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o  Key points  
o  When can I travel by temporary vehicle?  
o  What are the specific limits or restrictions?  
o  How do I book and reclaim the cost?  
o  What can be claimed?  
o  Are there any specific circumstances?  
o  Links to other areas  
o  Example Scenarios  
o  Queries 

Key points 

  You can book a temporary vehicle using the online booking tool where it is the most 

cost effective method of travel  

  You must book the lowest class of vehicle that is suitable for the journey taking into 

account the number of passengers and the type of journey being undertaken  

  You must check the vehicle for damage and report any damage not included on the 

paperwork to the contracted supplier before the start time of the booking  

  Vehicles should be supplied with a full tank of fuel and you must refuel the temporary 

vehicle before returning it, retaining the receipt for the appropriate period  

  You must familiarise yourself with the Temporary Vehicle Manual before booking a 

temporary vehicle 

When can I travel by temporary vehicle? 

1 You can travel by temporary vehicle when making a Qualifying Journey and it is the most 
appropriate method of travel.  

2 Before travelling, you must discuss and agree the requirement to travel with your manager 
in line with the business travel hierarchy and travel expectations. 

3 Hire of a temporary vehicle can be authorised where it offers better value for money than 
alternative methods. As a general guide, where the journey is less than 80 miles it may offer 
better value for money to use public transport, an Official Vehicle or your own vehicle . 

4 Without exception, when asking to use a temporary vehicle you have an individual 
responsibility to ensure and are declaring that you hold a full current driving licence.  

5 Temporary vehicles may be used on qualifying journeys during the period of hire only. 
Only DWP employees or people working on DWP business such as consultants can be 
carried as passengers, for example you cannot drop children off at school, even if it is on the 
same route.  

What are the specific limits or restrictions? 
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6 You must book the lowest category of vehicle that is fit for purpose. A description of the 
categories is available in the detailed Temporary Vehicle Manual. 

7 You must consider the overall cost to the department when making a booking. By 
requesting delivery of a vehicle at short notice or out of hours you will increase the cost of 
the hire. The full list of charges can be found in the Temporary Vehicle Manual. 

8 Where possible you should collect the car from the nearest depot as this does not incur any 
additional cost. Where this is not suitable or available, you should use the driver pick-up 
service where you are picked up and taken to the depot to collect the car. You should only 
arrange for delivery and collection of the vehicle where these methods are not available or 
suitable.  

9 The contract requires the Contracted Agent to supply a diesel vehicle where one is 
available, and this must be accepted. Where a diesel vehicle is not available the contracted 
agent is required to provide a petrol vehicle with an engine size no larger than 1.6 litre. 

10 You must hire a vehicle with manual transmission unless an automatic transmission is 
needed for medical requirements or you hold an automatic-only licence. 

11 You may consider requesting additional options, such as a sat-nav system but only where 
there is a clear business need and this has been approved by your manager. Compliance 
checks are undertaken and where it is identified that inappropriate requests have been made 
you may be required to repay the additional charge incurred.  

12 You and your line manager must familiarise yourselves with the DWP Work-Related 
Road Safety Policy and complete the Driving on Official Business – Managers Checklist . 

13 You are not allowed to claim the cost of any fines or penalty charges incurred whilst using 
a temporary vehicle. You will be liable for any administration charges incurred by the 
department as a result of any fines or penalty charges. 

14 Mobile phones, including hands-free equipment, must not be used whilst driving on 
official business. These should be switched off to prevent distractions. 

15 Whilst using a temporary vehicle you are covered by Crown Indemnity and do not require 
insurance to be included on the booking.  

16 Temporary vehicles must not be taken outside the UK. 

How do I book and reclaim the cost? 

17 You should book a temporary vehicle using the online booking tool

 provided by the 

contracted agent as outlined in the Travel by Temporary Vehicle Procedures. 

18 You should claim any other costs incurred, for example refuelling the vehicle or parking 
fees, on iExpenses as outlined in the Travel by Temporary Vehicle Procedures. 

What can be claimed? 
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20 You must refuel the vehicle and can reclaim the full cost of fuel using iExpenses as 
outlined in the Travel by Temporary Vehicle Procedures. You can benefit from Reward 
Points when you refuel the temporary vehicle provided that you do not incur additional cost 
in doing so. 

