NOTES
These notes summarise the Notes of Guidance, a copy of which is held by the Administrative Officer in each Department 

who deals with car travel enquiries, and officers should ensure they comply with the guidance contained in this document.

(a)
Insurance and driving licence

You should not use your car on County business without ensuring you hold a valid licence to drive the car used and the insurance cover includes ‘business use’ for the vehicle involved.  You are required to certify the claim to that effect and may be required to provide evidence of having the satisfactory insurance document and a valid driving licence.

(b)
Authorisation of journeys

You should ensure that your journey is authorised before setting out.  Specific authorisation will be required for certain journeys, including in-county journeys made by casual users and most out-county journeys.

(c)
Car sharing, route selection and use of public transport


Before making a journey you should select the route carefully to ensure that it is the most economical in all the circumstances.  This will usually be the shortest and most direct route.  Travelling duties, particularly periodic visits of inspection, should be planned so as to reduce to a minimum the total cost of travelling claims.  Every effort should be made to share journeys by travelling in one car.  Where different types of user travel together use should be made of the leased user’s car where a leased user is  involved.  Journeys made outside the County should where practical be made using public transport.

(d)
Duty centres and allowable mileage

Where a journey commences from a point other than the duty centre, eg your home, the mileage allowed will be the shorter distance between your duty centre and the address of the first official call and the distance actually travelled.  When you do not return to the duty centre after your last official call of the day, but travel direct to your home, the mileage allowed will be the shorter of the distance between the address of your last official call and your duty centre and the distance actually travelled.  

* When claiming the “lesser of” mileage between first (or last) call and your Duty Centre you must also record the actual mileage travelled as “Business” Mileage in the column provided.  This is required for reporting and Car Benefit purposes by the Inspector of Taxes.  On the final page of your claim add the differences between the miles claimed and the “Business” miles for any of these journeys to show a Grand Total for “Business Miles” (this could be greater than the miles claimed).  Note lease car users do not record Business mileage.

For duties performed wholly outside office hours, the actual mileage from and return to home may be claimed.  This is however taxable therefore please mark any such journeys “H/W”.  Note that lease car users will incur an additional tax benefit if they claim Home to Work mileage and should contact the staff travel section before making such a claim.  
(e)
Travel by rail

If travelling by rail on official duties you should claim second class.  Tickets for rail travel must be purchased from Travelcare by the Administrative Officer in your department or by a Rail Travel Warrant.

(f)
Subsistence allowance
Reimbursement of meal costs will not normally be paid, unless there is a genuine and unavoidable additional operational expense incurred, when it will be considered. Such necessary business expenses would be reimbursed, where prior approval has been given, on production of receipts and up to the maximum amounts advised.

Full details of the rates and rules of application are set out in the circular issued to staff each time the rates of allowance are changed. If payment of subsistence has been agreed you should note particularly the rules relating to the time limits imposed on the claiming of certain allowances and that both tea and dinner allowance will not be paid for the same evening’s work.


If you are travelling by rail and necessarily take a meal in a restaurant car you will be reimbursed the actual cost of the meal upon the production of receipts.

The reimbursement for overnight accommodation is based upon the actual expenditure for bed and breakfast up to a specified maximum.  Receipted VAT bills must be produced to support the claim.

Miscellaneous out of pocket expenses for items such as parking, tolls, etc may be claimed.  Where possible receipts should be provided.

(g)
Procedure when an employee’s car is ‘off the road’

Special arrangements, detailed in the Notes of Guidance, apply to claims made whilst your car is ‘off the road’.  In particular it is important that you consult the Administration Section in Financial Services before committing yourself to any additional expenditure such as car hire.

(h)
Completion and submission of claim forms

(i)
A separate and complete claim form should be submitted at the end of each calendar month for all journeys made during that month.

(ii)
All relevant sections of the claim form must be completed, otherwise there will inevitably be a delay in paying the claim.  All details should be completed at the head of the form and if you change your car, or your post, during the month, relevant details should be shown and the date of change entered.
(iii)
You are reminded that your claims may be the subject of enquiries from time to time and that you should maintain sufficient information in your official diary to substantiate the journeys made.

(iv)
If the claim contains more than one page, please ensure the page containing the totals is on top and that they are securely stapled together.
(i)
Fuel Receipts
You must retain sufficient petrol or diesel receipts to cover the mileage on each claim form.  These are to be kept for a period of 3 years in case Custom & Excise require them.  You must circle the “Yes” box to show that you do have a receipt.  If a receipt is lost then you may need to tick “no” but this should only be in exceptional circumstances.
Finance & Central Services, County Hall, Northallerton
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