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Company Vehicle Handbook & Guidelines

Handbook Contents

A company vehicle has been provided to you to for your convenience, as well as assisting Transline Group in main-
taining the excellent level of service that we give to our customers. It is also provided as per your contract of em-
ployment. Please make sure that the following information is filled in accurately, and that you follow the guidelines 
set out.

We put trust in your to behave professionally, act courteously and look after the car responsibly. If you have any 
questions relating to this pack, then please contact your Line Manager. Once you have completed the pack, please 
sign/scan the acceptance of terms and email to fleetmanagement@transline.co.uk

Kind regards
Transline Group Fleet Management
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Company Vehicle Declaration

Provided that you hold a current full driving licence and any restrictions and endorsements are accepted by the 
Company’s insurers, the Company may provide you with a car of such make, model and value as is determined by the 
Company for your sole business and private use. 

The Company shall be responsible for payment of all reasonable standing and running costs of the car including 
insurance, tax, MOT and required maintenance. In return, you shall:-

The Company shall have the right to reclaim the car and to dismiss you without notice or payment in lieu of notice if 
you are convicted of a driving offence or disqualified from driving.

No person who is not employed by the Company is permitted to drive any company car, without prior consent from a 
member of senior management. 

Take good care of the car (Should you loan the vehicle to any other employee then it is your responsi-
bility to check the vehicle for damage, if any is identified then it should be reported to a senior man-
ager / director immediately. If it is not reported you will remain liable for the repair. Should you be 
taking possession of a used vehicle then it is in your interests to check the vehicle for damage prior to 
accepting the keys, again, should any damage be identified then a senior manager / director should be 
notified immediately.)

Report all damage, however minor. When your vehicle is returned you will be held responsible for any 
accumulation of minor damage. 

Ensure that the provisions of any policy of Insurance relating to the car are observed (details available 
from Malcolm Harrison);

Be responsible for payment of all fines incurred for traffic offences and parking fines; notify the Com-
pany of any accidents involving the car (whether or not these take place whilst you are on business);

Pay any insurance excess of a minimum of £500 but subject to change in line with the  renewal of the 
insurance policy each year, (Should your vehicle be damaged whilst in your possession and it is the 
responsibility of a third party then all costs will be borne by the company. Should your vehicle be dam-
aged whilst in your possession and is not the proven responsibility of a third party then you will be 
liable for the costs of the repair or the cost of the insurance excess at £500.00 per incident, whichever 
is the lower.)

Immediately inform the Company if you are convicted of a driving offence or  disqualified from driving; 
and 

Return the car, its keys and all documents relating to it to the Company’s registered office or such 
other place as the Company may reasonably stipulate immediately on the termination of your Appoint-
ment or immediately once placed on garden leave howsoever arising (unless agreed otherwise) or on 
you becoming no longer legally entitled to drive.
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Excess Deposit Deduction Information

As per your Contract of Employment, the Company may provide you with (at their discretion) a company vehicle for 
use throughout your employment for your sole business and private use. 

As per the Company Vehicle Declaration form, and in relation to any damage to the company vehicle at your discre-
tion, you will be required to pay any insurance excess of a minimum of £500 but subject to change in line with the  
renewal of the insurance policy each year, (Should your vehicle be damaged whilst in your possession and it is the 
responsibility of a third party then all costs will be borne by the company. Should your vehicle be damaged whilst in 
your possession and is not the proven responsibility of a third party then you will be liable for the costs of the repair 
or the cost of the insurance excess at £500.00 per incident, whichever is the lower.)

To prevent large payments being required by the company at any one time in the event of a damage repair or excess 
payment, and by accepting the terms of the handbook, you are agreeing to the following:-

Transline Group will deduct a £5 weekly salary payment, up to the sum of £500, which is enough to cover the maxi-
mum excess payment in respect of any damage that may require repair to your company vehicle. 

Should the company vehicle in your possession require a repair that you are liable to meet the cost of (that is less 
than the excess payment of £500) this amount will be deducted from this £500 deposit, and payments of the amount 
stipulated above by you (or the default amount) will resume until the deposit amount reaches £500 again. 