21 You should avoid driving in a Congestion Zone wherever possible. Where it is 
unavoidable, the cost incurred can be reimbursed. Additional charges for registering 
discounts or exemptions will be reimbursed provided the journeys are in connection with 
departmental business. Fines or penalties for late or non-payment will not be reimbursed. 
You will be liable for any administration charges incurred by the department as a result of 
any fines or penalty charges.  

22 You can claim any costs incurred for parking and tolls. Receipts should be provided where 
available. Where you are on detached duty overnight, then unavoidable overnight parking 
costs can be reimbursed provided you are staying in a hotel or receiving Lodgings Expenses 
or Friends and Relatives Allowance.  

Are there any specific circumstances? 

23 Where a vehicle has been supplied without a full tank of fuel, you must ensure this is 
recorded on the documentation and only refuel the temporary vehicle to the same 
approximate level. 

24 Where you return the vehicle and it is has not been refuelled you may be liable for any 
administration charge incurred by the department. The contracted booking agent will email 
you to inform you that the vehicle was not refuelled and charges may be applied as outlined 
in the Travel by Temporary Vehicle Procedures. 

25 Where you use a temporary vehicle in certain circumstances, HMRC consider that the 
travel is not directly related to your role and hence incurs a tax and national insurance 
liability. The department will pay this tax and national insurance liability on your behalf. 

Links to other areas 

26 You may be entitled to Meal Subsistence depending on the length of absence. 

Example Scenarios 

27 There are no specific scenarios for travel by temporary vehicle. 
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o  Key points  
o  When can I travel by PUS?  
o  What are the specific limits or restrictions?  
o  How do I obtain a PUS vehicle?  
o  What can be claimed?  
o  Are there any specific circumstances?  
o  Links to other areas  
o  Example Scenarios  
o  Queries 

Key points 

  Vehicles are supplied to enable you to carry out your official duties; they are not 

intended to provide a benefit to you or as an enhancement to your pay  

  You must familiarise yourself with the Private User Scheme Manual, which includes 

full information on how to qualify and apply for a PUS vehicle  

  A business case for a PUS vehicle will only be authorised where the vehicle will be 

used for official business for at least 75 working days and 6,000 business miles each 
contractual year for four years  

  You must provide the contracted agent with the mileage total by the 5th working day 

of each month  

  You must make your PUS vehicle available to colleagues for use on business journeys 

where it is reasonable  

When can I travel by PUS? 

1 You can travel using a vehicle supplied under the Private User Scheme (PUS) when making 
a Qualifying Journey and it is the most appropriate method of travel.  

2 Before travelling, you must discuss and agree the requirement to travel with your manager 
in line with the business travel hierarchy and travel expectations. 

3 Where you are supplied with a PUS vehicle, you are expected to undertake all of your 
business travel using the vehicle, where practicable. 

4 Where you have a PUS vehicle and the request is reasonable, you are expected to make it 
available to colleagues for them to use on official journeys. Documentation must be 
completed as outlined in the Travel by PUS Procedures. 

5 Without exception, when asking to use a colleague’s PUS you have an individual 
responsibility to ensure, and are declaring that, you hold a full current driving licence. Use of 
a PUS vehicle when you do not have a licence is a criminal as well as disciplinary offence.  
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6 The Private User Scheme Manual includes full information and guidance if you are 
considering requesting a PUS vehicle. 

7 As explained in the PUS Manual you and certain family members may use your PUS 
vehicle for private journeys. Comprehensive insurance cover is provided by means of a group 
policy which is negotiated and reviewed annually by the department. You will pay the cost of 
the insurance as part of your overall contribution.  

What are the specific limits or restrictions? 

8 You and your line manager must familiarise yourselves with the DWP Work-Related Road 
Safety Policy and complete the Driving on Official Business – Managers Checklist . 

9 You can claim a rate per mile depending on the fuel type and engine size for the actual 
mileage travelled on a daily basis whilst making a qualifying journey. Part miles must be 
rounded to nearest whole mile. 

10 You are not allowed to claim the cost of any fines or penalty charges incurred whilst using 
a PUS vehicle. You will be liable for any administration charges incurred by the department 
as a result of any fines or penalty charges. You can appeal against the decision to recover 
these costs by following the Expenses Appeal Policy. 

