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Application to Provide Private
Motor Vehicle – Required / Occasional User

I agree to provide a private motor vehicle for official Departmental business and hereby make application for approval as a required or occasional user in accordance with the Tasmanian State Service Award and the Teaching Service (Tasmanian Public Sector) Award.

Acknowledgement (tick appropriate user category)
I acknowledge that as a required user I will use more cost effective modes of transport in appropriate situations (e.g. departmental or hire cars for intrastate travel in any stage of the travel year if it is certain that I will travel more than 4,000 kilometres in my private vehicle); and that I will not use any other modes of transport if it is unlikely that travel will be less than 4,000 kilometres in the travel year or until 4,000 kilometres is reached in the travel year. Or;
I acknowledge that as an occasional user that I may receive approval to use my private vehicle on an occasional basis when no other modes of transport are available or appropriate (e.g. out-of-hours).
Insurance and Occupational Health and Safety Declaration
I acknowledge that private motor vehicles used for approved work-related purposes are not covered by the Department’s risk cover arrangements and that it is my responsibility to ensure that my vehicle(s) is insured.  Accordingly, I declare that:
· I hold a current drivers licence and will inform my employer if this changes.
· My vehicle(s) is currently registered in Tasmania, and if this changes I will notify my employer. I acknowledge the Department’s preference is that I have a comprehensive vehicle insurance policy for my vehicle(s) and if I do not already have this I will consider taking out such a policy.

· My vehicle(s) is suitable for its intended purpose.

· I will undertake to maintain and regularly service the vehicle(s) whilst being used for approved work-related purposes.
· I will abide by the Vehicle and Traffic Act 1999 (as amended) while driving my vehicle(s) for work-related purposes.
Travel Advance or Reimbursement of Expenses Claim Form

Kilometreage allowance claims should be made monthly on the Travel Advance or Reimbursement of Expenses Claim Form. The diary attached to the Claim Form must be completed in full and certified by the Authorised Delegate responsible for the travel.

Applicant Details (including type of vehicle(s) to be used)
	Applicants Name:
	

	School/Location:
	

	Position Title:
	

	Period of Use:
	From:
	
	To:
	

	Estimated Annual Km Usage:
	

	Vehicle 1 Make & Body Type:
	

	Vehicle 2 Make & Body Type:
	
	
	
	

	Registration Number(s):
	Vehicle 1:
	
	Vehicle 2:
	

	Engine Capacity (> 2 Litres or < 2 Litres):
	Vehicle 1:
	
	Vehicle 2:
	

	Cents per Km Allowance Rate:
	Vehicle 1:
	
	Vehicle 2:
	


	Applicants Signature:
	
	Date:
	


School/Budget Centre Use Only: Approval to use private motor vehicle for work-related purposes

	Signature of Authorised Delegate:
	
	Date:
	

	Name & Position Title of Authorised Delegate:
	


· A copy of this application form should be retained on site and the original sent to: 
Information Services (Human Resource Management Records), Department of Education, GPO Box 169, Hobart, 7001.
· A new form must be completed at the beginning of each financial year and where a change in circumstances occurs.
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