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1 « Introduction

ABP’s Ultra Low Emission Vehicle (ULEV) and Electric Vehicle (EV) Salary Sacrifice Car Scheme is run
by Interactive Fleet Management (IFM) in partnership with Fleet Evolution (FE). This document has
been produced to outline how the scheme works and the benefits of joining. It is important you read
this document carefully.

This scheme supports ABP’s sustainability strategy and commitment to protect the environment and
to support you and your financial wellbeing. It offers eligible employees a cost effective way to lease
an ULEV or EV with additional benefits including road fund licence, insurance, breakdown cover and
routine servicing and maintenance.

The FE team are on hand to guide you through the various options, advantages of salary sacrifice
and will help you order your vehicle. The IFM team will carry out driving licence checks to support
your application and be responsible for finalising your order and managing your vehicle once it has
been ordered and for the duration of your lease.

Contact information
Fleet Evolution Limited

Telephone: 0300 302 0626

Email: driverline@fleetevolution.com

Office Hours:  08:30-17:30
Monday - Friday

Address: The Dovecote
Pimlico Farm, Austrey Lane

Tamworth
B79 OPF

Interactive Fleet Management Limited

Telephone: 01536 536672
Email: abp@interactivefleet.co.uk
Office Hours:  08:30-17:30
Monday — Friday
Breakdown & accident support is available outside of these hours on the number above.

Address: Balmoral House
Kettering Venture Park
Northants
NN15 6XU
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2. overview of salary sacrifice

2.1 The scheme

Under a Salary Sacrifice Scheme, you (the employee) agree to ‘sacrifice’ some of your salary in
exchange for a fully maintained, taxed and insured company vehicle. The salary you sacrifice is from
your gross pay, saving you tax and national insurance. This scheme is subject to Benefit in Kind (BIK)
tax; however, when salary sacrifice is applied to ULEV or EV schemes they can be extremely cost
effective. Savings can be significant, and you can benefit hugely from the tax treatment coupled
with the attractive discounted rates agreed with suppliers.

2.2 Benefits to you

o Abrand new vehicle for 1-4 years. You will have access to an extensive list of vehicles on or
below 75g/km Co2 or an Electric Vehicle through the FE quotation portal. Please note only one
vehicle can be accessed through the scheme at any one time;

o Fixed cost motoring — road fund licence, motor insurance, breakdown cover, routine servicing
and maintenance are included in the price;

e Minimal risks — e.g. no unpredictable depreciation or unexpected maintenance costs;
o No deposit or credit checks required;
o Possible creation of capital through sale of existing car;

o Major discounts — benefit from the buying power and discounts normally associated with
corporate fleets;

o Free delivery to your home or place of work;
« Protection against resignation, redundancy, maternity, paternity, long-term sickness and more;
e Choice from all major manufacturers and models of ULEVs and EVs in the UK;

o Salary sacrifice can also include the cost of a home charging point;
o Option to purchase the vehicle at the end of your lease.

The vehicle quotes provided by FE represent the all-inclusive price you will pay per month for the
duration of your lease.
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3. Summary of scheme rules

Scheme rules
To be eligible for the scheme, you must:

e Be a permanent employee with at least 6 months service at the time you order your vehicle
(note: UKD (Guernsey) employees are not eligible to join this scheme due to not being paid
through ABP’s payroll); OR

e Be on a fixed term contract which is longer than the lease term you choose for your vehicle, and
taking into account the current lead time of your selected vehicle (lead times vary across the
different manufacturers and vehicle models);

e Be aged 21 to 70 (age limits apply for motor insurance reasons);

e Earn a minimum salary of £30,000 before the salary exchange reduction (pay must not fall below
the National Minimum Wage including any other salary sacrifice arrangement you may already
have);

e Earn above the National Minimum Wage after the salary exchange reduction;
e Be a UK taxpayer (i.e. pay tax and NI via PAYE);
e Hold a full valid driving licence for over 6 months;

e Not have any conviction resulting in a driving ban starting AC, CD, DD, DR, IN, MS, TT, UT in the
last 5 years;

e Have no more than 6 penalty points on your licence from any two “Category A” convictions in
the last 3 years (Category A convictions start with codes SP, CU, LC, MW and PC and will be
shown on your licence);

e Be up to date with any payments relating to Salary Sacrifice schemes in respect of any current or
previous agreements (and any other employee benefit schemes) at the point of placing an order.

