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1.
INTRODUCTION

1.1
Guide to Leasing a Car


Brent PCT Car Leasing Scheme is managed by WLH, Fleet Management.  The Scheme offers Brent PCT employees' all the benefits of having a new car, with less of the worries connected with purchasing a vehicle. 
All staff will be eligible to apply for a lease car provided that they meet the following criteria to be classified as a Regular Car User in accordance with the Agenda for Change Handbook Annex L: Mileage allowances.


A "Regular Car User" is one who is required by the PCT to travel on NHS business and in so doing either:

· travels an average of more that 3,500 miles a year





or
· travels an average of at least 1,250 miles a year and necessarily uses their car an average of three days a week



or
· spends an average of at least 50 per cent of their time on such travel including the duties performed during the visits

or
· travels an average of at least 1,000 miles a year and spends average of at least 4 days per week on such travel including the duties performed during the visits.

For existing staff a sample of the previous three months travel claims will be used to assess eligibility. For new staff reference will be made to the claims of the previous post holder where possible. Where no previous records exist to assist in the assessment the responsible Director, and/or the Chief Executive shall agree the potential mileage and frequencies of journeys.


In line with the Mayor’s Transport Policy for London each driver can select any vehicle they like as long as it is environmentally friendly.  A car is deemed by Brent PCT to be environmentally friendly if it does not exceed 225g/km of CO2 emissions or up to 120g/km of CO2 emissions but not Euro 4 compliant (this is based on the Congestion Charging limits being introduced in October 2008). Wherever possible a car should be chosen that attracts the 100% Congestion Charging Discount (i.e. up to 120g/km of CO2 emissions and Euro 4 compliant). A current list of all vehicles meeting the criteria is included at Appendix E. Further information on a vehicle’s CO2 emissions can be obtained from the following web site www.vcacarfueldata.org.uk.
The Trust will supply a new vehicle and each vehicle is normally replaced after three years.


In addition, the lease package includes agreements with national service and maintenance companies to keep your driving worry free.  Each car comes with National Breakdown or similar cover to help you in emergencies and also includes fully comprehensive insurance cover and road fund licence.

1.2
The Scheme in General


This scheme applies to all permanent staff employed within Brent PCT who are essential car users.  
The scheme operates on the basis that there is a base vehicle for which Brent PCT will pay the majority of the leasing cost.  The employee will also make a contribution. The cash figure provided by the Trust is £1300.00 


The employee may elect to lease a more expensive, or less expensive, vehicle or have manufacturers options added to the base vehicle.  If a less expensive car is chosen the postholder will benefit by the relevant deduction to their private mileage contribution.  If the cost of the vehicle is increased by virtue of upgrading the vehicle choice or base vehicle options the increased lease cost must be borne by the employee. 


The leasing cost of any vehicle is dependant to some degree on the estimated business mileage, annual mileage and therefore private mileage.  Major variations in the estimated mileage, which forms part of the lease agreement, may result in additional charges.


Subject to the vehicle chosen, employees may be required to fund the cost of an alarm or immobiliser.


The employee’s contribution for the base vehicle equates monthly to one twelfth of the annual road tax, insurance, handling charge and VAT costs.  For a vehicle costing more than the base vehicle the employee’s contribution includes the previously mentioned items along with the difference between the base vehicle leasing cost and that of the chosen vehicle.  


Employees will be reimbursed a petrol allowance based on authorised mileage claims at the prevailing rate details of which are in the Brent PCT Procedures Manual.


It should be noted that under the income tax rules currently in force employees will be assessed as receiving car benefit based on the scale charge applicable at the time less the employee’s contribution.

2.
FINANCIAL CONSIDERATION

2.1
The aspects of viability must be looked at when deciding if you are eligible for a lease car is it financially viable for you?

2.2
Brent PCT


Whether Brent PCT is prepared to pay part of the cost of your car depends on how many miles a year you are expected to undertake on business.  The criteria is included in section 1.1 and therefore it is imperative that you discuss your projected annual mileage with your Manager, who can advise about acceptable annual mileage levels. The lease care must also be authorised by your Director.

A second consideration is your job responsibilities.  Although business mileage may be low, you may still qualify if you are deemed to be a regular user.  

