	Office of People and Culture
Locked Bag 1797

PENRITH NSW 2751
	Payroll Services
	Telephones:

96787565    96787560
96787561    96787559     
Facsimile:

96787582
	[image: image1.png]University y

Western Sydney

Bringing knowledge to life








UWS EMPLOYEES ONLY - MOTOR VEHICLE ALLOWANCE CLAIM
	UWS Employee No:  ________________
	Surname:  _________________________
	First name:  __________________

	College/Division:  ________________________________
	School/Office:  ___________________________________

	Ext:  ________________________________
	Vehicle Reg No:  ___________________________________

	Make/Model:  ________________________________
	Engine Capacity:  __________________________________

	
	

	COST CENTRE
	PROJECT
	ACCT CODE
	ACTIVITY
	CAMPUS
	ENTITY

	
	
	7009
	
	
	


	DATE
	FROM HOME/

CAMPUS
	TO VENUE VISITED
	RETURNED TO HOME/CAMPUS
	TOTAL
KMS
	LESS DEDUCTION
	KMS CLAIMED
	REASON

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	TOTAL:
	
	
	
	
	
	
	


RATES OF PAYMENT OF MVA

	The rate per KM paid is the ATO established ‘reasonable reimbursement’ rate for motor vehicles based on engine 
Capacity size as follows:
1.  1600CC or less:  (UMVA1).   2.  1601-2600CC:  (UMVA2)   3.  2601CC and over:  (UMVA3)


********See Page 2 for UWS official ‘set’’ distances*********

LIMITATIONS ON PAYMENT

   Deductions for Private Use:
	Where an employee uses a private vehicle for official business, a deduction from the allowance payable for private vehicle usage is to be made to take into account the distance that would normally be traveled daily by the employee from home to home campus and return and any distance that is travelled in a private capacity.


	MOTOR VEHICLE ALLOWANCE CLAIMS WILL NOT BE TAXED WITH YOUR FORTNIGHTLY SALARY.  THE TOTAL AMOUNT PAID DURING

THE FINANCIAL YEAR WILL APPEAR ON YOUR PAYMENT SUMMARY AS SEPARATE INCOME: MILEAGE PAID FOR USE OF OWN

VEHICLE ON OFFICIAL BUSINESS.   STAFF ARE RESPONSIBLE FOR MAINTAINING THEIR OWN RECORDS FOR TAXATION PURPOSES.


	Claimant:  I claim payment for use of my private motor vehicle as detailed above.   No claim has previously been submitted for the

above period.   I additionally advise that I hold a current comprehensive vehicle insurance policy on the vehicle stated above.
I also confirm that the km claimed in this income year does not exceed 5,000. (Contact Payroll if 5000 km or more).


Signature: _______________________________________
Date: ______________________________

	Delegated Approval:  I have checked the above calculation and advise that the claimant was authorised to use a private motor

vehicle in the performance of their duty.

	Signature:  _______________________________________
	Date:  _____________________________

	Name:  ____________________________________________
	Position:  _____________________________


	HR Use Only:
Processed  By:  _____________________________       Checked By:  ______________________________




UWS OFFICIAL ‘SET’ DISTANCES

The following ‘common trip’ distances have been established by UWS as the official ‘set’ distances for travel between
campuses.  These must be used for vehicle claims involving the nominated campus/campus travel:

	FROM/TO
	ONE WAY
	RETURN

	Bankstown/Campbelltown
	31
	62

	Bankstown/Chancellery
	47
	94

	Bankstown/Penrith
	49
	98

	Blacktown/Chancellery
	29
	58

	Blacktown/Hawkesbury
	25
	50

	Blacktown/Parramatta
	19
	38

	Blacktown/Penrith
	31
	62

	Blacktown/Campbelltown
	50
	100

	Campbelltown/Chancellery
	42
	84

	Campbelltown/Parramatta
	77
	154

	Hawkesbury/Campbelltown
	70
	140

	Hawkesbury/Chancellery
	22
	44

	Hawkesbury/Parramatta
	43
	86

	Hawkesbury/Penrith
	20
	40

	Parramatta/Chancellery
	33
	66

	Parramatta/Penrith
	35
	70

	Parramatta/Westmead
	8
	16

	Penrith/Campbelltown
	40
	80

	Penrith/Chancellery
	2
	4

	Penrith/Westmead
	32
	64

	Westmead/Chancellery
	30
	60


	CONDITIONS APPLYING TO THE USE OF A PRIVATE VEHICLE ON OFFICIAL BUSINESS



	1
	The Conditions of Employment provide that, subject to approval, an employee may be given permission to use a private

motor vehicle on official business provided:



	
	a.
	the employee has first checked and confirmed that there is no available UWS fleet vehicle;

	
	b.
	the use of a private vehicle on official business is the most efficient and economical way of carrying out that business

business (i.e., public transport is not a reasonable alternative);

	
	c.
	the employee has obtained the approval of a delegated supervisor as to business use of private vehicle;

	
	d.
	the vehicle used by the employee on official business is covered by an insurance policy indemnifying the
employer against any claims arising as a result of the use of the vehicle.


	2
	Subject to approval being given to an employee for the use of a private vehicle for official purposes, the
following procedures are to be followed:



	
	a.
	Treasury Instructions and Regulations which the Auditor-General requires the employer to follow states that claims for 

payment of travelling expenses shall be submitted within one month of incurring the expenditure.  If any
claim is not received within one month of incurring the expenses, payment of the claim may be subject to the approval of the College Dean or Divisional Director;

	
	b.
	in all cases, except where the claim involves travel outside normal working hours, e.g., on weekends, the

normal place of employment is to be used as ‘base’ for the calculation of distance travelled;

	
	c.
	the reason for the use of the private vehicle on official business is to be shown against each entry.
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