Entry to the scheme is at ABP’s discretion.
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4. what’s included within your lease

4.1

What’s included

Your monthly salary sacrifice reduction includes;

4.2
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The use of a vehicle as per your order for the period of your lease;

Road fund licence;

Fully comprehensive motor insurance;

Breakdown cover;

Routine servicing and maintenance;

Routine tyre replacement;

Access to the FE team to support you with your order;

Access to the IFM team who will look after you from order to the end of your lease;

Home charge point (if selected at the point of order).

Other points to consider

Your payment does not cover electric or fuel costs and other consumable items (e.g. screen
wash, engine oil etc). Whenever these items need topping up, it is your responsibility to do so.

You will reduce your gross salary for the duration of your lease. This may have an impact on
other arrangements or entitlements such as Student Loans. If you are unsure if this is the right
scheme for you, please seek independent financial advice before applying.

The vehicle will be seen as a benefit on which you will pay tax. This is known as Benefit in Kind
tax (BIK). HMRC will charge you the relevant BIK, based upon the Co2 emissions and list price of
the vehicle. HMRC will need to be notified of your new benefit by you or by ABP via form
P11d/P46 (Car) and you will receive a revised tax code to reflect this BIK. The BIK is reflected in
the quote provided to you, so you can fully account for it. Please see Appendix 1, on page 21, for
the current BIK rates.

The vehicle provided to you can be used for business use, if required. Please note, should you
claim business mileage, you will be reimbursed at the current HMRC Advisory Fuel Rates (AFRs),
which is a lower rate than the HMRC Approved Mileage Allowance Payments (AMAPs) when
using a personal vehicle. Please note, you are not entitled to claim tax relief on the difference
between the AMAP and AFR in your tax return because a vehicle under this arrangement is
considered to be a company car.

The maintenance agreement within your lease does not cover accidental damage. Examples of
this include: glass, body and tyre damage (see also section 7.5 Tyres). You will be able to claim
under the motor insurance policy but you will be liable for the insurance excess (see also section
7.1 Accidents). If you do not claim under the motor insurance policy, you will be liable for the
repair costs in full.

You are committing to a long-term lease. If you choose to leave ABP part way through your
lease, you will need to arrange for the vehicle to be collected on or before your final day of
employment through IFM. The vehicle will need to be clean, in good condition and within pro-
rata mileage.
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5. Ordering a vehicle

5.1 How to obtain a quote and place an order

The FE quotation portal will guide you through all the vehicles and quote options open to you.
Quotations provided will include road fund licence, fully comprehensive motor insurance (including
business use), breakdown cover, routine servicing and maintenance and routine tyre

replacement.

To request access to the FE quotation portal you will need to contact FE or request access via
www.fleetevolution.com/abp-request-a-login/ (see appendix 2). You will need your Personnel
Number (shown on your payslip). This will be used as your username and will form part of your
password (see appendix 3). Your password will be the last 4 digits of your Personnel Number
followed by the first 3 letters of your surname, all lower case. If your details do not work for any
reason, please contact FE.

When logged on, you will need to enter your gross salary and tax rate location in order to receive
quotes that calculate your gross and net salary deduction. Once this information has been provided
you will be able to search all available vehicles by style, economy, NCAP safety rating or even boot
size.

Once you have produced a quotation, you can save it or progress it by confirming your order. You
can also save a selection of quotations to review later. The Gross Salary Sacrifice is the amount that
will be deducted from your gross salary, and the figure you will see on your payslip. The Monthly
Cost to you is the amount that your take home pay will be reduced by after BIK, tax and NI savings
are taken into account.

Please note the contract mileage is completely flexible to suit your requirements (a maximum
mileage limit may apply) but you must state the mileage you will cover whilst you have the vehicle
before you place the order. This allows the financial calculation to take account of the impact of the
mileage.

If you are happy with your quotation and the lead time on the vehicle, simply select ‘order’. FE will
provide you with an online insurance application form (see appendix 4) and will request IFM to send
a link to you, in order to check your driving licence. FE will also confirm your eligibility to join the
scheme with ABP based on the scheme rules.

When we have provided you with an insurance quote and have received your driving licence check
result, you will be sent an order form, confirming your order and the change in your employment
terms and conditions (see appendix 5). The order form will be based upon your specified gross
salary.

