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1.0

Introduction

1.1

Purpose of policy
This policy sets out Trust-wide harmonised arrangements for the reimbursement
of costs incurred by individuals when travelling on Trust business. In so doing, it
supports the Trust’s business objective of reducing the environmental impact of
travel.

1.2

Definitions
Business Mileage: Mileage undertaken in order to undertake work duties,
excluding normal home to work mileage.

1.3

Scope of Policy
This policy applies to all who wish to claim travel and associated expenses from
the Trust. The electronic method of claiming is detailed on the Trust’s intranet –
http://susi.sussexpartnership.nhs.uk/2014-05-07-12-02-54/my-expenses – and
should be used for claiming reimbursement of business mileage plus incidental
travel costs incurred by claimants such as parking fees, rail, bus and air fares,
hotel accommodation and subsistence costs. Non-travel related expenses must
NOT be reclaimed using this system but should be procured or reclaimed using
the most appropriate route – refer to e-Travel Expenses FAQs http://susi.sussexpartnership.nhs.uk/2014-05-07-12-02-54/myexpenses/expenses-faqs Travel costs rules also apply to agency workers,
though their claims will be paid by their agency which is then reimbursed by the
Trust, and to volunteers, for whom a specific claim form is included in the
Volunteer Service Policy and Procedure. Additional specific arrangements apply
to medical staff – see Appendix 1.

1.4

Principles











The policy represents fair and reasonable reimbursement of the cost of travel
necessarily undertaken to deliver and effective service for the Trust.
Claimants will be reimbursed only for the cost of travel, plus any associated
expense, that is incurred on behalf of the Trust and is additional to any
journey they might otherwise have made from their home to their normal
place of work.
Claimants bear the full cost of private travel.
Medical staff have additional separate terms (see Appendix 1).
The policy incorporates tax-free rates of reimbursement for claimants who
undertake business travel (see Appendix 2). The Approved Mileage Allowance
Payment (AMAP) applies to claimants who use their own vehicle for business
travel and the
Advisory Fuel Rate for Company Cars is for claimants who drive a Trust lease
vehicle.
It promotes a positive environmental approach in keeping with the Trust’s
sustainability strategy.
It provides a clear method for calculating business mileage which does not leave
claimants with a personal tax liability in respect of the reimbursement of travel
costs.
It is affordable and sustainable.
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2.0

Policy Statement
Sussex Partnership NHS Foundation Trust reimburses claimants for legitimate
travel expenses according to rates that are consistent across the Trust. Rates
are reviewed periodically, normally when HM Revenue and Customs change
their published mileage rates.
This policy replaces all earlier schemes for the reimbursement of business travel
costs. It sets out the principles and administrative arrangements for the
reimbursement of costs incurred while travelling on Trust business. Travel from
home to normal place of work will not be reimbursed except where required
under the staff member’s contract of employment or, in the case of claimants not
directly employed by the Trust, any other written agreement.

3.0

Duties

3.1

Director of Human Resources and Organisational Development
The Director of Human Resources and Organisational Development is the
sponsor of this policy and is responsible for its implementation.

3.2

Head of ER & HR Business partnering & Payroll Manager
The Head of ER & HR Business Partnering and Payroll Manager are
responsible for regularly reviewing the effectiveness of the policy and for drafting
any amendments that may be required.

3.3

Other Directors, Senior Managers and Heads of Department
Other directors, deputy and assistant directors, senior managers and heads of
department are responsible for:




3.4

the effective implementation of this policy within their directorates;
providing resources for putting this policy into practice within their
directorates; and
ensuring that this policy is followed within their directorates.

Human Resources Business Partners and Advisors
Human Resource Business Partners and advisors are responsible for providing
support, advice and, where necessary, training to managers and supervisors in
the implementation of this policy and for ensuring the policy is reviewed and
updated in accordance with any changes in the relevant legislation or nationally
negotiated terms and conditions of employment.