2.3
Personal


Each lease car agreement is a commitment under contract which lasts for three years.  It is therefore essential to consider your personal situation with respect to the cost of the vehicle and the 3 year commitment you will be making.  You will pay for your lease car monthly, the amount will be deducted directly via the payroll department of Brent PCT.  The amount you pay is directly linked to the car of your choice and mileage anticipated, so your quotation will alter with different car specifications.


If you return your vehicle before the end of the three year contract there are early termination penalties which you will be liable for. Details of the Early Termination penalties can be requested at the time of the initial quote. 

3.
PURCHASING PROCEDURE

3.1
Quotations


Once you have selected a vehicle or even a range of vehicles, fill out the application form at the back of this guide (Appendix A).


"We will quote on any new car."  With environmental consideration

3.2
Send the completed form to the address which can be found at the back of this guide.

3.3
Brent PCT will then write back to you with a quotation on the vehicle or vehicles you have chosen.  Each quotation will be held for 14 days to allow you the opportunity to make up your mind.

3.4
Each quotation is calculated by including:-


i)
Road Fund Licence


ii)
Administrative Fee


iii)
Private Mileage


iv)
Servicing and Maintenance


v)
National Breakdown Cover


vi)
Value Added Tax


vii)
Fully Comprehensive Insurance 

viii) The excess cost of your chosen vehicle, if applicable

ix) Tax liability


and results in an inclusive monthly figure you will have to pay.


Each quotation excludes:-


i)
Replacement vehicle


ii)
Income Tax (See Section 4)

3.5
Once you have decided upon a particular vehicle, we then require you to sign and date a copy of the quotation and return as confirmation that you accept the quotation.

3.6
The Contract

The Trust will send you a contract that both you and your Brent PCT Authorised Officer (Appendix C) will have to sign.  When returning your contract, please enclose a copy of your current driving licence for our records.  Once the correctly signed contract has been returned, we can then order your car.  Authorised officers are listed at Appendix C.


If you wish to include factory fitted options in excess of the base vehicle you must pay the full cost of all the extras.   Payments will be made on delivery of the vehicle by cheque or payroll deduction.  No allowance will be made to you relating to the additional options should the vehicle be damaged beyond repair or the vehicle is returned early for whatsoever reason.

3.7
The Order

Following the placement of the order, each car then takes between 1 and 10 weeks to be delivered depending upon dealer stocks.  If an unusual specification has been requested a longer time period may result, as often these cars are ordered directly from the factory.  Employees will be notified individually as to how long their car will take to be delivered.

3.8
The Delivery

When the Trust is informed that the vehicle is ready, we will contact you and arrange a convenient day, time and place for delivery by a representative from or the supplying dealer.

3.9
When your car arrives, after inspection, you will be asked to sign a `Vehicle Acceptance Declaration' which states that you have accepted your car in the condition as described on the form.  If, by some very extraordinary circumstance, you car is not in A1 condition, it will be noted and rectified at the earliest opportunity.

3.10
Your vehicle has been taxed for 12 months on delivery.  When renewals are due, these will automatically be sent to you at your home address.

3.11
Inspection

Please note that Brent PCT are at liberty to inspect your vehicle at any reasonable time, throughout the duration of your lease.  Prior notice of this will always be given.

3.12
Allocation of Lease Car

When a lease car is provide to the requirements of a particular person the lease car is attached to the post and not to the individual.  Therefore should any individual leave the organisation the Director can reallocate this vehicle to the new person taking up the post.  This enables the organisation to minimise its termination costs and allows for efficient reallocation of vehicles.  Should a person not choose the car being offered then the organisation has the right to reimburse the person at public transport rate for mileage claimed.

4.
TAXATION  


As from 1st April 2003, the fuel scale charge will be charged based on CO2 system, rather then the list price of the vehicle.  


CO2 is amount of Carbon Dioxide a car emits from its tailpipe in grams per kilometre (g/km).


The company car tax or benefit in kind tax bill be based on CO2 as from 1st April 2003.  

5.
INSURANCE 

5.1
Persons entitled to drive are the authorised lease car owner, spouse and children over the age of 21 subject to notification and approval by Brent PCT.  In addition the vehicle may be used by other authorised Brent PCT staff if required.  You will be required to complete an insurance declaration and copy of driving licence for the insurers.