11 Mobile phones, including hands-free equipment, must not be used whilst driving on 
official business. These should be switched off to prevent distractions. 

12 You must report any accidents or incidents as soon as reasonably practicable as outlined in 
the PUS Manual. 

How do I obtain a PUS vehicle? 

13 You should read the PUS manual which contains full guidance on how to request a PUS 
vehicle. 

14 Where you are using a colleague’s PUS vehicle you must follow the process outlined in 
the Travel by PUS procedures. 

What can be claimed? 

15 Where you use your own PUS vehicle, you can claim the appropriate mileage rate for all 
mileage on qualifying journeys based on the engine size and fuel type of your PUS vehicle. 
You can also claim any parking, congestion or toll fees as explained below. You must input 
your mileage totals onto the contracted agent’s website by the 5th working day of each 
month.  

16 Where you have used a colleague’s PUS vehicle, you must inform them of the mileage so 
they can claim the mileage and you must not claim the mileage yourself. You can claim any 
parking, congestion or toll fees as explained below. 
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unavoidable, the cost incurred can be reimbursed. Additional charges for registering 
discounts or exemptions will be reimbursed provided the journeys are in connection with 
departmental business and you would not normally incur the cost. Fines or penalties for late 
or non-payment of the congestion charge will not be reimbursed. You will be liable for any 
administration charges incurred by the department as a result of any fines or penalty charges. 
You can appeal against the decision to recover these costs by following the Expenses Appeal 
Policy. 

18 You can claim any costs incurred for parking and tolls using iExpenses as outlined in the 
Travel by PUS Procedures. Receipts must be provided where available. Where you are 
staying away overnight, then unavoidable overnight parking costs can be reimbursed 
provided you are staying in a hotel or receiving Lodgings Expenses or Friends and Relatives 
Allowance.  

Are there any specific circumstances? 

19 Where you use your PUS vehicle in certain circumstances, and incur a personal tax 
liability you may seek advice from SSCL Tax Compliance Team before deciding to claim.  

20 Where you use your PUS vehicle for concessionary journeys you will incur a personal tax 
liability. This may exceed the expenses paid so you may want to consider whether or not to 
claim the expenses. The SSCL Tax Compliance Team can be contacted for advice. 

21 Where you have a PUS vehicle, it is expected that you will not exceed the 65,000 mileage 
limit for the four year period and your Business Mileage will be a minimum of 6.000 miles 
per year for the duration of the lease.  

22 If you are on Long Term Detached Duty or Dual Based you will incur the liability on the 
Fuel Scale Charge as part of the P11d. The department will compensate you for the impact on 
your salary. Please see the Travel by PUS Procedures for details on how to claim expenses. 

Driving licence checks 

23 The contracted agent will select a number of drivers for detailed checking to ensure they 
are driving legitimately. The contracted agent will undertake a licence validation check with 
the DVLA database to ensure the licence is valid and the current level of and reasons for 
endorsements. If concerns are identified, there will be a follow-up check in 6 months. Drivers 
will be selected: 

  by random, and/or  
  based on known data, such as high mileage or accident history 

Links to other areas 

24 You may be entitled to Meal Subsistence depending on the length of absence. 

Example Scenarios 
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Leyla usually works at Benton Park View in Newcastle and has to travel to Sunderland for a 
meeting. When discussing travel arrangements with her manager, it is mentioned that a 
colleague, Alison, has a PUS car. Leyla asks Alison if she will be using the vehicle on the 
day of the meeting and explains that she would need the vehicle from 9am to 4pm. Alison 
checks her diary and as she has an all-day meeting in the office agrees that Leyla should use 
her PUS car. Leyla uses the vehicle and informs Alison that she has driven 29 miles. Leyla 
claims the parking cost of £5 and Alison claims the 29 miles at the appropriate PUS mileage 
rate. 
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o  Key points  
o  When can I travel by OV?  
o  What are the specific limits or restrictions?  
o  How do I obtain an OV?  
o  What can be claimed?  
o  Are there any specific circumstances?  
o  Links to other areas  
o  Example Scenarios  
o  Queries 

Key points 

  Official vehicles (OVs) are provided to enable you to carry out your official duties.  
  Private use of an OV, which includes carrying non-DWP employees (with the 

exception of carrying contractors undertaking DWP business), is not permitted  

  An Official Vehicle is provided to a specific site for all colleagues at that site to use. 