3.5

All Managers
It is the responsibility of line managers to ensure that all claimants in their teams
are made aware of this policy.
Managers should actively encourage the most cost/time effective transport
options wherever this is possible and should lead by example in this regard.
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However, they should also take account of any special circumstances, such as a
disability or caring responsibilities, which may have an influence on the need for,
and/or method of business travel by some members of their teams.
3.6

Approving Managers
For the purposes of the e-Travel Expenses system, cost centre managers have
been set up as approving managers for claims. Approving managers are
responsible for ensuring that they nominate an appropriate deputy (known as a
‘Delegate’) who will be able to approve claims during absence or emergency.
More than one deputy (Delegate) can be nominated.
Approving managers are also responsible for reviewing and approving travel
arrangements within their areas of responsibility and for authorising claims for the
reimbursement of travel costs incurred by claimants (including ensuring that
receipts have been submitted and checked for accuracy).
In particular, approving managers should ensure that claimants who claim
business mileage have a valid driving licence, that the claimant’s vehicle is
insured for business use and has a valid MoT certificate (if required) and that
claims are in line with the guidance set out in this policy. For further advice, see
the Trust’s Driving Safely at Work Policy and Procedure. Claims should be
approved electronically by the second working day of each month, in accordance
with the Payroll Timetable.
Managers must not allow staff to claim for reimbursement of non-travel related
expenses using the e-Travel Expenses system or paper Mileage and Expenses
claim forms (e.g. stationery, equipment, hospitality)
Due to the difficulties associated with the accurate approval of travel and
expense claims retrospectively, managers should not approve claims over 3
months old unless there is sufficient evidence to confirm that the claim is
legitimate. Claimants should be encouraged to submit claims monthly.

3.7

Payroll Services
Payroll Services are responsible for the reimbursement through the payroll of
claims for travelling expenses submitted and authorised electronically, in
accordance with the timetable published on the intranet.
Payroll Services will utilise a suite of reports to assist with prevention of fraud and
identifying potential errors on employee claims. This will include identifying
claims for non-travel related expenses.
Payroll Services will operate a Support facility for approvers and claimants. Staff
are encouraged to contact the e-Travel Expenses team with any queries by
emailing the following email address: expenses@sussexpartnership.nhs.uk.

3.8

Claimants
It is the duty of all claimants to familiarise themselves with this policy and to act in
accordance with it. Claimants should, wherever possible, organise their working
week to minimise travel time, costs and expenses.
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Due to the difficulties associated with the accurate approval of travel and
expense claims retrospectively, claimants should ensure that items for
reimbursement are less than 3 months old and that claims are submitted
regularly, by the last working day of the month.
Claimants must take responsibility for ensuring they only incur travel costs and
make travel claims within the guidelines of this policy and in accordance with the
procedure set out in Section 4 below.
Claimants who use their own private vehicle on Trust business must ensure that
their driving licence is current, their vehicle is insured for business use, has a
current MOT (if required) and is taxed. They must not drive under the influence of
alcohol, banned substances or when otherwise unfit to drive. For further advice,
see the Trust’s Driving Safely at Work Policy and Procedure.
Claimants must not use the e-Travel Expenses system or paper Mileage and
Expenses claim forms to claim for reimbursement of non-travel related expenses
(e.g. stationery, equipment, hospitality)

4.0

Procedure

4.1

Need for Business Travel
Whilst the need to travel on the Trust’s business may, in many circumstances, be
self-evident, claimants should always consider whether other options are
available that are consistent with the delivery of the Trust’s business aims. This
will particularly arise in the case of meetings, where an alternative arrangement
might be possible, e.g. a conference telephone call or video conference. Where a
meeting is essential, consideration should be given to using a location
convenient to the majority of the attendees or, where appropriate, to varying the
location of regular meetings to even out participants’ travel costs. If more than
one attendee is travelling to the meeting from the same location, car sharing
should be the norm.

4.2

Method of Travel
For many claimants, especially those who work directly with service users, travel
by car will be the only option that allows them to manage their workload in a
timely, effective and safe manner. However, in some urban areas the level of
congestion and difficulty of parking may make travel by public transport a
sensible option. For travel to London and beyond, rail travel will usually be the
most efficient and cost-effective option, especially if tickets are bought in
advance to take advantage of cheaper fares.
Staff should be aware that the savings from advance purchases will need to be
balanced against companies’ refund policies in the case of unused tickets. Most
bus tickets and some train tickets are of the ‘scratchcard’ type that only need to
be validated on the day of use, whilst Southern has different rules, depending on
the
circumstances(
please
refer
to
their
website:
https://www.southernrailway.com/tickets/buy-tickets/refunds-and-changing-your-ticket
) In the case of some, usually the cheapest, advance purchase tickets, the train
companies may not make any refund at all so these fares should be avoided as
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the Trust will be unable to reimburse the cost of a journey that is not actually
made.
Staff may also like to consider using a bicycle for business journeys where this is
practicable. The Trust operates a Cycle to Work Scheme which allows a
substantive member of staff to buy a new bike tax-free, making huge savings, or
you can loan the bike from us for a nominal reduction in your pay, with the option
to buy later. Further details can be found on the Health and Wellbeing intranet
pages:
http://staff.sussexpartnership.nhs.uk/health-and-wellbeing/staff-benefits-and-discount
4.3

