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	QUEENSLAND CORRECTIVE SERVICES

ADMINISTRATIVE FORM –  MOTOR VEHICLE LOG BOOK

Availability: Public

Implement Date: 16 February 2010


	Vehicle Registration Number


	


	Make/Model/Body Type


	


	Period From  ____ /____/ ____ 


	Period To____ /____ / ________


	Centre / Region


	


	Log Book Entries Checked and Summaries Completed By:


	(Print Name)

(Signature)
	________________________________


Please tick (✓) applicable vehicle category:

QFLEET LONG TERM LEASE (
SHORT TERM HIRE  (
QCS OWNED (
NOTICE TO ALL STAFF

Please note that the distance travelled for home garaging and any other private use of a Queensland Corrective Services vehicle will be recorded as private use.

Private distance travelled, if applicable, is recorded for every car that you drive.

If the amount of private motor vehicle usage and any other fringe benefit exceeds $1,869 per FBT year, this is a reportable fringe benefit (RFBA) and must be recorded on your annual payment summary.  This may affect/limit the level of federal government benefits you can claim, or the amount of child support you may be required to pay.

Please contact Centrelink or the Child Support Agency if you require clarification.

Important Notes:

Before forwarding this log book to PartnerOne Assets Team you must ensure that:
• the front cover has been completed;
• this summary page has been completed;
• the End Odometer Reading has been recorded, based on the last logged journey in this log book or for single driver vehicles, the odometer reading on the last day of the quarter; and
• the End Odometer Reading from this log book has been recorded in the replacement log book as the Start Odometer Reading.
	MOTOR VEHICLE LOG BOOK SUMMARY

	VEHICLE REGISTRATION NUMBER
	

	CENTRE/REGION
	

	BUSINESS UNIT (eg Inala Probation and Parole )
	

	1.  Start Odometer Reading (end odometer reading from previous log book or odometer reading when vehicle acquired from QFleet)
	
Kms

	2.  End Odometer Reading (see notes  above )
	
Kms

	3.   Total Kilometres Travelled
      (2 minus 1) 
	
Kms

	4. Total Business Kilometres 
(as per log book entries)
	
Kms

	5. Total Private Kilometres
(as summarised below)
	
Kms

	6. Total Kilometres
(4 plus 5 must equal 3)
	
Kms


	PRIVATE KILOMETRES SUMMARY

	Driver’s Full Name
	Private Kilometre’s

	
	

	
	

	
	

	
	


MOTOR VEHICLE LOG BOOK INSTRUCTIONS
1.
A motor vehicle Iog book must be maintained for all Agency vehicles, including vehicles that may be eligible for an exemption for FBT.  Agency policy is that only SES Officers (Executive Directors) are permitted to keep a sample 12-week log book. Confirmation of eligibility for this option must be obtained from the Director, Finance and Administrative Services, prior to the election of this option.

2.
Motor Vehicle Log Books are required for all vehicles for the preparation of our annual Fringe Benefits

Tax return. The Fringe Benefits Tax year commences on the 1 April and ends on 31March.

3.
A new Iog book must be commenced–
a. immediately a new vehicle is acquired from QFleet. The start odometer reading must be recorded when the vehicle is collected from QFleet or their agent. If the new vehicle is replacing an existing vehicle, you must finalise the log book for the existing vehicle, summarise the entries and forward it to the PartnerOne Assets Team immediately. The end odometer reading must be recorded when the vehicle is delivered to QFleet.

b. at the start of each quarter (April, July, October and January) for all vehicles held. Replacement log books are issued by the PartnerOne Assets Team. Log books ending the previous quarter must be summarised and forwarded immediately to the PartnerOne Assets Team.
c. • when a vehicle is transferred between Centres or Regions. The previous log book must be summarised and forwarded immediately to the PartnerOne Assets Team.  This enables the PartnerOne Assets Team to maintain an up-to-date record on the location of all vehicles.
4.
Vehicles with more than one driver must have both business and private travel recorded in the log book.
5.
Single driver vehicles (i.e. vehicles driven by senior staff and / or contracted staff) may choose to record their business usage only. However the officer in charge of the vehicle must ensure that if another driver uses the vehicle, all business and private kilometres travelled by the other driver is recorded in the log book.  All remaining kilometres travelled are deemed to be private usage and will be allocated to the officer that the vehicle is designated to.
6. The Australian Tax Office has extremely strict guidelines on what is acceptable and what is not acceptable when describing the ‘purpose’ of a business journey. The following are examples used to identify the ‘purpose of trip’.
	ACCEPTABLE
	NOT ACCEPTABLE

	Client calls / home visits / home assessment
	Business

	Conference on inmate protection
	Course

	Case management
	Various

	Delivery of goods to head office 
	City

	Field visit / Inspect Community Service Projects
	Miscellaneous Business

	Meeting with Regional Manager 
	Meeting


7.
It is vitally important that all fields of the Iog book are FULLY completed on the day of the journey.

All details must be printed in the following format:

