim should include travel in two financial year’s i.e. March/April.  Your claim, if properly completed and received by the appropriate deadline, will be paid with your following month’s salary.











						








Surname: ………………………………………. First Name(s): …………………………………………..


Payroll Ref No. ……………………………… NI No. or Date of Birth: ………………………………….


School: …………………………………………………………. ………………………………………………..


Post Title:….……………………………………………………………………………


Normal Start / Finish Point: ………………………………………………………………………………….


(Your Line Manager will determine this as the point which your business journeys and your claims should normally start and end) 


Month & Year of Claim: ………………………….. Car Registration No. …………………………………………….


Make & Model: ……………………………………………………..


Engine Size (Exact CC): ………………………………………….














FOR COMPLETION BY AUTHORISING MANAGER:





ALLOCATION OF MILEAGE�
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VAT (please note the above amount is inclusive of VAT)�
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Is this your first travel claim?


	Yes / No