Authorisation of Journeys and Claims
Claims over 3 months old must be submitted with sufficient supporting evidence
to enable the approving manager to be confident that the claim is legitimate.
Claimants are encouraged to submit claims regularly to avoid this.
Journeys that are unusual in relation to an employee’s normal duties, or those
that involve long-distance travel outside the area covered by the Trust, should be
agreed with the employee’s line manager before a commitment to any expense is
made. For all other claims, approving managers should ensure that claims
comply with the guidance set out in this policy.

4.4

Reimbursement of Expenses
4.4.1 Public Transport
Public transport fares for travel on Trust business will be reimbursed in full.
Claimants should ensure that they obtain receipts or retain tickets to substantiate
their claims – these should be scanned (or photographed using a smartphone)
and attached to the claim electronically. Alternatively, hard copy receipts can be
put into an envelope with your name and claim reference number on the front,
and forwarded to your line manager in time for your claim to be approved by the
second working day of the month. Once approved, your manager will return the
receipts to you and you will need to retain them safely for 3 years under HMRC
rules.
Reimbursement for public transport tickets purchased directly by claimants
should be made electronically via the MY EXPENSES icon, which can be found
on the SUSI Home page. These should be approved electronically by the line
manager by the second working day of the month. Claimants can use the MY
EXPENSES icon to access their claim history and view the progress of any
claims made. Training and guidance for both the completion and approval of
expenses claims are available via the MY EXPENSES icon.
It is expected that claims will be made monthly and approved within the first two
working days of the month to ensure payment is made in that month. However, in
order to ensure cost-effectiveness of processing for the Trust, claims to the value
of less than £10 should be carried forward to the following month’s claim
wherever possible but all claims should be made within three months of the date
of travel.
4.4.2 Travel in Private Vehicles
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Claimants using their own vehicle will be reimbursed for business mileage
incurred that is additional to their normal commuting journey. Mileage from home
to normal place of work will not be reimbursed. Thus, if a claimant has a normal
round trip commuting journey of 10 miles but travels 20 miles during their working
day or shift, which may or may not include visiting their normal place of work,
they will be paid for 10 business miles for that day or shift. If a claimant is in
receipt of excess travel costs following a change of base the agreed daily
mileage can be claimed separately against the Change of Base element.
Reference should be made to Appendix 3 for advice on claiming for both
business and excess travel costs. For further details and advice, see the Excess
Travel section of the Protection of Pay and Conditions of Service Policy. Staff
entering into a Secondment agreement should refer to the Trust’s Secondment
and Temporary Promotion Policy and Procedure.
The rate of mileage allowance for those using their own car for business mileage
will “mirror” HM Revenue and Customs (HMRC) Approved Mileage Allowance
Payment. This allows one rate for the first 10,000 business miles in a year and a
lower rate thereafter. Payments made at these rates avoid any tax liability for
staff. Rates applicable at the publication of this policy are set out in Appendix 2.
The payment rate for those using their own motorcycle for business mileage is
set out in Appendix 2.
If a claimant chooses to use their own vehicle to travel to internal or external
training courses, the mileage will be reimbursed at the Reserve Rate (see
Appendix 2). The supplementary rate for carrying passengers may also be
claimed when appropriate.
Business mileage should be claimed electronically via the MY EXPENSES icon,
which can be found on the SUSI Home page. Claims should be approved
electronically by the line manager by the second working day of the month.
Claimants can use the MY EXPENSES icon to access their claim history and
view the progress of any claims made. Training and guidance for both the
completion and approval of expenses claims is available via the MY EXPENSES
icon.
The e-Travel Expenses system uses Post Codes (or GPS locations where a
smartphone is being used to make claims) so claimants should ensure that they
record each stage of their daily journeys beginning from home, using the relevant
post codes.
Where journeys are subject to diversions to avoid congestion, road works, etc,
