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	1
	Purpose

	
	To inform as to the arrangements for reimbursement of mileage costs incurred where staff use own vehicle for Company Business. Tax and Insurance implications are addressed.

	2
	Scope

	
	All staff where own car is used for Company business.  Note: authorisation for use must be obtained. 

	3
	References

	
	None

	4
	Definitions

	
	None

	5
	Action

	
	
	
	
	Person Responsible

	
	5.1 
	Mileage claim forms must be returned to the Business Centre in the month following expenses being incurred.  
All mileage claimed must relate to the preceding month and must be authorised by the Registered Manager or equivalent Line Manager who will countersign and pass to the Finance Department.
	
	
All staff

	
	5.2 
	Only employees who possess ‘Class 1 Business Insurance’ (insured for business use) may use their own vehicles for Company business.
.
	
	All staff

	
	5.3 
	As at 01/11/2016 
For Employees in receipt of a Car Allowance
The payment per mile is 25p for all business mileage incurred.
For Employees using their own car
The payment per mile is 45p per mile up to 10,000 miles in any tax year (April to March).  Thereafter all claims are paid at 25p per mile.
These rates are regularly reviewed and any alteration will be notified to staff. The rates follow guidelines issued by HMRC regarding Approved Mileage Rates. 
Claims should be made on the form entitled ‘Mileage Claim Form - Own Car’.
	
	

	
	5.4 
	Relocation
Should any employee be relocated, either permanently or temporarily at the request of the Company, the mileage payable (if any) will be agreed on a case by case basis. The mileage claim should be submitted following the procedure outlined above on the form entitled ‘Mileage Claim Form - Own Car - Relocation’.
	
	

	
	5.5 
	Training
Should any employee be required to attend a training course, then a mileage allowance of 25p per mile (as at 01/11/2016) may be claimed using the form entitled ‘Mileage Claim Form - Own Car - Training’.  This form must be authorised by your Line Manager and passed through to the Business Centre to be signed by the Training Manager.
	
	

	
	5.6 
	Staff using their own vehicles must ensure that their vehicle is in a roadworthy condition, is in a ‘good state of repair’ and has valid insurance, MOT certificates and a valid road fund licence.
	
	



	6
	Documentation

	
	· Mileage Claim Form - Own Car
· Mileage Claim Form - Own Car - Relocation
· Mileage Claim Form - Own Car - Training






This procedure/guidance/policy is reviewed by the Executive Team or their delegate in consultation with staff, where appropriate, following changes in legislation, good practice guidelines or as is deemed appropriate.

Staff are invited to comment and any recommendations for change/improvement should be in writing to the Senior Admin Officer at the Business Centre who will liaise with the Senior Manager who has authorised release of this document – see control box, front sheet.
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