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Car Allowance Claims 
	Details Must Be Completed
	
	
	
	Month
	
	Year
	

	Full Name
	
	
	
	
	Employee No:
	
	Dept
	

	Car Allowances
	Car Reg:
	
	
	
	Engine Size
	
	
	cc


I have used my car for the official journeys specified on the attached sheets and I claim the amounts due.  For         journeys to and from home I have deducted my normal home to work mileage. I hold a current certificate of insurance, which covers business use.  NB: Claims must be forwarded to: Admin, 
 by the 1st working week of the month, to be paid at the end of that month.

Signed:
Date: 


	Allowance Type
	No of Miles
	Mileage Rate
	£
	p

	
	
	
	
	

	Casual Car User
	
	00.25ppm
	
	

	Tolls and Parking Fees
	
	
	
	

	Totals
	
	
	
	


I certify that the claimant has undertaken the official duties specified on the attached sheets and that the claim is correct for payment.

Authorised Signatory:
…………………………………..Designation: ……………………………………..……Date: 
…………
Department: ………………………………….………………………………………………………………………………………
Office Use Only
_______________________________________________________________________________________

I am returning this claim form because it has not been fully completed or it has not been submitted in accordance with the procedures issued.  Will you please return the claim to: Admin, after the requirement indicated has been completed.
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Claimants declaration not signed


Not authorised by approved signatory


Engine size/Registration No not entered


Other


For Financial Use Only:  Examined 
Recorded 


	Date
	Details of Journey/Official Duties

(Specify where journey commenced, all points visited and where completed)
	Mileage for Journeys

Inside Merseyside
	Outside Merseyside
	Tolls

£
	Parking Fees

(Receipts must 

be provided)

£

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Total
	
	
	
	

	
	Value
	
	£
	£
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