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EXCESS TRAVEL COSTS APPLICATION
PLEASE COMPLETE IN BLOCK CAPITALS (see overleaf for guidance notes)
	1. PERSONAL DETAILS

	ASSIGNMENT NO
	363
	
	
	
	
	
	
	
	
	
	 --------
	

	SURNAME
	
	FORENAME(S)
	

	HOME ADDRESS
	

	DIRECTORATE
	
	WARD/DEPARTMENT
	

	JOB TITLE
	
	( WORK NUMBER
	

	OLD WORKBASE
	

	NEW WORKBASE
	

	DATE OF TRANSFER TO NEW WORKBASE
	
	
	
	

	2. PROVIDE A FULL EXPLANATION AS TO HOW YOUR TRAVEL COSTS INCREASE AS RESULT OF CHANGING YOUR WORKBASE

	

	3. OLD TRAVEL ARRANGEMENTS

	TRAVEL VIA PUBLIC TRANSPORT

	Mode of Transport
	TUBE (()
	
	RAIL (()
	
	BUS (()
	

	Zones Covered
	FROM (STATION)
	TO (OLD STATION)
	OLD ANNUAL COST

	
	
	
	£                                   per annum

	PRIVATE TRAVEL ARRANGEMENTS

	Mode of Transport
	CAR (()
	
	BIKE (()
	
	WALK (()
	

	Journey Covered
	FROM (HOME)
	TO (OLD WORKPLACE)
	OLD DAILY RETURN MILES

	
	as per home address above
	
	£                                          per day

	Cost of Parking at Old Workplace
	£                                    per month

	4. NEW TRAVEL ARRANGEMENTS

	TRAVEL VIA PUBLIC TRANSPORT

	Mode of Transport
	TUBE (()
	
	RAIL (()
	
	BUS (()
	

	Zones Covered
	FROM (STATION)
	TO (NEW STATION)
	NEW ANNUAL COST

	
	
	
	£                                   per annum

	PRIVATE TRAVEL ARRANGEMENTS

	Mode of Transport
	CAR (()
	
	BIKE (()
	
	WALK (()
	

	Journey Covered
	FROM (HOME)
	TO (NEW WORKPLACE)
	NEW DAILY RETURN MILES

	
	as per home address above
	
	£                                          per day

	Cost of Parking at New Workplace
	£                                   per annum

	5. TOTAL EXCESS TRAVEL COSTS

	Remaining as a Public Transport User
	Total Annual Excess Travel Cost Claimed (new annual fare costs minus old annual fares costs)
	+ £                       per annum

	Remaining as a Private Transport User
	Total Daily Excess Travel Cost Claimed (new daily mileage costs minus old daily mileage costs) 
Plus/Minus Adjustment for Monthly Workplace Parking Costs
	+ £                             per day
+/- £                    per month

	Changing to Public/ Private Transport User

(where there is a combination of public/private transport costs refer to guidance notes on calculation overleaf)
	New Public Transport Cost Shown as an Annual Sum

New Mileage Cost Shown as a Daily Rate
Plus/Minus Adjustment for Monthly Workplace Parking Costs
	£                          per annum

£                                per day
+/- £                    per month

	6. EMPLOYEE CERTIFICATION DETAILS

	I certify that this excess travel costs application is as a consequence of a compulsory change of work base.  I understand that falsification of this claim may result in summary dismissal in accordance with my employer’s disciplinary policy.

	EMPLOYEE SIGNATURE
	
	DATE
	
	
	

	7. CERTIFICATION OF AUTHORISING OFFICER

	The information stated above is to the best of my knowledge correct and I hereby approve this application as detailed.

	MANAGER’S SIGNATURE
	
	DATE
	
	
	

	PRINT NAME
	
	JOB TITLE
	

	8. CERTIFICATION OF AUTHORISING PEOPLE & CULTURE (PEOPLE BUSINESS PARTNERS)

	The information stated above is to the best of my knowledge correct and I hereby approve this application as detailed.