5.2
If the vehicle is involved in an accident, the following are essential details to record:-


i)
The name and address of the other driver and those of the vehicle owner if different.


ii)
The names and address of each witness.


iii)
A description of any injury to yourselves or others.


iv)
The damage to the vehicle involved or other property.


v)
The name and address of the other driver's insurance company and when produced, the number of the certificate of insurance.


vi)
The registration number of the other vehicle(s) involved.


vii)
The number of any police officer at the scene and the name of the AA patrol attending.


viii)
The date, time and location of the accident.


ix)
The speed of the vehicles involved.


x)
The width of the road, road markings and signs, state of the road surface and weather conditions.


xi)
Any marks/debris on the road relevant to the accident.


xii)
A rough sketch showing vehicle positions before and after the accident.


xiii)
Whether the other driver and front seat passenger were wearing seat belts.


xiv)
If the accident occurred at night or in poor visibility, whether vehicle lights or street lighting were illuminated.


If your lease car is damaged, contact Leasing Company for a claim form.

5.3
If the accident is so severe as to make the car un-drivable the AA/RAC or other relevant organisation (please see your drivers pack for details) should be contacted and asked to take the car to a main dealer for your particular make of car appropriate to the breakdown scheme in operation.

5.4
The insurance cover provided with the lease car scheme is fully comprehensive and includes legal cover - a service to recover losses in the case of dispute by the third party's insures.


This insurance includes:-


i)
Recovery of excess (only refundable when not liable)


ii)
Driver's personal expenses (only refundable when not liable)


iii)
Court costs up to £25,000


iv)
Personal injury claim


Once the Trust has received the completed accident claim form, we pass it on to the insurance company who authorise repairs on the vehicle.  


NO WORK MUST BE CARRIED OUT ON THE VEHICLE UNTIL LEASEING COMPANY HAVE RECEIVED AN ESTIMATE AND A COMPLETED ACCIDENT CLAIM FORM.  NO MATTER WHAT THE NATURE OR DEGREE OF ACCIDENT DAMAGE, ANY UNAUTHORISED INSURANCE REPAIRS WILL BE RENDERED VOID.

5.5
Brent PCT lease car scheme does not provide for a replacement vehicle.  A replacement vehicle is available under the scheme at an additional cost  upon receipt of a specific requests.   However, if a hire car is required,  may be able to obtain a vehicle at very competitive rates.  Any hire car costs are reclaimable by the third party if found to be at fault upon settlement.

5.6
Insurance Excess

5.6.1
It is important to note that you as the driver, will have to pay the first £100.00 of any claim as the result of an accident.  With the exception of circumstances described in Section 5.6.2.  Young and inexperienced drivers (i.e. less than 12 months) will incur a higher excess.

5.6.2
Whilst on business use, Brent PCT will settle the excess under the following circumstances:-


i)
Vandalism


ii)
Car hit whilst stationary, if parked in accordance with the Highway Code.


iii)
Theft of removable items from the external body work.


iv)
Incidents involving damage and approved by the Managing Director. 

5.7
If your car is subject to any of the four above, then the accident must be reported to the Police and the Police report should be submitted along with the accident claim form.

5.8
If you were not driving at the time, but have given your permission to the person who was, you are still responsible for any insurance excess incurred.

5.9
Road Traffic Accidents during business use are subject to an initial payment of insurance excess at the time of the accident repairs being affected.  If the claim is settled in your favour then the excess will be refunded to you at the time of settlement.

6.
BREAKING DOWN

6.1
As part of the package the Trust offers, you receive a comprehensive breakdown assistance including home start and roadside assistance and recovery service and a relief vehicle for 24 hours from organisations such as the National Breakdown, AA or RAC depending on the kind of car you choose.  

6.2
In the event of a breakdown, please consult your driver’s pack/handbook for your applicable recovery telephone number.

6.3
If it is discovered that the car cannot be repaired at the point of breakdown then it should be towed to a relevant main dealer and nowhere else.

7.
MAINTENANCE

7.1
When your lease car has been delivered, you will receive a driver's handbook.  In some cases, this will include breakdown recovery details, but in other cases this information may be located in the driver's pack.

7.2
This driver's pack is supplied with the car on delivery if it is missing you should contact WLH Fleet Management. This details who should repair and service the vehicle.

It should be noted that windscreens are not covered by the leasing company and are therefore payable by yourself or your Insurance company through an arrangement with Autoglass. Drivers should in the first instance contact WLH Fleet Management for guidance and not contact any other organisation.