there is a facility to claim the additional mileage travelled and to add a supporting
message for the approving manager.
It is expected that claims will be made monthly and approved within the first two
working days of the month to ensure payment is made in that month. However,
in order to ensure cost-effectiveness of processing for the Trust, claims to the
value of less than £10 should be carried forward to the following month’s claim
wherever possible but all claims should be made within three months of the date
of travel.
4.4.3 Travel in Trust Lease Cars
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The Trust’s lease car scheme is open to any substantive member of staff and
operates as a salary sacrifice scheme. Further information is available on the
Trust intranet or by emailing FSG@sussexpartnership.nhs.uk
Staff using a Trust lease car will be reimbursed for business mileage incurred
that is additional to their normal commuting journey. Mileage from home to
normal place of work will not be reimbursed. Thus, if a member of staff has a
normal round trip commuting journey of 10 miles but travels 20 miles during their
working day or shift, which may or may not include visiting their normal place of
work, they will be paid 10 business miles for that day or shift. If a member of staff
is in receipt of excess travel costs following a change of base, the agreed daily
mileage can be claimed separately against the Change of Base element.
Reference should be made to Appendix 3 for advice on claiming for both
business and excess travel costs, but note the warning in the following
paragraph.
It should be noted that receipt of any payment for home-to-office mileage,
even following a compulsory change of base, will trigger the fuel scale tax
charge for lease company car users which may make claiming excess
travel costs uneconomic. This is due to HM Revenue and Customs rules
and not related to Trust policy in any way. Use this link to work out any
potential impact – https://www.gov.uk/fuel-scale-charge
The rate of mileage allowance for those using a Trust lease car for business
mileage will “mirror” HMRC’s Advisory Fuel Rates for Company Cars. These
rates vary according to the fuel type and engine size of the car. Payments made
at these rates avoid any additional tax liability for staff over and above the
company car “benefit in kind” tax. Rates applicable at the publication of this
policy
are
set
out
on
the
HMRC
website
https://www.gov.uk/government/publications/advisory-fuel-rates
Business mileage should be claimed electronically via the MY EXPENSES icon,
which can be found on the SUSI Home page. Claims should be approved
electronically by the line manager by the second working day of the month.
Claimants can use the MY EXPENSES icon to access their claim history and
view the progress of any claims made. Training and guidance for both the
completion and approval of expenses claims is available via the MY EXPENSES
icon.
The e-Travel Expenses system uses Post Codes (or GPS locations where a
smartphone is being used to make claims) so claimants should ensure that they
record each stage of their daily journeys beginning from home, using the relevant
post codes.
Where journeys are subject to diversions to avoid congestion, road works, etc.,
there is a facility to claim the additional mileage travelled and to add a supporting
message for the approving manager.
It is expected that claims will be made monthly and approved within the first two
working days of the month to ensure payment is made in that month. However,
in order to ensure cost-effectiveness of processing for the Trust, claims to the
value of less than £10 should be carried forward to the following month’s claim
wherever possible but all claims should be made within three months of the date
of travel.
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4.4.4 Travel by Bicycle
Claimants using their own bicycle will be reimbursed for business mileage
incurred that is additional to their normal commuting journey. Mileage from home
to normal place of work will not be reimbursed. Thus, if a claimant has a normal
round trip commuting journey of 10 miles but travels 20 miles during their working
day or shift, which may or may not include visiting their normal place of work,
they will be paid for 10 business miles for that day or shift. If a claimant is in
receipt of excess travel costs following a change of base the agreed daily
mileage can be claimed separately against the Change of Base element.
Reference should be made to Appendix 3 for advice on claiming for both
business and excess travel costs. For further details and advice, see the Excess
Travel section of the Protection of Pay and Conditions of Service Policy. Staff
entering into a Secondment agreement should refer to the Trust’s Secondment
and Temporary Promotion Policy and Procedure.