This amount is a deposit and will be returned to you in full (less any deductions made for repair to your vehicle once 
you have relinquished use of the same) should your employment with Transline Group come to an end.
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Weekly Vehicle Checks

Please remember that you are responsible for the general upkeep and maintenance of the vehicle. To do this effi-
ciently, you must conduct weekly checks of your vehicle to ensure that you are driving safely and legally

Weekly Checks Should Consist of;

       ENGINE OIL LEVEL

Even if you car is new it still uses oil. You will need to check this frequently. If you are unsure as to how 
to carry this out , please contact our Fleet Manager and they will talk you through it. Please be remind-
ed that if the engine seizes due to the lack of oil, then you are responsible for the cost of repair.

       ENGINE COOLANT LEVEL

Same as the oil level – please regularly check this as it is important that it is at a sufficient level.

       SCREEN WASH LEVEL

An impaired windscreen can be dangerous and illegal, so please make sure that you top up this regu-
larly.

       TYRE TREAD DEPTH

Every vehicle should be equipped with a tyre tread gauge. Please make sure that this is checked weekly 
to ensure that you are not driving illegally. When the tyre tread depth reaches 2mm, please contact our 
Fleet Manager to arrange to have new tyres fitted. Your new tyres can be fitted at your place of work. 

       TYRE PRESSURE

Please make sure that you are aware of the correct tyre pressure for your vehicle and check this week-
ly. Incorrect tyre pressure can be dangerous and also significantly affect your fuel consumption.

       SCRATCHES / DENTS / OTHER DAMAGE

Please check your vehicle weekly for any marks. If there is damage, then you are liable for the cost, but 
this can be deducted from your weekly deductions (up to the maximum balance / value of £500). The 
repair can be completed by an approved garage. Please contact our Fleet Manager to arrange this. If 
there is damage on handover of your vehicle, then the repair will be deducted from your salary.
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Additional Information

Who can drive my company car?

Only the designated person can drive the company car (you). If anyone else is needed to drive the car, 
then you must gain authorisation from our Fleet Manager.

What do I do if my car breaks down?

You are not automatically provided with breakdown cover, so any cost of breakdown recovery is covered 
by you. Alternatively, you can be supplied with discounted cover through Transline, which can be deduct-
ed from your salary on a weekly basis. For further information on this, please email fleetmanagement@
transline.co.uk 

If the vehicle breaks down, then under the requirements of the lease, all repairs must be conducted by an 
approved garage. Please contact our Fleet Manager on 07917064168 to inform us of when it will arrive, so 
we can arrange alternative transport until your vehicle is repaired.

How often does my vehicle need servicing?

Your vehicle needs to be serviced regularly, so when it is indicated on your car, please arrange for it to be 
done. To arrange a service, please email our Fleet Manager at fleetmanagement@transline.co.uk

What do I do if I have an accident?

Hopefully this event does not occur, but if does, then please call the insurance company on 0845 519 6623. 
As per any accident, if there are any other parties involved, please obtain their details to give to the insur-
ance company. You must inform our Fleet Manager by email or telephone within 24 hours of the accident.

How do I replace my tyres / windscreen?

You are responsible for the general upkeep of your vehicle, so regularly check your tyre pressures and 
tread. If you require new tyres, then please contact our Fleet Manager at fleetmanagement@transline.
co.uk. Please note that a 48 hour notice period is required for booking tyres, however the tyres will be 
replaced at your place of work.

Do I need to contact the tax office?

Yes, you do need to contact the tax office to inform them of your new vehicle. You can do this by calling 
0300 200 3300. Please also do this when you change vehicle, as the company car tax amount could be 
different.
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Checklist and Acceptance of Terms

We hope that you have sufficient information about your company vehicle and the requirements of using one. If you 
have any further questions, please do not hesisiate to contact us at fleetmanagement@transline.co.uk

I accept the terms, deductions and expectations of receiving a company vehicle. I will drive my vehicle responsibly 
and represent Transline to the best of my ability whilst driving;

Full Name

Vehicle Make / Model:

Registration:

Date Obtained:

Handover Sheet Completed:

Breakdown Cover Required:

Signed:

OFFICE USE ONLY:

Print Name:

Date:

Licence Received Date:

DVLA Checks Completed Date :

Handover Sheet Received Date:

Signed Fleet Manager:

Date:

Yes

Yes

No

No
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