PLEASE NOTE THAT REPLACEMENT TYRES WILL BE FITTED AFTER AUTHORISATION FROM THE LEASING COMPANY AND IN LIAISON WITH THE GARAGE.  LEASING COMPANIES WILL RECHARGE A % FOR TYRES DAMAGED OR ADVERSE "WEAR AND TEAR".


IT IS YOUR RESPONSIBILITY TO ENSURE THAT YOUR VEHICLE MEETS CURRENT LEGAL REQUIREMENTS.

7.3
Servicing

The driver's pack will also include a contact maintenance card, sometimes known as a service card.  Your car should be serviced at the intervals indicated in the service booklet, which is in the driver's handbook when you originally received the car, not the driver's pack, which is the pack that arrives later on.


When the car is due for a service, please try to get the service completed as close to the actual service date or mileage as is practical.  This is important as any future mechanical repairs completed under warranty may be hampered by a poor service history.

7.4
Accessories

If you wish to fit accessories following delivery of your vehicle, you must have the approval of Leasing Company All items are fitted at your own expense.  It should be noted that the cost of any repairs, reinstatement, damage or excess wear caused through the fitment, use or removal of any accessories fitted after delivery will by at your own expense.

7.5
Taking your car Abroad

You are free to take your car out of the UK. It is obligatory for you to take out AA 5 Star Insurance, or equivalent, at your own expense.


This is available at outlets such as AA high street shops or port terminals.


However, green cards are no longer supplied but the driver should take a current insurance certificate, obtainable from WLH Fleet Management and they should also contact their lease company to obtain a “vehicle on hire certificate”

You will need to provide the Leasing Company with the following information 21 days prior to departure:-


i)
Name of driver(s)


ii)
Dates out of the country


iii)
Countries in which you will travel

8.
RESPONSIBILITY
8.1
Although you will not be the legal owner of your lease car, it is your responsibility to look after the vehicle at all times.

8.2
It is your responsibility to make sure that your leased vehicle is serviced regularly, in accordance with the manufacturers recommendations.  However, you must also make regular checks between servicing of oil, water, tyres, battery, brake, clutch, radiator fluid levels and `top up' various fluids when necessary at your expense.


YOUR SAFETY DEPENDS ON IT!
8.3
Please treat your car as if it were your private property.  Keeping it clean and tidy inside and throughout the time it is in your possession.

8.4
It is also the responsibility of the driver of the car to make sure that it is secured at all times.

8.5
Traffic Offences, parking fines, local fines and penalties for driving offences are your responsibility.


The PCT will pass the first notice on to the driver.  If we subsequently receive a Summons, as you have failed to pay this notice, we will pay the fine and recharge you including an administration fee, or deduct from your salary.


Some lease companies will pay the penalties on behalf of the Trust rather than pass the notice on to the Trust. This is partly to avoid surcharges for late payment. They will usually make an administrative charge for doing so and the employee will also be liable for this cost. In some cases lease companies will make a charge for handling a penalty charge even if they do not pay the penalty themselves and again the driver should be responsible for this cost.
9.
PETROL ALLOWANCE

9.1
On receipt of your lease car your  allowance will cease.

9.2
Lease car travel claims must continue to be submitted to the Travel Section monthly to North West London Shared Services. Who provide



i)
Reimbursement of petrol allowance at rate of 10 pence per mile. and



ii)
Inland Revenue Returns (ref: Section 4, Taxation)

10.
MATERNITY LEAVE


If at any time during your lease you leave Brent PCT on maternity leave, there are a number of options available to you to pay for your vehicle whilst your income is lower than normal.


i)
For the time that you are paid maternity leave, lease car deductions will continue, via Brent NHS Trust  payroll as normal.

ii) If unpaid maternity leave is taken then you can arrange to pay the lease payments by a monthly cheque payment sent to Brent PCT.


iii)
Subject to the approval of Brent PCT, in some cases, an employee will not make any payments whilst they are on unpaid maternity leave.  Instead, they can arrange for the missed payments to be spread over an agreed period and deducted via Brent PCT payroll when work re-commences.  Please note, this would mean paying for backdated payments, on top of any current deductions.


Please remember that some Managers' may feel that the deferred payment plan is not appropriate in the case of some employees.