After you have checked, signed and returned your order form just relax and IFM will proceed with
ordering your vehicle and provide confirmation (see appendix 6). Once ordered, regular order
updates will be provided.

fleetevolution
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5.2 Home charge point

You can select the option to include the standard installation cost of a home charging point for your
vehicle into your salary sacrifice amount. You will need to include this option at the point of
ordering your vehicle through FE. When the charge point company assesses your property for the
installation, they will discuss the best location for installing your point. If the charge point company
determines during the assessment that the cost of installing a charge point will exceed the standard
installation cost (i.e. extra cabling is required), you will be required to pay the charge point company
the additional cost directly. If you fail to pay the charge point company this cost will be deducted
from your net pay. If you include an EV Charge Point within your Salary Sacrifice arrangement and
you leave your employment before the expiry of your lease, you will be charged for the outstanding
balance on a pro-rata basis.

5.3 When your vehicle arrives in stock

As soon as your vehicle arrives in stock with the supplying dealer, another driving licence check will
be carried out to confirm your licence continues to meet the scheme eligibility criteria. When
confirmed, IFM will arrange delivery of your vehicle with you to your home or place of work and
provide you with your P11d value notification letter (see appendix 7). You may notify HMRC that you
have taken delivery of your new vehicle via the HMRC website, https://www.gov.uk/log-in-register-
hmrc-online-services or ABP will inform HMRC (on a quarterly basis). Once the information has
been provided to HMRC they will issue a new tax code.

Following delivery, your payslip will show a reduction in gross pay equal to the amount you have
agreed on your signed order form, in the next available payroll. If any additional deductions are
required, in accordance with items specified within this pack (e.g. parking fines, excess mileage
charges), they will be deducted from your net pay.

You are responsible for checking your payslip on a monthly basis to ensure deductions are correct.
Any issues should be raised immediately with ABP HR Services.

5.4 Additional drivers

You may nominate up to 4 immediate family members aged between 21 and 70 to be able to drive
your vehicle. They must have held a full valid driving licence for a minimum of 6 months and be
insured on your salary sacrifice vehicle. You must be the main user of the vehicle and you cannot use
the scheme to order a vehicle which will solely be used by a spouse, partner or immediate family
members.

5.5 Driving licence checks

To fulfil ABP’s health and safety and duty of care requirements, as participants in the Salary Sacrifice
scheme, we will require you and your additional driver(s) to complete a licence check. Once you
have placed an order, IFM will send you and your additional driver(s) a licence check link to complete
online via the DAVIS licence system.

IFM will be able to check the validity and status of all driving licences throughout each year of your
lease. You will be contacted if there are any issues with your licence checks.

fleetevolution
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To remain within the Salary Sacrifice scheme, you and your additional driver(s) cannot have or
accrue more than 2 “Category A” convictions (+6 points) in the last 3 years (Category A convictions
start with codes SP, CU, LC, MW and PC and will be shown on your licence) and convictions starting
AC, CD, DD, DR, IN, MS, TT, UT in the last 5 years.

If you receive more than 6 points or a driving ban whilst in the Salary Sacrifice scheme you will be
asked to leave the scheme, which would result in a cost for terminating your lease early.

IFM will share all licence check results and information with ABP to fulfil their health and safety and
duty of care requirements and with FE to obtain accurate insurance quotes.

5.6 Ensuring additional drivers are insured to drive your vehicle

You must ensure that you provide the details of any additional driver(s) at the time you place your
order. If you fail to disclose details of any additional driver(s) they will not be covered under the

motor insurance policy and you will be liable for any costs that may subsequently be incurred whilst
they are driving.
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6. During your lease

6.1 Your obligations as a salary sacrifice driver

As a driver you should:

. Ensure you drive within the legal requirements;
. Ensure your vehicle is in a roadworthy condition;
. Regularly check and maintain brakes, fuel, oil, batteries, water level, tyre pressure levels and

tyre tread depth, lighting, steering, windscreen wipers and washers to ensure they meet
legal safety standards;

o Carry out routine services as required by manufacturer's specifications;

. Act on all warning notifications as they appear on your vehicle’s dashboard;
o Arrange immediate repairs when necessary;

. Adhere to all other obligations set out in your motor insurance policy;

. Adhere to the ABP Driving on Company Business policy.