A nominated manager is responsible for the business case and managing the vehicle  

  The nominated manager must provide the contracted agent with the mileage total by 

the 5th working day of each month  

  You must familiarise yourself with the Official Vehicle Manual, which includes full 

information on how to apply for an Official Vehicle 

When can I travel by OV? 

1 You can travel by OV when making a Qualifying Journey and it is the most appropriate 
method of travel.  

2 Before travelling, you must discuss and agree the requirement to travel with your manager 
in line with the business travel hierarchy and travel expectations. 

3 Where there is an Official Vehicle or a colleague’s PUS car available, you are expected to 
use one of these vehicles rather than a Temporary vehicle or your Own Vehicle. 

4 Without exception, when asking to use an Official Vehicle you have an individual 
responsibility to ensure, and are declaring that, you hold a full current driving licence. Use of 
an OV when you do not have a licence is a criminal as well as disciplinary offence.  

5 The Official Vehicle Manual includes full information and guidance for Cost Centre 
Managers who are considering requesting an Official Vehicle and for nominated managers 
who are responsible for managing the Official Vehicle. 

What are the specific limits or restrictions? 

6 You must not carry any non-DWP employees, except contractors working for DWP.  
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7 You must not use an OV for private journeys except where you are required to take the 
vehicle home in order to make an early start the following day. Other restrictions apply and 
are explained in the OV manual. 

8 You and your line manager must familiarise yourselves with the DWP Work-Related Road 
Safety Policy and complete the Driving on Official Business – Managers Checklist . 

9 You are not allowed to claim the cost of any fines or penalty charges incurred whilst using 
an OV. You will be liable for any administration charges incurred by the department as a 
result of any fines or penalty charges. You can appeal against the decision to recover these 
costs by following the Expenses Appeal Policy. 

10 Mobile phones, including hands-free equipment, must not be used whilst driving on 
official business. These should be switched off to prevent distractions. 

11 You must report any accidents or incidents as soon as reasonably practicable as outlined in 
the OV Manual. 

How do I obtain an OV? 

12 The OV manual contains full guidance on how to request an Official Vehicle and details 
the responsibilities of the nominated manager who will be responsible for the vehicle. 

13 Where an OV is supplied, local arrangements must be put in place to advertise the 
availability of the vehicle and to manage the booking and recording requirements. 

What can be claimed? 

14 Where you have used an OV, you must refuel the vehicle using the supplied fuel card. It is 
a disciplinary offence to purchase any other items or to refuel any other vehicle and pay using 
the fuel card. You will be required to repay any non-compliant purchases and further action 
may be taken. All fuel costs will be the responsibility of the owning cost centre. All other 
charges will be the responsibility of your cost centre. 

15 You should avoid driving in a Congestion Zone wherever possible. Where it is 
unavoidable, the cost incurred can be reimbursed. Additional charges for registering 
discounts or exemptions will be reimbursed provided the journeys are in connection with 
departmental business and you would not normally incur the cost. Fines or penalties for late 
or non-payment of the congestion charge will not be reimbursed. You will be liable for any 
administration charges incurred by the department as a result of any fines or penalty charges. 
You can appeal against the decision to recover these costs by following the Expenses Appeal 
Policy.  

16 You can claim any costs incurred for parking and tolls using iExpenses as outlined in the 
Travel by OV Procedures. Itemised receipts must be provided where available. Where you 
are staying away overnight, then unavoidable overnight parking costs can be reimbursed 
provided you are staying in a hotel or receiving Lodgings Expenses or Friends and Relatives 
Allowance. 
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17 Where you are travelling in certain circumstances, HMRC consider that the travel is not 
directly related to your role and hence incurs a tax and national insurance liability. The 
department will gross up the expenses and pay this tax and national insurance liability on 
your behalf.  