This option is entirely at the Management's discretion and is agreed on the merits of every individual case.


Whilst Brent PCT realise that unpaid maternity leave can in some cases mean quite a long period of time without any income, we must point out that if an employee still wishes to benefit from their lease car, then the rental charge will have to be met in full at some point.


It is essential to note that if you do go on unpaid maternity leave, and do not contact us then Brent PCT is entitled to deduct missed payments through the payroll system after you return to work.
11.
TRANSFERRING TO ANOTHER ORGANISATION


a)
If you leave Brent PCT for another organisation that also operates a lease car scheme, you may be able to take your lease car with  you.  This is subject to the other organisation agreeing to your car on their fleet and you giving your agreement to the new monthly payments and terms and conditions imposed by the accepting organisation.


b)
It is important that you give  plenty of notice of your intended move, so that we can negotiate the transfer of your vehicle in good time before you move jobs.

12.
RETURNING YOUR CAR 

12.1
Expiry of your lease

When we are approaching the time that your lease is due to expire, Leasing Company will write to  you to ask you what you want to do next.  You can either:-


a)
Extend the lease on your vehicle for any number of months up to a year.  However, if you cancel this extension a termination penalty may apply and the Trust has the right to deduct this from your salary.


b)
Purchase the vehicle - if you wish to purchase your vehicle, please let the Leasing Company know promptly in order to request a purchase price directly from the leasing company.  These prices are generally very competitive.


c)
Return your car and leave the scheme or


d)
Return your car and subject to continued Brent PCT approval start the process all over again to obtain a replacement lease car.

12.2
If you choose to return your car before the 3 years expire, and unless we can find someone to take over the rest of your lease, you will have to pay a termination penalty.  This is calculated in terms of how long you have left to go on your lease.  The maximum amount is quoted on the lease car agreement.

12.3
If, however, you leave work due to ill health or are made redundant or other such circumstances beyond your control, you do not have to pay the termination penalty on surrendering your vehicle.

12.4
There is an Early Termination Penalty and you will be charged. The Trust will deduct any outstanding costs from your salary.

12.5
Conditions of your lease car


You are obliged to return your car in a good and clean condition, consistent with age and mileage.  The following should be used as a guideline:-


a)
Cleanliness


Any dirt, stains or burns that can be removed with valeting are acceptable, others are not.  Visible tears and cuts are abnormal wear, and will be charged for.


b)
Bodywork


Must be free of dents or major imperfections.  Slight stone chippings are acceptable but scratches that cannot be removed by mechanical polishing are not.  Untreated rust is unacceptable, and will be charged for.


c)
Glass


All cracked glass is abnormal, as is any damage to the windscreen, and will be charged for.


d)
Equipment


All original equipment is to be returned.  Damage caused by the removal of accessories fitted after delivery is to be made good.  Any imperfection will be charged for.


e)
Repairs (other than authorised insurance repairs)



Work performed prior to return must be completed to a professional standard.  Paint colour should match and should meet the manufacturers original finish.


f)
The vehicle should also be in a good working condition and the tyres should meet the legal requirements.  You are particularly asked to remember to return the service record, any service cards, spare keys, tax disc and MOT certificate where applicable, with your car.


IF YOUR VEHICLE IS RETURNED IN A POOR CONDITION THE TRUST WILL DEDUCT ANY COSTS FROM YOUR SALARY ACCORDINGLY.

12.6 
You are liable for any outstanding costs i.e. parking tickets damage to your car or speeding     finds and the Trust will deduct any costs from your salary.

12.7
If you choose to obtain a replacement car, you will still have all the benefits that our lease car scheme has to offer, plus the added bonuses that come with a new vehicle.


If you are not sure that a 3 year lease is what you want, please enquire about our special `short term leases', which we can offer, subject to availability.


