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County Mileage Rates

Employee-Owned Car Business Travel

	Size of Car Engine
	HIGHER Rate

First 10000 miles
	LOWER Rate

Over 10000 miles

	Up to 1000cc
	45p
	25p

	1001-1500cc
	45p
	25p

	Over 1500cc
	45p
	25p


Please note
The rate per mile will drop to the LOWER RATE after an employee has travelled 10,000 business miles in a claim year (April to March).

All training and conference mileage is paid at the LOWER RATE.

Lease Car Business Travel

	Lease Car
	Rate per mile from 01/12/11

	Diesel: 1600cc or less
	12p

	Diesel: 1601 - 2000cc
	15p

	Diesel: Over 2000cc
	18p

	Petrol: 1400cc or less
	15p

	Petrol: 1401 - 2000cc
	18p

	Petrol: Over 2000cc
	26p

	LPG: 1400cc or less
	10p

	LPG: 1401 - 2000cc
	12p

	LPG: Over 2000cc
	18p


Other Business Travel

	Type of Rate
	Rate per mile

	Motorcycle
	24p

	Bicycle

	20p


	Type of Allowance 
	Details

	Passenger 
	5p per mile for each CCC colleague travelling as a passenger on a business journey – up to a maximum of 6 passengers.

	Non-Standard Use of Vehicle 
	By collective agreement, from April 2009 £2.85 per day may be claimed for each working day that an employee makes non-standard use of his/her privately owned vehicle or Council lease car whilst travelling on Council business.  


Air Travel

When travelling on County Council business within the UK it is unlikely that employees will need to travel by air. However, there may be times when employees need to make long distance journeys and air travel is a consideration. 

The Council strongly advises employees to choose the most sustainable, economic and appropriate means of travel to suit their journey.  The expectation is that for business journeys within the UK air travel (i.e. domestic flights) will only be made in exceptional circumstances. 

Employees must agree all air travel (domestic or overseas) in advance with their line manager. Tickets should be purchased using a CCC purchase card. Where this is not possible the costs should be reclaimed on a Business Claim Form – an appropriate receipt must accompany the claim. 

For further information on air travel outside of the UK please refer to the guidance on Overseas Travel. 



VAT on Fuel

In order to meet HM Revenue Customs audit requirements, employees claiming business mileage (all categories except cyclists) should attach, wherever possible, at least one VAT receipt for fuel purchased, to each monthly travel claim, where the first VAT receipt should pre date the first day that mileage is claimed on the claim form, additional receipts should pre-date the last date that mileage is claimed on the claim form.  

It is important that a VAT receipt is requested - a card payment slip is not a valid VAT receipt and cannot be used to cover the VAT reclaim.  Submitted VAT receipts will be held for information/audit purposes and will not be used to validate the mileage claim in any way. 

Back to Top
Mileage Rates for Non-Employees

Mileage undertaken by non-employees is paid at the LOWER RATE (25p per mile), e.g. student placement mileage.

Volunteer
 mileage rates are set by each Directorate up to a maximum of the HIGHER RATE (45p per mile).

Review of County Mileage Rates

The rates will be increased each April based on the rates determined by HMRC and in force on 1st January of the same year. 

Subsistence Allowances (as from 1st April 2011)
Outside the County Boundary

The out-of-County subsistence allowances are only paid if an employee has to travel outside the County boundary on official business. A receipt must accompany all claims.  The Council will not reimburse employees for purchases of alcohol. 

	Allowance
	Rules
	MAXIMUM Amount wef 01.04.11

	Breakfast
	Required to leave home before 0700 hours
	£ 6.17

	Lunch
	Required to be away from work base between 1200 and 1430 hours
	£ 8.48

	Tea
	Required to work later than 1830 hours but not later than 2030 hours
	£ 3.36

	Evening meal
	Required to work later than 2030 hours
	£10.53


Managers must consider the distance from home, and determine how reasonable it was for the employee to purchase a meal rather than to wait until he/she reached home. 
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Overnight Expenses


When employees are required to stay overnight as part of a business appointment/course /conference, reasonable expenses will be reimbursed.  Managers are required to check that the cost of overnight accommodation is reasonable for the area.  Meals are reimbursed subject to the out-of-county subsistence rates above.
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Out of Pocket Allowances (Residential Training Courses)

When employees are required to stay overnight as part of a residential training course, which is supported by the Council, claims for genuine additional expenditure may be authorised, on the production of appropriate receipts, within the maximum amounts shown:

	Allowance
	Amount wef 01.04.11

	Per night
	£ 4.82

	Per week
	£19.33
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Hospitality

Subject to prior approval from line managers, employees may claim for reasonable expenses incurred when purchasing courtesy meals for client(s)/project partner(s).  In exceptional circumstances and with prior authorisation, a courtesy meal purchased in a restaurant or café may include up to a maximum of half a bottle of wine (or equivalent) per head.  Hospitality meals should be paid for with the corporate purchasing card.  Where claims are made on the monthly travel claim, appropriate receipts must accompany the claim, and the claim must indicate clearly that the expense falls within this category.
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Parking Fees

The Council will reimburse parking fees incurred where an employee has travelled to, and has had to pay to park at, a business appointment.   A valid VAT receipt for the parking fee must be attached to the employee’s claim form. 

It is the Council’s normal policy not to reimburse employees for parking fees incurred at the employee’s normal place of work. 

Parking and Speeding Fines

The Council will not reimburse parking/speeding fines or surcharges incurred by employees – employees are personally liable for such fines/charges.
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Review of Subsistence Allowances

The rates will be increased on 1st April each year by the same percentage increase as the National Pay Award for that year, as agreed.

Claim Forms

Travel and Subsistence Claims must be made on the relevant form.  Forms are available (for manual or on-line completion) from here.
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� By local agreement a separate weekly bicycle rate is paid to Home Care workers via the monthly payroll, on a protection basis.  


� School Governors are volunteers.  However, as the funding to support the work of governors is in school budgets, each Governing Body agrees its own policy on governor expenses. 
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