Driving licence checks 

18 The contracted agent will select a number of drivers for detailed checking to ensure they 
are driving legitimately. The contracted agent will undertake a licence validation check with 
the DVLA database to ensure the licence is valid and the current level of, and reasons for, 
endorsements. If concerns are identified, there will be a follow-up check in 6 months. Drivers 
will be selected: 

  by random, and/or  
  based on known data, such as high mileage or accident history 

Links to other areas 

19 You may be entitled to Meal Subsistence depending on the length of absence. 

Example Scenarios 

20 There are no specific scenarios for Official Vehicles 
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Travel by Own Vehicle Policy 

o  Key points  
o  When can I use my own vehicle?  
o  What are the specific limits or restrictions?  
o  How do I claim any mileage or costs?  
o  What can be claimed?  
o  Are there any specific circumstances?  
o  Links to other areas  
o  Example scenarios  
o  Queries 

Key points 

  You must only use your own vehicle where there is no other practicable mode 

of transport or where it offers the greatest value for money  

  You must meet the vehicle conditions criteria to use your own vehicle  
  You can claim per mile of the journey. The mileage rate depends on the type 

of vehicle used, the approvals given and distance driven each tax year 

When can I use my own vehicle? 

1 You can travel in your own vehicle when making a Qualifying Journey and it is the most 
appropriate method of travel. 

2 Before travelling, you must discuss and agree the requirement to travel with your manager 
in line with the business travel hierarchy and travel expectations. 

3 For the purposes of this guide ‘own vehicle’ refers to: 

  Motor car or van  
  Motor cycle 

4 Without exception, when asking to use your own vehicle you have an individual 
responsibility to ensure, and are declaring that: 

  you hold a full current driving licence  
  the vehicle is roadworthy  
  the vehicle has a valid MOT certificate where it is 3 years old or over  
  you have appropriate insurance which includes a specific clause allowing 

Business Use 

What are the specific limits or restrictions? 

5 You and your line manager must familiarise yourselves with the DWP Health and Safety 
policies and procedures in the DWP Work-Related Road Safety Policy and complete the 
Driving on Official Business – Managers Checklist .  
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miles per day and 1000 miles per year. Any mileage above these limits must be claimed at the 
Lower Standard Mileage Rate unless you have an exemption [link to below]. The mileage 
rates are listed in the Expenses rates table.  

7 The table below outlines the rates that can be claimed. Where the annual mileage rate 
restricts you to the Lower Standard rate then this takes precedence over the daily limit as 
shown in Scenario B. See the Travel by Own Vehicle scenarios for more information. 

Number of miles per tax year 

 

Less than 1,000 miles per tax year  

See Daily Mileage table below 

More than 1,000 miles per tax year and an 

Higher standard rate for 1,000 miles subject 

exemption is not held 

to Daily Mileage table then Lower standard 
rate. 

More than 1,000 miles per tax year and an 

Higher standard rate for 6,000 miles subject 

exemption is held 

to Daily Mileage table then Lower standard 
rate 

Number of miles per day 

Mileage rate 

Less than 100 per day 

Higher standard rate for all miles 

More than 100 miles per day as a rare 

Higher standard rate for all miles 

occurrence 

More than 100 miles per day as a regular 

Higher standard are for 100 miles, then 

occurrence and an exemption is not held 

Lower standard rate for remaining miles 

More than 100 miles per day as a regular 

Higher standard rate for all miles 

occurrence and an exemption is held 

8 If you are travelling by motor cycle, all mileage can be claimed at the appropriate rate. 

9 You should claim for the actual number of miles travelled on a daily basis. Part miles must 
be rounded to the nearest whole mile (.1 to .4 rounded down and .5 to .9 rounded up).  

10 You are not allowed to claim the cost of any fines or penalty charges incurred whilst using 
your own vehicle.  

11 If you are disabled or have any other health problems which mean that you are unable to 
use public transport, this should be discussed with your line manager. Where it is agreed that 
you may use your own vehicle for these reasons you are not required to seek an exemption to 
the mileage limits above. 

12 Mobile phones, including hands-free equipment, must not be used whilst driving on 
official business. These should be switched off to prevent distractions. 

How do I claim any mileage or costs? 
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13 You should claim the appropriate mileage rates and any additional costs outlined below on 
iExpenses as outlined in the Travel by Own Vehicle Procedures. 

Exemption to mileage limits 

14 If you need to travel more than 1,000 miles per year or 100 miles per day in your own 
motor car or van you must obtain a written exemption  from your Grade 7 manager or above 
and 1 grade higher than yourself. The exemption must be retained for the appropriate period. 
Your manager can authorise an exemption to the daily or annual limits or both.  

