( Travel Smart - Travel Safe! 

Annual certificate for use of a privately owned vehicle

The Council 's Travel Smart project aims to reduce business mileage by 20% over the next 18 months. It also aims to make sure that staff are driving carefully, responsibly and safely. 

Employees have a legal responsibility and a duty of care to ensure that they are driving safely  In order to ascertain that employees are complying, all staff that undertake business mileage must confirm they have the a current UK driving licence, correct insurance cover for any private vehicle they're using for Council business, that they hold a valid MOT certificate, driving licence and road tax by completing this online form.

From 1st April 2011, mileage claims will ONLY be paid if this form has been completed and returned. Anyone making a claim without completing the form will have their claim delayed, until the form has been completed.

The deadline for receipt of travel claims is the 10th of each month.

Certificate for use of privately owned vehicle 

1.
Your contact details:  

	Name:
	
	Employee No.:
	

	Line Manager:
	


Regulations   » Indicates required fields
2.
I have read and understand B37 Managing /occupational Road Risk (MORR) guidance together with appendix 5 about the use of a privately owned vehicle. I acknowledge that it is my responsibility, when using a privately owned vehicle for Council business, to ensure that: 

I am properly licenced to drive it. »  

(  Yes





(  No
3.
Employees must ensure that a privately owned vehicle, used for Council business, is covered for business use. In most instances this will involve the inclusion of business use on the insurance policy, which may be at additional cost.

Policies covering use for social, domestic and pleasure purposes, typically only permit travel to a single place of work. If in doubt, employees should check with their insurance company to make sure their insurance policy provides business use cover before using a private vehicle for official journeys. Business use insurance must cover the annual business mileage travelled.


My use of the vehicle is covered by an appropriate insurance policy, which includes use for business purposes where necessary » 

(  Yes





(  No
4.
The vehicle is, and will be kept in a road worthy state for example tyres, brakes, & lights, complies with all legal requirements including a valid MOT certificate and road fund licence » 


(  Yes





(  No

5.
Will you agree to a road-worthiness inspection, upon request of the vehicle claiming mileage allowance? » 

(  Yes





(  No
If no what is the reason for this decision?

	


6.
I will produce, upon request, my driving licence, insurance certificate and MOT certificate (if appropriate) » 

(  Yes





(  No
If no what is the reason for this decision?

	


7.
I agree to notify my line manager/countersigning officer of any change in circumstances which affect my use of a private vehicle for Council business This includes taking medication which may affect my ability to drive.» 

(  Yes





(  No
8.
From time to time the Council may run pilot schemes to monitor vehicle activity which will assist in future resource planning. 

Do you agree to take part in a pilot scheme which will involve occasional monitoring of vehicle use to assist in future resource planning. This could involve replacing your private vehicle with a pool car or providing a mobile vehicle location system (GPS)? »
(  Yes





(  No
If you have replied no to 7a or 7b, what is the reason for this decision?

	


9.
Acceptance:
Please confirm your acceptance of these regulations? » 

(  Yes





(  No                                                         

 Signature:   
Please return to: Trisha Pannell    N.T.S.  2 Riverside Way, Nottingham NG2 1DS   Tel.  0115 9340745

