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CLIPPER DRIVE EXPENSES POLICY

A summary of expenses you can claim whilst
working for Clipper Drive Ltd, a subsidiary
company of Clipper Contracting Group
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Using This Guide

Tax law can be a complicated subject but we aim to keep it as simple as possible. This
policy is designed to help you understand what you can and can’t claim for as a Clipper
Drive employee. Ultimately, our aim is to make you as tax efficient and compliant as
possible.

The first part of this guide explains the conditions set by HMRC that define when you can
and can’t claim expenses against tax. It is very important you understand all of these
conditions; failure to meet these conditions will result in you being separately assessed
and liable for the tax on taxable benefits you have claimed. Please make sure you read them
carefully.

The second part of this guide provides a summary of the different types of tax-deductible
expenses and the rules around the circumstances in which they can be claimed.

Section A: Summary of Expenses Conditions

Temporary Workplace
Significant Location Change
Fixed term appointment rule

[ ]
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e Arearule

Section B: Summary of Expenses that can be claimed through Clipper Drive HGV

e Overnight industry scale rate subsistence

Section C: Reimbursable Expenses
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Section A: Summary of Expense Conditions

As an employee of Clipper Drive, you may be able to claim for certain expenses such as the
Lorry Drivers industry scale-rates (pre-defined amounts set out by HMRC). To qualify for
this, you must satisfy the multisite rule, not use salary sacrifice for expenses, your place of
work must be regarded as a temporary workplace and you must be anticipating further
assignments through Clipper. Each one of these will be explained in more detail below.

Note that any employee falsifying an expenses claim will face disciplinary action in line
with the policy outlined in the employee handbook.

1. Temporary Workplace

Travel and subsistence expenses are applicable to those workers who can show they work
at a temporary workplace not a permanent one. Travel to a permanent workplace is just
commuting and part of the employees cost of going to work. The rules around this are
covered in Sections 338 and 339 ITEPA 2003.

Broadly speaking a lorry driver will travel to a depot to collect and return his employers
lorry each day (or number of days dependent on the distance of the particular route). This
base will also be the place at which tasks are allocated. Each task will be to deliver the
lorry or its contents to a sequence of locations - these unlike the depot will be a sequence
of temporary locations allowing travel and subsistence expenses to be claimed once
departed from the depot.

There are other rules that need to be taken into account but given the short duration of
each task or assignment it is unlikely these tests will need to be taken into account.
These tests are

e 24 month rule - the assignment is not expected to last longer than 2 years

e Fixed term appointment rule - a short term assignment in the same place is not
applicable to lorry driving as the lorry by its purpose would be expected to move.

e Arearule - the role is not defined by an area, HMRC use an example of a social
worker who has an office (permanent workplace) and visits to clients (temporary
workplaces) very much as a lorry driver would go to a depot to then travel out to
specific deliveries.

If you’re unable to show that you move between numerous sites and are based at one or
two fixed locations only, HMRC use 40% of your time being in one place as a guide to when
a location is a permanent workplace, then you will be unable to claim expenses as these
costs will be deemed to be your normal commuting.

Once you know the details of your assignment, please contact Clipper to confirm the
details and allow us to fully assess your role. Remember that if the assignment changes,
or if you commence a new assignment, then we will need to reassess your status.
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Section B: Summary of Expenses that can be claimed

1. Overnight Industry Scale Rate Subsistence (under the multi-site

rules as part of Clipper Drive HGV)

For those haulage drivers staying away overnight as part of their assignment, you’re able
to claim under the Road Haulage Association’s scale rates through our Clipper Drive HGV
solution, even if the end-client isn’t offering to pay you for an overnight stay.

Overnight subsistence can be given for:
Staying in the sleeper cab = £26.20 rate

The rate may be paid where the employee is having to stay away overnight and sleeps in
their sleeper cab within their lorry.

Staying elsewhere = £34.90

The rate may be paid where the employee is having to stay away overnight but cannot
sleep in the sleeper cab and has to stay in a B&B or hotel etc. In some circumstances, you
may not stay away overnight, in which case this expense is claimable only once per 24hrs.

These rates are standardised, regardless of how much is actually spent and covers all
incidental costs such as laundering of sheets as well as food and drink.

When making an expense claim, you will need to provide evidence that you have incurred
the cost for food and drink (or accommodation if claiming the higher rate). This can either
be a receipt (dated for the relevant day) or a time-stamped photo of your overnight stay in
the cab.

Please remember...

You may only claim up to £2500 per annum. Any additional amount you may still
claim through your self-assessment tax return.

Section C: Reimbursable expenses

1. Receipted, rebillable expenses

Where you have incurred an expense in the performance of your assignment for which the
end-client is going to reimburse you, it is important as your employer, to be able to prove
this expense what genuinely incurred before reimbursing this without any deduction of
tax. The below outlines what you may claim, but you’ll need to ensure you complete one of
our orange expenses claim forms and return it along with corresponding receipts to
expenses@clippercontracting.co.uk.
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Mileage

Where you have been asked to travel on behalf of the end-client during the assignment
(and this is not travel to and from the temporary workplace), you may be able to claim for
the mileage you incurred, up to the rates below. The rates below are for the use of your own
vehicle.

Cars and Vans (including hybrid & electric):
55p per mile for the first 10,000 miles.
25p per mile over 10,000 miles.

Motor Cycles:
24p per mile.

Please contact us if you are performing a role that requires you to visit a number of
different locations in one day (multi-site) as other restrictions may apply.

Road Haulage industry & benchmark scale rates

Should the end-client for whom you are performing the assignment be paying industry or
benchmark scale rates for any overnight trips (in a sleeper cab or otherwise), these will be
reimbursable to you as non-taxable expenses, should you follow the instructions at the
top of this section. Rates payable:

- Benchmark scale rate of £25 (journey over 15hrs and past 8pm)
- Industry scale rate (sleeper cab) of £26.20 for overnight
- Industry scale rate (non-sleeper cab) of £34.90 for overnight

As part of our expenses process, we may ask for receipts or proof of those journeys away.
Public transport costs

Expenses for public transport costs covering travel on behalf of the end-client can be
claimed. These include ferry costs, bus tickets, taxi fares (not as a general commuting
method), train and tube tickets, parking costs, plane tickets, toll charges and congestion
charges. Original receipts must be submitted for these expenses to be processed.

Accommodation

Accommodation expenses incurred when working away from a main residence such as
short term accommodation in hotels, B&B’s or lodgings. The VAT receipt should state the
dates of the stay at the accommodation, plus the name, address and the landline
telephone number of the establishment.

Meals

When staying away from home overnight for work purposes, the cost of an evening meal
and non-alcoholic refreshments can be claimed. Full receipts must be provided to
substantiate any claims.
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