What can be claimed? 

15 You can claim the appropriate mileage rate for the actual number of miles travelled 
subject to the limits set out above. 

16 You can claim the Passenger mileage if you are carrying DWP employees or people 
employed on DWP business, such as contractors, on a Qualifying journey including any 
deviation mileage to collect the passengers. The Passenger Mileage rate is payable to the 
driver and payable per passenger.  

17 You should avoid driving in a Congestion Zone wherever possible. Where it is 
unavoidable, the cost incurred can be reimbursed. Additional charges for registering 
discounts or exemptions will be reimbursed provided the journeys are in connection with 
departmental business and you would not normally incur the cost. Fines or penalties for late 
or non-payment of the congestion charge will not be reimbursed. You will be liable for any 
administration charges incurred by the department as a result of any fines or penalty charges.  

18 You can claim any costs incurred for parking and tolls when making a Qualifying Journey. 
Itemised receipts should be provided where available. Where you are staying away overnight, 
then unavoidable overnight parking costs can be reimbursed for the first 30 nights provided 
you are staying in a hotel or receiving Lodgings Expenses or Friends and Relatives 
Allowance. Fines or penalties as a result of non-payment will not be reimbursed. 

19 Where you are required to visit your permanent workplace before or after travelling to 
another workplace as part of a Qualifying Journey you may be able to claim for parking costs 
at the permanent workplace. You can claim reasonable parking charges whilst you attend the 
permanent workplace provided they are unavoidable and at greater expense. For parking 
costs to be reimbursed you must: 

  visit the permanent workplace and incur a parking cost before undertaking the 

qualifying journey. You then incur a second parking cost on returning to the 
permanent workplace and you can claim the second parking charge as shown 
in Scenario E, or  

  not usually use your own vehicle but are using it solely due to the requirement 

to travel to another workplace and have been given permission to use your 
own vehicle 

Are there any specific circumstances? 
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directly related to your role and hence incurs a tax and national insurance liability. In these 
circumstances the Department will pay this tax and national insurance liability on your 
behalf. 

21 If you are driven part of the way on a qualifying journey, for example a spouse or partner 
drives you to a train station, the actual mileage, including the return journey, can be claimed 
provided your manager approved the use of the vehicle and the driver was insured to drive on 
DWP business, including having the business use clause. 

Links to other areas 

22 You may be able to claim Meal Subsistence depending on your length of absence. 

23 Where you are making a concessionary journey you may be able to claim travel expenses 
under the Concessionary Journeys Policy. 

Example scenarios 

Scenario A – Driving over 100 miles as a regular occurrence and no 
exemption 

Tracey has travelled 749 miles on qualifying journeys so far this tax year in her own motor 
car. She works in Birmingham and occasionally travels to Peel Park in Blackpool. As the 
journey is over 100 miles she has applied for an exemption to the mileage limits. Her 
manager has agreed the use of her own vehicle but refused the exemption on the grounds that 
a hire car is available to book. As the total journey is 250 miles Tracey can claim 100 miles at 
the Higher Standard rate and 140 miles at the Lower Standard rate.  

Scenario B – Driving over 1000 miles and no exemption 

Tracey has now travelled 958 miles on qualifying journeys so far this tax year in her own 
motor car. As she is required to travel to Peel Park again at a return journey of 250 miles and 
does not have an exemption she will reach the 1,000 mile limit. Tracey can claim 42 miles at 
Higher Standard rate and the remaining 208 miles at Lower Standard rate. As she has 
exceeded the 1,000 mile annual limit, all future qualifying journeys must be claimed at Lower 
Standard rate until the next tax year. 

Scenario C – Driving over 1000 miles with an exemption 

Ben is employed as a fraud investigator. His manager has authorised an exemption to exceed 
the 1,000 miles per year limit but, given the requirement to reduce travel, has not authorised 
an exemption for mileage in excess of 100 miles per day. So far this tax year, Ben has 
travelled 987 miles on qualifying journeys. On his next journey, he travels 47 miles. As he 
has an exemption to exceed the 1,000 miles per tax year he can claim all 47 miles at the 
Higher Standard rate. 
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Standard Rate and the remaining miles at the Lower Standard Rate. When Ben has claimed 
6,000 miles at the Higher Standard Rate in a tax year, the Lower Standard rate becomes 
payable for all mileage.  

