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If you are paid a travel allowance for the use of your personal vehicle for business purposes, it will reflect under code 3701 or 3702 on your payslips and IRP5 certificate. 
	 
	TRAVEL ALLOWANCE (CODE 3701 and 3702)
	 

	DID YOU KEEP A TRAVEL LOGBOOK? 
IF ‘NO’ WE WILL NOT BE ABLE TO CLAIM A TRAVEL ALLOWANCE REFUND
	YES
	NO

	FOR EACH BUSINESS TRIP ON YOUR LOGBOOK, DO YOU HAVE THE FOLLOWING: *DATE *OPENING KILOMETRES *CLOSING KILOMETRES *STARTING POINT (SUBURB) *DESTINATION(SUBURB) *REASON FOR TRIP?
IF ‘NO’ PLEASE CORRECT THIS ON YOUR LOGBOOK BEFORE YOU SEND IT TO US. ALSO NOTE THAT TRIPS TO YOUR PLACE OF WORK CANNOT BE CLAIMED AS BUSINESS TRAVEL.
TRAVEL LOGBOOKS WITH INSUFFICIENT INFORMATION WILL BE REJECTED AND YOUR TRAVEL CLAIM DISALLOWED
	YES
	NO

	DOES YOUR EMPLOYER PAY FOR PETROL, E.G. PETROL CARD?
	YES
	NO

	DOES YOUR EMPLOYER PAY FOR MAINTENANCE ON YOUR CAR?
	YES
	NO



EXAMPLE (column headings) 
	DATE
	Date of trip made

	OPENING KM’S
	Opening kilometres beginning of trip – 

	CLOSING KM’S
	Closing kilometres at end of the trip

	TOTAL BUSINESS KM’S
	Closing km’s less opening km’s – you only need to show business km’s

	TOTAL PRIVATE KM’S
	Optional to show private kilometres 

	FROM – START POINT
	Where the trip started; the suburb where you started your journey

	TO – DESTINATION(S)
	Suburbs that you visited indicating suburb(s) – split into individual trips if necessary for a particular day.

	REASON
	MUST COMPLETE - Reason for the trip, e.g. sales visit, delivery, meeting etc.



Please complete for each vehicle
	 
	VEHICLE  1 DETAILS
	 

	MAKE:  
	
	MODEL
	

	REG.NO.
	
	YEAR
	

	PURCHASE DATE
	
	PURCHASE PRICE
	
	FINANCED?
	YES
	NO

	OPENING KM
	
	CLOSING KM
	
	TOTAL KM
	
	BUSINESS KM
	



	 
	VEHICLE  2 DETAILS
	 

	MAKE:  
	
	MODEL
	

	REG.NO.
	
	YEAR
	

	PURCHASE DATE
	
	PURCHASE PRICE
	
	FINANCED?
	YES
	NO

	OPENING KM
	
	CLOSING KM
	
	TOTAL KM
	
	BUSINESS KM
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