Date

Mrs Bloggs

HM Inspector of Taxes,

Ref: 123/M1234

Dear Mrs Bloggs,

I would like to apply for a dispensation to cease having to declare the mileages and other expenses paid to staff while on company business.  I have detailed below the items, which we wish to have included on the dispensation.

Business Travel:
We pay a mileage allowance with use of the employee’s own car. The rates paid are those in the Fixed Car Profit Scheme. Each employee has an estimated mileage of 3500 miles a year. Employees are also reimbursed the actual costs of other forms of business travel for which receipts are provided. Travel abroad will also required for technical collaboration, market research and sales. The company will not be paying for employee’s spouse/ partner to accompany them.

Subsistence:

Employees are reimbursed the actual cost of subsistence relating to business travel and for which they must provide receipts. 

Entertaining:

Employees are reimbursed the actual cost of business entertaining, for which they must provide receipts.

Business Telephone Calls:

Business telephone calls are reimbursed for the cost of the calls made. Employees are given a mobile owned by the company for business calls only. Any employee making additional business calls made from private line must produce an itemised bill with the relevant calls highlighted. 

Professional Subscriptions:

A professional subscription is paid to The Association of Certified Chartered Accountants on a yearly basis for an employee.

Employees to be Included:

All employees of the company are to be covered by the dispensation. All employee expenses are recorded on a separate form, which must be checked, authorised and signed by the Company Accountant. A copy of the expense claim form is included.

Company Directors:

The company director is also to be included in the dispensations. A claim form is submitted, which also must be checked, authorised and signed by the Company Accountant.

Advances and Company Credit Cards:

Advances can be made and are debuted from the expense claim subsequently made. Any advance unused is then carried over to the next expense claim. Company Credit Cards are also used and again the amount are deducted from the expense claim.

Please would you arrange for us to receive dispensation from declaring staff expenses on P11 d forms.

Yours Faithfully,

The Company Accountant