Scenario D – What is a rare occurrence 

Alistair is based in Newcastle. He is asked by his manager to attend a quarterly team meeting 
in Middlesbrough There is no suitable public transport and no hire car available so his 
manager agrees Alistair can use his own vehicle. He does not travel to Middlesbrough for any 
other reason. The journey is 110 miles. Alistair can claim all 110 miles at the Higher 
Standard rate as this is a rare occurrence. 

Scenario E – Car parking at the permanent workplace 

Yvonne is based in Wellington Street Jobcentre Plus office in Leicester as a Visiting Officer. 
She attends her permanent workplace in the morning and pays £2.50 to park her car. After 
attending the office, Yvonne leaves and undertakes her visits for the day, travelling 25 miles. 
She returns that afternoon and pays £3 for parking. 

As the travel to undertake the visits was a qualifying journey for which her manager 
approved the use of her own car, Yvonne can claim the 25 miles at the Higher Standard rate. 
As Yvonne incurred two costs for car parking, she can also reclaim the second cost, £3. 
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Table of Business Travel and Expenses rates 

Effective date 

01 June 2017  

Mileage rates 

Mode of travel 

Rate per mile 

Motor car 

Higher Standard rate 

£0.45 

 

Lower Standard rate 

£0.25 

Motor cycle 

£0.24 

Pedal cycle 

£0.20 

Passenger supplement 

£0.02 

Note – where you are not employed on DWP Terms and Conditions and are entitled to 
different mileage rates please see the supporting guidance  on how to claim. 

PUS mileage rates 

 

Fuel type 

Engine size 

Petrol 

LPG 

Diesel 

1400cc of less 

£0.11 

£0.07 

£0.09 

1401cc to 1600cc 

£0.14 

£0.09 

£0.09 

1601cc to 2000cc 

£0.14 

£0.09 

£0.11 

Over 2000cc 

£0.21 

£0.14 

£0.13 

Subsistence rates 

Meal Subsistence 

Meal type 

Maximum amount 

SOP expense type 

Day meal 

Actual cost up to 

Breakfast and / or Lunch 

£5.00 for each meal 

Where you are eligible for and are claiming a 3rd 
Day Meal you should use Evening Meal 

Evening Meal 

Actual cost up to 

Evening meal 

£15.00 per meal 

Overnight meal  Actual cost up to 

Overnight meal 

£20.00 per meal 

Note – compliance checks are undertaken on claims for Meal Subsistence. Where you have 
claimed an incorrect amount you will be required to repay the additional cost. 

Friends and Relatives 

Friends and Relatives Allowance 

£25 flat rate per night 
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Accommodation type 

Maximum amount 

Nightly - Elsewhere 

Actual cost up to £37 per night 

Nightly – London  

Actual cost up to £53 per night 

Weekly – Elsewhere 

Actual cost up to £185 per week 

Weekly – London  

Actual cost up to £265 per week 

Overseas Expenses 

Overseas incidental expenses 

£7.00 flat rate per night 

Overseas travel & subsistence 

Actual cost up to the HMRC Worldwide 
subsistence rate for the location depending on 
length of time 

Move of Home Expenses 

Miscellaneous Relocation Expenses 

Up to £5,336 

Hotel limits 

 

Within London  

Rest of country 

Room limit per night 

£130 

£80 

Rail ticket delivery charges 

Delivery method 

Charge 

Office (On-site) Fast Ticket machine 

Nil 

Station Fast Ticket or Ticket on Demand 

£1.00 per booking 

1st class post 

£0.50 

Special Delivery 

£6.65 

Ticket amendment charges 

Ticket type 

Charge 

Eurostar amendments 

£30 per person per ticket 

Rail tickets 

£10 

Prior rates 

This section will show previous rates and the dates they changed 

PUS mileage rates 

For the period up to 31 May 2017 
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Fuel type 

Engine size 

Petrol 

LPG 

Diesel 

1400cc of less 

£0.11 

£0.07 

£0.09 

1401cc to 1600cc 

£0.13 

£0.09 

£0.09 

1601cc to 2000cc 

£0.13 

£0.09 

£0.11 

Over 2000cc 

£0.22 

£0.13 

£0.13 

 




    

  

  