6.2 Change in personal circumstances

If your personal circumstances change you should contact IFM to discuss any issue impacting your
lease. Below are example circumstances which could impact your lease:

o Mileage amendment

Sometimes, for example, due to a house move or change in job role it may be necessary to amend
your agreed contract mileage. As soon as possible, please contact IFM who will advise whether a
guotation to adjust your lease can be obtained. If you do not contact IFM, you may incur an excess
mileage charge at the end of your lease. IFM will also review your mileage annually, where possible,
and may advise you if your lease needs realigning. One mileage re-write change is allowable during
the term of your lease. You are only permitted to request a change after the first 12 months of your
lease has passed or if there is 12 months or more remaining on your lease.

e Change of contractual hours

If you change your working hours, you can retain your vehicle providing that your income levels do
not fall below the National Minimum Wage as a result. Where income levels fall below this limit you
will no longer be able to continue with your lease and will be liable for any costs in returning the
vehicle or alternatively you may purchase the vehicle. As soon as possible, please contact ABP HR
Services who will check the impact of your change in hours.
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6.3 Parking fines and charges

When any type of contravention is received against your vehicle, IFM will notify you and provide a
copy of the notice. It is then your responsibility to make a decision, within 48 hours of receipt of the
notification, as to whether you accept and settle the contravention; or wish IFM to make
representation to transfer liability for the contravention into your name for you to dispute with the
issuing authority (where possible). If you fail to notify IFM of your decision within 48 hours, IFM will
automatically pay the contravention and you will be invoiced directly. You will be charged an
administration fee of £10.00 + VAT for each fine paid. If payment is not received within 30 days, an
additional £50 non-payment fee will be applied, and the full amount will be deducted from your net

pay.
ABP, IFM and FE will not be held liable for any increase in fine amounts during this process.
6.4 Speeding contraventions

If you have been caught speeding, any such notification will initially go to the lease company as
registered keeper of the vehicle. Representation will be made into your name and it is your
responsibility to identify who was driving the vehicle at the time.

If you are endorsed with more than 6 penalty points during your lease, this may lead to you having
to return your vehicle or having your lease realigned (if possible), as this may affect your insurance
premium.

IFM will check the possible impact on your eligibility to drive by carrying out another driving licence
check and will advise FE of any speeding contraventions so they can notify your Insurer. This may
affect your insurance premium.

6.5 Contract mileage

Your lease will be based upon a pre-determined annual mileage which must be agreed at the time of
ordering your vehicle.

When you order the vehicle, you commit to a mileage figure that you are expecting to cover during
the lease period.

If, during your lease, you suspect that you will exceed the agreed mileage, for example, due to a
house move or change in job role, you may amend the agreed contract mileage, at any time after 12
months from the start of your lease or if there is 12 months or more remaining on your lease and
subject to ABP’s approval. Only one mileage amendment may be made during the term of your lease
and you may be subject to an administration charge. Please contact IFM to provide your current
mileage and the revised mileage you would like; they will confirm your eligibility and if appropriate,
issue a lease realignment quotation (see appendix 8).

Please note that any amendment will apply from the next available payroll following receipt of the
signed lease realignment quotation. Amending the annual lease mileage may result in an increase or
decrease of the amount of salary you sacrifice.

Interactive
Management
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6.6 Usage restrictions

You are permitted to use the vehicle for business purposes and for personal use. On no account can
the vehicle be used for a taxi business, rental or competing in any form of rally or motor sports. The
use of the vehicle for any type of driving tuition is prohibited.

You will not remove, change or interfere with any registration plate, identification or trademarks
affixed to the vehicle, nor permit any such removal, change or interference without prior written
consent. If you wish to assign a personalised registration to your vehicle, please contact IFM. IFM will
liaise with the lease company to arrange this for you.

You will not, nor will you permit, the painting, signwriting, lettering, impression or erection of any
lettering, writing or designs on the vehicle nor deface or permit defacing of any of the paintwork or
body without our prior written consent.

You will not use nor permit the vehicle to be used for towing outside the manufacturer’s
recommended, or any statutory, towing limits. You will not affix any towing equipment to the
vehicle, without prior written consent.

You will not affect any modification to the vehicle, fit non-standard tyres or use non-standard fuel or
fuel additives without prior written consent.

You will not load nor permit any loading of the vehicle beyond the loading recommended by the
manufacturer of the vehicle's plated capacity weight.

You will always ensure that the vehicle is used in a manner consistent with the manufacturer’s
recommendations.

You will not use the vehicle in a manner that will invalidate any insurance policy for the vehicle.
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7. Day to day running of your new vehicle

7.1 Accidents

You must notify IFM of any accident/damage immediately. Where an accident involves a third party
or third party property, IFM will provide appropriate support.