Correspondence to be forwarded to:-


Mr Mike Bowring


Mulberry House


Higher Broad Oak Road


West Hill

             Ottery St Mary

             Devon  EX11 1XJ
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BRENT PCT

LEASE CAR SCHEME


APPLICATION FORM, REQUEST FOR QUOTATION

	PRIVATE 
Surname: Mr/Mrs/Miss/Ms/Dr/Other:

	Forenames:

	Home Address
	Work Address:

(Please specify location)

	
	

	
	

	
	

	Post Code:
	Post Code

	Telephone No:
	Telephone No:

	
PARTICULARS OF CAR REQUIRED

	
Choice
	
1
	
2
	
3

	Make
	
	
	

	Model and Type
	
	
	

	Engine Size
	
	
	

	Number of Doors
	
	
	

	Colour (please specify standard, metallic or pearlescent)

	
	
	

	Please tick the appropriate boxes below if you require dealer or factory fitted extras:-

	Sunroof

Anti-Theft Device 

Other (specify)


	Alarm

Electric Window
	PAS

Tow Bar
	ABS

Leather Trim
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	PRIVATE 

Payroll Number:
(This must be completed)



	

	Mileage Declaration:

	

	Business Mileage:
	My estimated annual business mileage is:
	

	Private Mileage:
	My Estimated annual private mileage is:

 
	

	I confirm that above statement is correct



	Signed:
	
	Dated:


	

	
	
	
	

	Please send this application form to:

Mr Mike Bowring


	


SPECIMEN ONLY                                   Brent PCT – Car Scheme                                       APPENDIX B

                                                                Order Confirmation                                                     Page 1
Date

Drivers Name 

Drivers Base

Department

Contact tel.

Home address

Home tel.

Selected car

Body type

Engine capacity

List price                0

CC2

Tax rate                 0

Extras

Colour

Estimated business mileage

Estimated private mileage

Total annual mileage










Annual
Monthly

Car including RFL






1.00

0.08

Replacement Vehicle







  

Extras








  -

  -

Lease cost of selected car





1.00

0.08

Employer contribution





1,300.00
108.33

Sub total







1,299.00
108.25

Insurance






            824.25
68.69

Standing charge






110.00
9.17

Sub total








  -

  -

VAT @ 17.5%







  -

  -

Total charge to employee






  -

  -

Excess mileage charge (pence per mile)







tba




  



Estimated Tax Liability
(after 1.4.2003)

· -

· -

· -

Tax payable @ 22%







0.00

  -

Tax payable @ 40%







0.00

  -

	Employee Declaration

I request Brent PCT to order the above vehicle for my use within their Lease Car scheme regulations.

I understand that I am entering into a 36 month commitment and that I am bound to observe all the conditions laid down by them and the lease company.

I authorise Brent PCT to deduct _______________ from my salary each month for the period of the agreement.

I understand this may change from time to time in line with statutory changes in Value Added Tax, or variations in Road Fund Licence charges, insurance premium or changes to the private mileage as indicated above.

Employee Signature __________________________________________

Line Manager’s Signature  _____________________________________

Director’s Signature            _____________________________________

Date __________________________
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BRENT PCT

LEASE CAR SCHEME


LEASE CAR AGREEMENT
By virtue of this agreement between:

a)
Leasing Company


AND

B)






Brent PCT








Wembley Centre for Health & Care








116 Chaplin Road








WEMBLEY, Middlesex








HA0 4UZ



(hereinafter known as the "Employee")
(hereinafter known as the Trust)

Leasing Company are empowered, by the Trust to facilitate the Brent PCT Lease Car Scheme. are managing agents who are responsible for the total administration of the scheme and should be contact with reference to all aspects of operation.

The Agent undertakes to supply to the employee the vehicle specified in Schedule A and to reimburse to the employee the cost of petrol supplied for business use, on the basis specified in Schedule A.

In the event that this Agreement remains in force for a period of 3 years, the Agent will at the end of that period, require the return of the vehicle and will offer a new vehicle by way of replacement, subject to the conditions of the Lease Car Scheme which may be in force at the time.

The employee undertakes to meet all conditions imposed in Schedules A & B to this Agreement and authorises the Agency to recover charges for private use.

The employee further authorises the Agency to recover any sums owed to the Agency/Agent under this Agreement from any monies liable for payment by the employee.
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Either party may terminate this Agreement at any time subject to the provisions for termination in Schedule B.  The Agency will impose any excess arising from early termination of the Agreement, which will be a maximum for £..............  No excess will fall on the employee where termination is due to death of the employee, retirement on grounds of ill health, or compulsory redundancy.

Signed .......................................
Date .......................................

The Staff undertakes to reimburse Brent PCT monthly for their contributions towards the lease car, together with any other costs associated i.e. mileage adjustments.

