Information for staff who are claiming Excess Travel (Mileage or Fares)
The following information is intended to provide staff with guidance on how to claim Excess Travel and or Fares through I-Expenses; additionally this information will clarify when PAYE (tax) and National Insurance is deductible from the payments.

General Information

Excess travel is payable when an employee has been moved from one workplace to another which is relevant for many staff involved in LGR. The Council’s Detriment Scheme outlines the provisions for excess travelling expenses however this guidance is based upon HMRC taxation rules which impact on this scheme, not Council policy.
The current Detriment Scheme pays the additional mileage/fares up to a maximum of three years. 
In all cases you should agree the amount of reimbursement with your immediate Line Manager. 
Excess travel/fares are deemed to be private travel by HMRC because they are seen as travel to a permanent workplace and as such are subject to PAYE (tax) and National Insurance deductions. HMRC see that as an employer the County Council are paying you to come to a permanent place of work.
Excess miles that are taxed are not added to the profit calculation for P11D purposes.
The Councils Guidelines on Travel and Subsistence and Detriment Scheme are available on the staff Intranet Site however, generally only essential & leased car users are able to claim excess as mileage.
Casual users not qualifying as above can claim either;
· Petrol only rate (leased car rate)

· Public transport rates known as Fares
This provision only applies where the difference between the cost of travelling (both ways) from home to the new place of work and from home to the old place of work exceeds the minimum cost of £3.84 per week (subject to annual review).  Such allowances will be paid for a period of three years.
Entering Excess Mileage or Fares into I-Expenses
Excess Fares – Casual User
When claiming Excess Fares this must be entered within the “Receipt based Expenses” tab in I-expenses, Excess Fares must not be entered as Mileage; this will result in an underpayment. 
You must detail in the Justification field the fares to your new centre, fares to the old centre and claim the difference as well as the number of days you are claiming. 
You only need to enter 1 line for the month of claim and in the justification field you should always record that the claimed amount has been agreed with your Line Manager.
Excess Mileage – Essential Users

When claiming Excess Mileage this must be entered within the “Mileage Expenses” tab in I-expenses, Excess Mileage must not be entered as Fares, this will result in an over overpayment that will be recovered.

You must detail in the Justification field the mileage to your new centre, mileage to the old centre and claim the difference as well as the number of days you are claiming. 
You only need to enter 1 line for the month of claim and in the justification field you should always record that the claimed amount has been agreed with your Line Manager. The amount claimed should also be shown in the Trip Distance field.
If you undertake a business journey i.e. home to site to new centre then no excess is claimable for that leg of the journey. In claiming business mileage in such circumstances you should claim the mileage less home to your old centre.

Leased Car Users – Special Information on Excess Mileage and the Application of a Fuel Scale Charge
If as a Leased Car User you claim excess mileage or call out mileage (return to place of work) you will be subject to a fuel scale charge imposed by HMRC. This is an extremely complex issue governed by HMRC taxation rules. The following is an extract from HMRC Guidelines:
Fuel Provided for Company Cars

13.1 

Where fuel is provided for a car the benefit is taxed in accordance with HMRC guidelines; a fuel benefit charge will apply to tax the fuel provided in addition to the car benefit charge. This is so whether or not the fuel is provided for private use.

13.12 

Where the employer does not directly meet the cost of fuel used for business in a company vehicle but pays the employee a business mileage allowance, no fuel benefit charge will arise if the mileage allowance does no more than meet the cost of fuel used for business travel. If the mileage allowance is excessive, but is only paid for genuine business travel, the profit element will be chargeable to tax in the normal ways (Not the case for NCC as we pay Petrol element only for leased cars)

However (this is the important bit) a CAR fuel benefit (Fuel Scale Charge) will arise where, for instance the payments to the employee cover travel between home and work. (In the case of the Detriment Scheme)

As part of the annual P11D return the County Council must inform HMRC of all leased car users who claim excess travel and call out (to place of work, usually weekends) mileage.

HMRC will apply a fuel scale charge based upon the vehicle you drive (P11D value) and CO2 omissions, this will be in addition to your P11D taxable benefit for the use of a leased car, e.g.
Vehicle with a P11D value of £14,000 with CO2 omissions % of 185g/km will be subject to the following calculation:

£14,000 X 21% CO2 = £2940 taxable benefit; assuming 22% taxation; you will owe HMRC £646.80 in PAYE (tax) irrespective of the amount claimed.
In summary; 

· If you claim Excess Fares or Excess Mileage your payment will be subject to PAYE (tax) and National Insurance deductions recovered from your salary.

· If you are a Leased Car User and claim Excess Mileage HMRC legislation requires the Council to report a Fuel Scale Charge on which you will be taxed in addition to your P11D benefit for the Leased Car. Although you are entitled to claim excess mileage, the tax implications will mean that you are likely to be faced with a significant tax liability.
Management Reports

An annual review is undertaken of all mileage claimed for which Managers will be required to review the user status of their staff.

Compliance

Within I-Expenses you authorise your own claims and are therefore wholly responsible for claim accuracy and validity. This means that you must be fully conversant with the County Council’s travelling and subsistence rules.

 Two relevant documents you should read are the “Travel and Subsistence Guidance” and the “National and Local Allowances” which can be found within the HR Documents, Pay & Conditions link on the intranet. 

You are expected to undertake journeys in the most efficient and effective manner possible and in submitting claims to adopt a reasonable approach and to observe the travel and subsistence rules. 

Claims should be submitted on a regular monthly basis. Responsibility for the submission of claims rests with the individual. All claims must be submitted within three months of the expenditure being incurred. Claims for periods outside this limit will only be considered if there is a valid reason for the delay, e.g. long-term sickness. Workload is not an acceptable reason. 

Claims improperly made could lead to disciplinary action and to the matter being referred for police investigation and possible prosecution. In addition to false mileage and expenditure claims, improper claims include those involving the maximising of mileage and expenses and the undertaking of unnecessary journeys. 