4.4.5 Incidental Travel Expenses
Incidental travel expenses such as , tolls and subsistence (see Agenda for
Change Section 17) should be claimed electronically via the MY EXPENSES
ICON, which can be found on the SUSI Home page. Claims should be approved
electronically by the line manager by the second working day of the month.
Claimants can use the MY EXPENSES ICON to access their claim history and
view the progress of any claims made. Training and guidance for both the
completion and approval of expense claims is available via the MY EXPENSES
ICON.
Receipts or other evidence of expenditure can be scanned or photographed
(using a smartphone) and attached electronically to the claim which should be
completed by the member of staff to ensure that payment is made in that month.
Alternatively, hard copy receipts can be put into an envelope with your name and
claim reference number on the front, and forwarded to your line manager in time
for your claim to be approved by the second working day of the month. Once
approved, your manager will return the receipts to you and you will need to retain
them safely for 3 years under HMRC rules.
Training and guidance for both the completion and approval of expenses claims
is available via the MY EXPENSES icon.
It is expected that claims will be made monthly and approved within the first two
working days of the month to ensure payment is made in that month. However, in
order to ensure cost-effectiveness of processing for the Trust, claims to the value
of less than £10 should be carried forward to the following month’s claim
wherever possible but all claims should be made within three months of the date
of travel.

4.4.6 Parking
You are not entitled to claim for parking charges incurred for parking at your
primary base (unless this falls under any arrangements that may be set out in the
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Trust’s Redeployment Policy and Procedure, the Protection of Pay and
Conditions of Service Policy, the Secondment and Temporary Promotion Policy
and Procedure)
Claims for parking charges incurred while on Trust business should be claimed
via the Trust’s e-Travel Expenses system and should be supported by receipts.
Claims for parking fines will not be reimbursed.

4.4.7 Other Expenses
The Trust’s e-Travel Expenses system should not be used for claiming the
reimbursement of any other expenditure incurred by staff. Please note that
items should not be purchased directly by individuals but should be
ordered in advance, using the appropriate method.
Claimants will be unable to claim reimbursement via the MY EXPENSES
icon, but should refer to the FAQ section IN ADVANCE of needing the item
–
http://susi.sussexpartnership.nhs.uk/2014-05-07-12-02-54/myexpenses/expenses-faqs

5.0 Development, Consultation and Ratification of Procedure
This policy has been updated from earlier documents by Human Resources in
liaison with the Finance Directorate. It has been the subject of consultation with
Staff Side and management prior to ratification at the Trust Partnership Forum .

6.0

Equality and Human Right Impact Analysis
The policy has undergone an Equality and Human Rights Impact Analysis.

7.0

Monitoring Compliance
Existing financial controls covering payments to staff will operate in respect of
payments made under this policy. Payments will be routinely monitored and
audited under normal Trust procedures.

8.0

Dissemination and Implementation of Policy
This policy will be circulated to all staff by means of the Bulletins, disseminated
through team meetings, and will be placed on the intranet and Trust website.
New staff will be made aware of all the Trust’s policies as part of their Induction.
Paper copies will be made available by line managers for those without access to
the intranet. Guidance notes will be available on the intranet.

9.0

Document Control including Archiving Arrangements
It will be the responsibility of the Sponsor and Authors of this policy document to
ensure that it is kept up to date with any changes to legislation, including tax
rates, allowances and regulations, and national or local policy. This policy will be
managed in accordance with the Policy for Procedural documents.
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10.0 Reference Documents









Driving Safely at Work Policy and Procedure
HMRC Approved Mileage Allowance Payments on the HMRC website
https://www.gov.uk/government/publications/rates-and-allowances-travel-mileage-andfuel-allowances/travel-mileage-and-fuel-rates-and-allowances
HMRC Advisory Fuel Rates for Company Cars on the HMRC website
https://www.gov.uk/government/publications/advisory-fuel-ratesLease Car Scheme on
the staff intranet (Partnership Online)
Medical Staff Terms and Conditions of Employment – NHS Employers
Working Alone (Personal Safety) Policy and Procedure
Protection of Pay and Conditions of Service Policy
Secondment and Temporary Promotion Policy and Procedure
Volunteer Service Policy and Procedure

11.0 Appendices
1
2
3.

NHS Provisions for Consultants and Medical Staff Travel Expenses
Summary of Mileage Reimbursement Rates
Excess Mileage
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Appendix 1

NHS Provisions for Consultants and Medical Staff Travel Expenses
1.

Background
There are specific national terms and conditions that relate to the reimbursement
of travel costs to medical claimants. These are set out below.

2.