The basic monthly gross cost of the lease to the Agency will be £......... (excluding VAT) minus the contribution for private use as set out in Schedule A, Page 2.

Signed .......................................
Date .......................................

Director


BRENT PCT

LEASE CAR SCHEME


SCHEDULE A

	PRIVATE 
MAKE:
	MODEL:
	CC:



	REGISTRATION:
	COLOUR:
	

	TO BE SUPPLIED BY:
	

	TOTAL ANNUAL MILEAGE:


	

	CONTRIBUTIONS FOR PRIVATE USE (by deduction from salary):
£   :   P    



	TOTAL


	

	Private Mileage Charge

Miles at .... per 1,000 miles)
	

	Excess charge for no-based vehicle
	

	SUB TOTAL:


	

	TOTAL ANNUAL CHARGE:
	

	Salary deduction to commence in TBA at
	

	The private mileage charge may be amended annually to reflect the employees estimate of private mileage for the forthcoming year.


Reimbursement for official use will be paid against claims submitted at the rate per mile based upon average per gallon of 4 star petrol divided by the urban cycle miles per gallon for the current base vehicle.  This current rate is .......... pence per mile.

The Agency reserves the right to amend charges for:-

a)
Private use to reflect changes in road fund licence fees, insurance charges, VAT and any price increase.

b)
Official use to reflect changes in petrol prices of 5p per gallon or more.


BRENT PCT

LEASE CAR SCHEME


SCHEDULE B


Employee's Obligations

Use of Vehicle
To be retained by yourself

The employee will make the vehicle available at all reasonable times for use on official business of the Agency.

The employee will not use the vehicle, nor allow it to be used:-

a)
illegally

b)
for motor sports

c)
by any person not holding a full driving licence

d)
by any person not notified to and approved by the Agent

The employee will ensure that the vehicle is used in a careful and proper manner in accordance with the manufacturers' recommendations.

The employee will not take the vehicle abroad except with the written permission of the Trust, in which case, the employee must meet the cost of any additional insurance by the Leasing Company

Care of Vehicle
The employee will:-

a)
Submit the vehicle for repair servicing in accordance with the manufacturers' recommendations, and maintain a complete and accurate service record.

b)
Ensure that the vehicle is maintained in a good state of repair and ensure that any work is attended to without delay (interior and exterior).

c)
Undertake regular checks between services, of oil, water, tyres, battery, brakes, clutch and radiator fluid levels and top up various fluids as necessary at the employee's expense.

d)
ensure that the vehicle is secured at all times.

e)
Report all damages to the Agent immediately.

f)
Keep the vehicle in a clean condition (interior and exterior).

Accidents
In the event of an accident, the employee will:-

a)
Comply with any legal requirements to divulge information to a third party or to the Police.

b)
Report the accident to the Agent.

c)
Complete and submit each accident report/claim forms as may be required by the Agent or insurers.

d)
Arrange for quotations to be obtained, and repairs undertaken, in accordance with instructions of the Agent.

Termination
The employee will relinquish the vehicle to the Agent on request in the event of:-

a)
The termination of the employee's contract of service.

b)
The termination of the Agency contract with the Agent.

c)
The officer's disqualification from holding a full driving licence.

d)
At the request of the Agency/Agent in circumstances other than above, subject to the Agency/Agent providing reasonable notice (no less than fourteen days) of its intention, and reasons therefore in writing.


The employee will recompense the Agency/Agent for any excess charges incurred as a result of early termination which is deemed by the Agency/Agent, to be the responsibility of the employee i.e. disqualification from driving (see Schedule A, Page 1).

General
The employee will:-

a)
Submit regular monthly travel claims to the Trust in respect of business mileage.

b)
Ensure that the road fund licence provided by the Trust is properly displayed.

c)
Advise the Trust of the speedometer reading on request.

d)
Notify the Trust of any defect or failure of the speedometer to record mileage travelled.

e)
Allow the right of access to the vehicle at all times for the purpose of inspection and/or recovery, including access to the property of the employee.

f)
Meet all parking and other fixed penalty fines relating to the vehicle, plus any administration charges incurred by the Agency/Agent meeting such fines on behalf of the employee.

g)
Observe any running in requirements.

h)
Meet the cost of any charges imposed by the Leasing Company caused by private mileage differing from that originally estimated.

i)
Meet the cost of any repairs for any damage arising form the employee's failure to ensure proper maintenance or care of the vehicle, or failure to report defects.