	MANAGER’S SIGNATURE
	
	DATE
	
	
	

	PRINT NAME
	


	GENERAL GUIDANCE NOTES ON COMPLETION

	a)  This form can only be authorised by the claimant’s manager or a Service Director.
b)  Reimbursement of excess travel costs are claimable monthly on an expense claim form and will take the form of a monthly lump sum payment.

c)  Reimbursement of excess travel costs are paid in accordance with Agenda for Change and Medical and Dental terms and condition of employment, including application of the reserve rate and passenger transport rates respectively.  
d)  Reimbursement of permanent excess travel costs are taxable and national insurable in accordance with HM Revenue and Customs regulations.
e) Failure to complete all relevant sections of this application may result in reimbursement being delayed/rejected.  

f)  Completed forms should be sent to your Locality HR Advisor/HR Manager.

	END OF ENTITLEMENT TO EXCESS TRAVEL COSTS

	Entitlement to reimbursement of excess travel costs will expire:

i) after a maximum period of 4 years;

ii) on voluntarily applying for and accepting a new post within the organisation;

iii) on change of home or workplace address where excess travel costs are no longer incurred.
Entitlement to reimbursement of excess travel costs should also be reviewed at the time an employee changes home address to determine whether the costs are reduced or negated.   

	GUIDANCE FOR PUBLIC TRANSPORT USERS

	a)  For public transport users the reimbursement rate will reflect the annual difference in public transport costs between the

previous zone(s) travelled and the new zone(s) travelled; employees who are reimbursed excess public transport costs should therefore purchase an annual season ticket under ELFT season ticket loan scheme.

Example
New annual travel costs (zones 4 to 1)  =£1,200  

Old annual travel costs (zones 4 to 2)    = £  900

Annual excess travel reimbursement     = £  300
Annual excess travel reimbursement of £300 should be claimed via an expense claim form in 12 equal monthly instalments (i.e. £25 per month).

	GUIDANCE FOR PRIVATE TRANSPORT USERS

	a) For private transport users the reimbursement will reflect the excess mileage at the reserve/public transport rate.
b) Reimbursement of excess travel costs is not claimable on days when not attending work (e.g. annual leave, bank holidays, sick leave etc).
Example
New daily return travel/mileage costs (25 miles x reserve rate of 30p per mile) = £7.50 per day
New monthly car parking costs (if applicable) = £25.00 per month 

Old daily return travel/mileage costs (14 miles x reserve rate of 30p per mile)   = £4.20 per day 

Old monthly car parking costs (if applicable) = £15.00 per month 

Daily excess travel mileage costs = 3.30 per day
Monthly car parking cost adjustment = -£10.00 per month
An expense claim form should be completed on a monthly basis showing daily excess travel reimbursement of £3.08 per day should be claimed (only for days worked and excluding days when not at work) and a negative entry shown of -£10.00 parking costs.

	GUIDANCE FOR USERS CHANGING TO PUBLIC/PRIVATE TRANSPORT

	a)  For public to private users (and vice versa) the excess travel costs will be based on a combination of public/private transport rates.
b) Reimbursement of excess travel costs is not claimable on days when not attending work (e.g. annual leave, bank holidays, sick leave etc).
Example
Old annual travel costs (zones 4 to 2) = £ 900 per annum
Daily Excess return travel/mileage costs (11 miles x reserve rate of 30p per mile) = £3.30 per day
New monthly car parking costs (if applicable) = £25.00 per month 
An expense claim form should be completed on a monthly basis showing daily excess travel reimbursement of £3.30 per day (only for days worked and excluding days when not at work) and £25.00 monthly car parking costs should be claimed and a negative adjustment of -£75.00 old monthly travel costs.

	IF YOU HAVE ANY QUERES REGARDING YOUR COMPLETION OF YOUR EXCESS TRAVEL APPLICATION FORM OR EXPENSES CLAIM FORM PLEASE CONTACT THE

EXPENSES TEAM AT  - elft.eexpenses@nhs.net