Full date (including year) 
e.g. 6/11/99 or 6 Nov 99 (not 6/11 or 6 Nov)

Full name 
e.g. John Bloggs (not ‘JB’ or J Bloggs)

Sign every entry 
Signature

Each field complete
Do not use dittos ( “ ) or abbreviations (unless a legend is stapled in the front of the log book)

8. It is important to note that incorrect, incomplete entries in the log book, or unacceptable descriptions for the ‘purpose of trip’, will, under Australian Tax Office guidelines, be treated as private usage and the associated kilometres converted to a fringe benefit and reported on the employee=s PAYG Payment Summary (previously known as the employee’s Group Certificate).
9. It is important to distinguish between the business use and private use of a car. Please refer to the examples shown below. Any uncertainty should be directed to the Administration Officer in your business unit for clarification. Further queries should be directed through your Administration Officer to the PartnerOne Assets Team.
10. An entry is required for each trip, each day. Entries must not be combined for multiple trips on a particular day or for trips ending the following day. Each leg of a journey must be recorded separately.

An example of accurate log book entries is shown below :

	Date of Travel
	Place of Departure
	Place of Destination
	Odometer Reading
	Kilometres Travelled
	Purpose of Trip
	Driver’s Name
	Driver’s signature

	
	
	
	Start
	Finish
	Business
	Private
	
	
	

	15.Nov.00
	State law Building
	Bundamba
	10,189
	10,259
	
	70
	Dropped mail off and home garaged
	Frank Report
	

	16.Nov.00
	Bundamba

	State Law Building
	10,259
	10,318
	
	59
	Return to work
	Frank Report
	

	16.Nov.00
	State law building
	Bundamba
	10,318
	10,377
	
	59
	On call duties
	Frank Report
	

	17.Nov.00
	Bundamba
	Woodford CC
	10,377
	10,540
	163
	
	Meeting with

General Manager
	Frank Report
	


The following legislation applies to log book entries:
Where a person home garages a vehicle, including on-call duties, journeys between home and the person’s regular place of employment are deemed to be private kilometres. Taxation Ruling MT2027 clearly states that these journeys are deemed to be private, regardless of whether phone calls are made during the trip, the officer is on stand-by duty or on-call, or whether duties such as collecting mail or delivering files to another office are carried out. The main purpose of the journey is to travel between home and work.
Where ‘substantial business duties’ are undertaken on the way to or from a person’s regular place of employment, the trip is deemed to be a business journey. Each leg of the journey must be logged separately. The entries must include an acceptable business description and the times in and out must verify that ‘substantial business duties’ were conducted. Please remember that a short stop over on the way to or from work, for example to collect or drop off mail at the post office or to drop off a file at another office, does not constitute a business trip, as substantial business duties were not conducted.

Vehicle usage outside these definitions must be referred to the PartnerOne Assets Team and a determination will be made on a case-by-case basis. Where a specific decision is made on usage of a particular vehicle, advice will be provided in writing. To ensure consistency and to satisfy audit requirements, a copy of this advice must be attached to all subsequent log books for that vehicle.

Where a person home garages a vehicle for the specific purpose of undertaking a business journey the following day, for example to an alternate work place or conference, all journeys are deemed to be business usage.

Details recorded for ‘Purpose of Trip’ must be acceptable for the trip to be deemed business.
Statutory rules for FBT EXEMPT vehicles are as follows:

Work-related travel in relation to an employee means–
· Travel by the employee between:
· The place of residence of the employee and

· The place of employment of the employee or any other place from which or at which the employee performs duties of his or her employment; or

· Travel by the employee that is incidental to travel in the course of his or her employment.

· Log books must be kept.

· Home to work travel is allowed, however deviation from direct route will put at risk the concession being claimed. For example taking children to school that are not on the direct route; taking spouse/partner to work that are not on the direct route.
Any usage outside the ATO statutory/interpretational guidelines will require tax to be calculated on the vehicle usage for the full year. This will impact on all drivers of that vehicle for RFBA (Reportable Fringe Benefit Allowance) purposes.
Privacy

The Department of Community Safety is collecting the information on this form for the following purposes:

· to ensure the Department maintains accurate and correct employee travel expense records and processes.
· for the Department to discharge its legislative, accountability, administrative, reporting, management, personnel and financial functions.

Collection of this information is authorised/required by Directive 08/09 – Motor Vehicle Allowances, and Directive 09/09 – Domestic Travelling and Relieving Expenses and the Fringe Benefits Tax Assessment Act 1986.
The Department of Community Safety usually gives some or all of this information to the Shared Services Agency, who may provide this information to the Australian Taxation Office.
For further information about privacy and other uses and disclosures of your personal information, refer to the Department’s Privacy Plan.

	Before Completing Details Please Read the Instructions in the Front of the Log Book



	Date of Travel
	Time Out
	Time In
	Place of Departure
	Place of Destination
	Odometer Reading
	Kilometres Travelled
	Purpose of Trip
	Driver’s Full Name
	Driver’s Signature

	
	
	
	
	
	At

Start
	At Finish
	Business
	Private
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