The employee will not:-

a)
Allow any other persons to obtain any rights of the vehicle.

b)
Allow the vehicle to exceed the total contracted mileage by more than 15% without written approval.

Failure to meet any of the above requirements may result in withdrawal of the vehicle.


APPENDIX D


BRENT PCT

LEASE CAR SCHEME


AUTHORISED SIGNATURES 


AUTHORISING OFFICERS

	PRIVATE 


APPLICANT
	PRINCIPAL
	RESERVE



	1.

	
	

	

	2.

	
	

	

	3.

	
	

	

	4.

	
	

	

	5.

	
	

	
	
	

	6.
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APPENDIX E
Vehicles with 100% Congestion Charge Discount from October 2008

PETROL VEHICLES WITH 120g/km CO2 OR LESS
	Make
	Model
	Engine
Capacity
cc
	Trans-
mission
	CO2
(g/km)
	Fuel
Consumption
(mpg)
	Fuel cost
of driving
12000 miles

	TOYOTA
	Prius
	1497
	E-CVT
	104
	65.7
	722

	HONDA
	Civic Hybrid
	1339
	CVT
	109
	61.4
	773

	CITROEN
	C1
	998
	M5
	109
	61.4
	773

	TOYOTA
	Aygo
	998
	M5 or Multi5
	109
	61.4
	773

	PEUGEOT
	107
	998
	M5 or A5
	109
	61.3
	774

	SMART
	Fortwo 50bhp 
	698
	SM6
	113
	60.1
	790

	DAIHATSU
	Charade
	989
	M5
	114
	58.9
	806

	VAUXHALL
	Corsa
	998
	MTA5
	115
	58.8
	807

	SMART
	Roadster
	698
	A6
	116
	57.6
	824

	DAIHATSU
	Sirion
	998
	M5
	118
	56.5
	840

	SMART
	Fortwo 61bhp 
	698
	SM6
	120
	56.5
	840


DIESEL VEHICLES WITH 120g/km CO2 OR LESS 

	Make
	Model
	Engine
Capacity
cc
	Trans-
mission
	CO2
(g/km)
	Fuel
Consumption
(mpg)
	Fuel cost
of driving
12000 miles

	CITROEN
	C1
	1398
	M5
	109
	68.9
	736

	TOYOTA 
	Aygo
	1398
	5MT
	109
	68.9
	736

	PEUGEOT
	206
	1398
	M5
	112
	65.6
	773

	CITROEN
	C2
	1398
	M5
	113
	65.7
	772

	FIAT
	Panda
	1248
	M5
	114
	65.7
	772

	RENAULT
	Clio
	1461
	M5
	115
	65.7
	772

	VAUXHALL
	Corsa
	1248
	MTA5
	115
	65.6
	773

	CITROEN
	C3
	1398
	M5
	115
	64.2
	790

	FORD 
	Fiesta
	1560
	M5
	116
	64.2
	790

	MINI R56 
	Cooper D 
	1560
	M6
	118
	64.2
	790

	HYUNDAI
	Getz
	1493
	M5
	118
	62.8
	808

	VAUXHALL
	Corsa
	1248
	M5
	119
	64.2
	790

	FIAT
	Gd Punto
	1248
	M5
	119
	62.8
	808

	FORD
	Fiesta
	1399
	M5 or ASM 
	119
	62.8
	808

	FORD
	Fusion
	1399
	M5
	119
	62.8
	808

	FORD
	Fusion
	1560
	M5
	119
	62.8
	808

	TOYOTA
	Yaris
	1364
	M5 or Multi5
	119
	62.8
	808

	VOLKSWAGEN
	Polo
	1422
	M5
	119
	62.8
	808

	CITROEN
	C3
	1560
	M5
	120
	62.8
	808

	CITROEN
	C4
	1560
	A6
	120
	62.8
	808

	RENAULT
	Modus
	1461
	M5
	120
	62.8
	808

	RENAULT
	Megane
	1461
	M5
	120
	62.8
	808

	PEUGEOT
	207
	1398
	M5
	120
	62.7
	809

	PEUGEOT
	207
	1560
	M5
	120
	62.7
	809

	SKODA
	Fabia
	1422
	M5
	120
	61.4
	826
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