Home to Principal Place of Work Mileage
With the exception of Locum Consultants mentioned in Point 4 below, medical
claimants may not claim for home to base mileage if they are only visiting their
principal place of work that day. However, if they subsequently travel on Trust
business to another location, they can claim home to work mileage up to a
maximum of ten miles one way (twenty miles for the return trip). This will be paid
at the Medical and Dental Public Transport Rate (currently 24p per mile) and will
be taxed at source.
They may also claim home to base mileage if they are travelling to or from home
to a place other than their principal place of work, subject to a maximum of 20
miles return journey at the Medical and Dental Public Transport Rate.

3.

Emergency Visits
Medical claimants who are called out in an emergency shall be entitled to
mileage allowance in respect of any journey they are required to undertake,
including the distance between their home and principal place of work. This will
be paid at the Trust business mileage rates contained in Appendix 2.

4.

Locum Consultants
Where locum consultant medical claimants travel between their home or
temporary accommodation and principal place of work, travel expenses shall be
payable in respect of any distance by which the journey exceeds 10 miles i.e.
they can only claim home to base mileage, once it exceeds 10 miles one way.
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Appendix 2

Summary of Mileage Reimbursement Rates from 1 Dec 2014
1

Business mileage by car
Business miles
per year

If you provide your
own car …

If you have a Trust lease
car …

Up to 10,000

45p per mile

Over 10,000

25p per mile

Mileage is reimbursed at
HMRC Advisory Fuel Rates*
which vary according to fuel
type and engine size

* HMRC Advisory Fuel Rates may be found on the HMRC website.
2

Reserve Rate (formerly Public Transport Rate)
The reserve rate is 28p per mile

3

Public Transport Rate (for Medical & Dental only)
The public transport rate is 24p per mile

4.

Passenger Rate
Claimants who carry colleagues or clients as passengers in their car when
travelling on Trust business may claim an additional 5p per mile per passenger.

4

Bicycles
Claimants using pedal cycles to travel on Trust business may claim at the rate of
20p per mile

5

Motorcycles
Claimants using their own motor cycles on Trust business may claim at the
following rates:


24p per mile
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Appendix 3

Excess Mileage
Excess mileage is paid when a work base is changed through a change
management process. It is intended to ensure that individuals are not financially
penalised by having to travel further to get to their place of work.
Excess mileage can be claimed on any day that you travel, either to work or on
business.
Business mileage can be claimed on any day that you travel on business, for a
greater distance than your normal round trip commute to and from your new base (as
set out in the example below). For AFC staff, it will be paid at the Reserve Rate in
Appendix 2 (currently 28p per mile) and will be taxed at source.
Staff entitled to claim Excess Mileage will need to contact the e-Travel Expenses
Team (expenses@sussexpartnership.nhs.uk) before making a claim. Excess
Mileage must not be claimed as Business Mileage, as the rates are different.
The following examples illustrate various scenarios:
Normal home-to-base journey (one-way journey)
Original home-to-base mileage – 20 miles
New home-to-base mileage – 25 miles
Excess mileage claimed – 5 miles
Business mileage – only claimed if total miles travelled exceeds new commuting
mileage, i.e. 25 miles.
Original home-to-base mileage – 20 miles
New home-to-base mileage – 15 miles
Excess mileage claimed – nil
Business mileage – only claimed if total miles travelled exceeds new commuting
mileage, i.e. 15 miles.
Journey includes visit to base plus other appointments (home to home
journey)
Original home-to-base mileage – 2x20 = 40 miles
New home-to-base mileage – 2x25 = 50 miles
Additional miles in respect of business appointments on way to/from/during work – 10
miles
Total miles travelled – 60 miles
Excess mileage claimed – 10 miles
Business mileage claimed – 10 miles
Journey includes appointments but no visit to base
Original home-to-base mileage – 2x20 = 40 miles
New home-to-base mileage – 2x25 = 50miles
Appointments during day but not going to base – 10 miles
Total miles travelled – 10 miles
Excess mileage claimed – nil
Business mileage claimed – nil
Journey includes appointments but no visit to base
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Original home-to-base mileage – 2x20 = 40 miles
New home-to-base mileage – 2x25 = 50 miles
Appointments during day but not going to base – 50 miles
Total miles travelled – 50 miles
Excess mileage claimed – 10
Business mileage claimed – nil (actual mileage less new commuting mileage)
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