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	Record of Mileage Form



This form should be used to support an expenses claim for essential car travel. These forms are used in conjunction with Her Majesty’s Revenue & Customs (HMRC) reporting requirements for each Tax Year which run from 6th April to 5th April each year. Please complete this form using clear, block capital letters, sign and date.  Please keep a copy of this form for your records and for future claims during the current tax year.  
Pass this form and your expenses claim form to your departmental office for processing.  
	


	Name:
	

	Department: 
	


	Please state period for which this claim is being made: 
	


	Date
	Details of Journey
	Number of Miles
	Reason for Journey

	
	To
	From
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Total miles claimed for this period:
	

	Total miles claimed since April in this current Tax Year to date: 
	


In submitting this record of mileage form and the associated expenses claim form, I certify that I have a current valid driving licence, that my vehicle is insured for business use, has a current MOT certificate (where applicable), has been properly maintained and is in a roadworthy condition.*
* As required by the University’s Work Related Driving Policy.
	Signed:
	

	Date: 
	