If an accident does not involve a collision with a third party or a third party’s property, and the cost
to repair the damage is less than your insurance excess, you should arrange for your vehicle to be
repaired before it is returned at the end of your lease. All minor damage costs which are not met by
the insurance policy should be met by you at the time of repair or they will be deducted from your
net pay. Examples of this type of damage can include but is not limited to; small surface scratches to
paintwork, damage to alloy wheels, stone chips or damage to upholstery caused by driver misuse or
negligence. A copy of the British Vehicle Rental and Leasing Association (BVRLA) Fair Wear and Tear
guidelines are available upon request. For any claims on your motor insurance policy, you will be
invoiced for the £250 excess directly.

7.2 Windscreen replacements/damage

You must always ensure any chips or cracks are repaired swiftly. Windscreens are not covered by the
maintenance package provided with your vehicle but are covered under your insurance policy.
Please contact IFM who will be able to assist you with arranging a replacement or repair.

7.3 Recharges that could occur
Other examples of events which may incur a recharge are shown below:
e Recovery after running out of fuel or misfuelling;
e Locking yourself out of your vehicle;
e Tyre damage and unrepairable punctures;
e Vebhicle being returned dirty and/or with odour in the interior;

e Missing a service (a penalty of a minimum of £500 will be chargeable, higher costs may be
chargeable dependent on manufacturer);

e Causing damage to the engine/motor/battery through driver error;
e Any other event where the driver has shown negligence.

All recharges will be invoiced to you directly.
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7.4 Routine services, maintenance and MOTs

You are responsible for arranging routine maintenance, servicing and MOT tests (where applicable)
but to make this process easy for you, call IFM who will assist you with making your booking.

Your vehicle must be serviced in accordance with the manufacturer's service schedule by an
authorised garage or the warranty for the vehicle will be invalidated. If any warranty claim is
rejected due to lack of routine servicing, you will be invoiced for any costs.

You must ensure that the authorised garage stamps the service book (if applicable) after each
service. When returning a vehicle, the service book must accompany it (where supplied).

7.5 Tyres

Replacement standard tyres are included in the maintenance package with your vehicle and no
recharges will be made for worn tyres. Tyres damaged by driver abuse, i.e. kerbing or unrepairable
punctures will be invoiced to you based on a percentage of the unused tread.

If you require a new tyre, you can arrange this by calling IFM, who will direct you to the nearest Kwik
Fit tyre centre or where possible, Kwik Fit mobile can arrange for a mobile tyre unit to come to you
at home or work.

7.6 Breakdown assistance

Breakdown assistance is included within your lease. In the event of a breakdown, contact IFM who
will transfer you to The AA. The AA team will take your details and arrange for a recovery agent to be
sent out to you.

If your vehicle cannot be repaired at the roadside it will be uplifted to a nearby garage or your home.
The recovery agent will take you and your passengers to a location within 20 miles. If your location
is over 20 miles, a recovery mileage of £1.80 per mile (incl. VAT) will be invoiced to you.

7.7 Driving abroad

To take your vehicle abroad you must contact IFM at least 14 days before you travel for an
application form, so that a Vehicle on Hire Certificate (VE103) can be issued, a letter of authority can
be obtained from the lease company and they can ensure that the vehicle is covered by European
breakdown cover*.

Once your application has been acknowledged by IFM, a fee of £20 + VAT for providing a VE103
certificate will become payable. Please call IFM to make an electronic payment.

Once the fee has been received, a travel abroad document pack will be issued to you containing the
VE103 certificate together with the letter confirming authorisation for you to take the vehicle
outside of the UK.

The VE103 and letter of authority will remain valid for 12 months as long as your personal details
and vehicle information do not change.

Without the original copy of the VE103 certificate you may find yourself unable to take your vehicle
out of the country or could have your vehicle impounded at the port or whilst abroad.
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*European breakdown cover will either be provided by the manufacturer of your vehicle or by The
AA European breakdown service.

7.8 Invoicing

Any additional charges and administration fees stated in this section will be invoiced by FE. If
payment is not received within 30 days, a £50 non-payment fee will be applied, and the full amount
will be deducted from your net pay.
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8. Change of circumstances/life events

8.1 Leaving ABP

If you leave your employment before the end of your lease no early termination charges will apply,
provided that you give at least 30 days’ written notice to IFM and subject to any excess mileage
charge or end of lease damage charges. You also have the option to purchase the vehicle.

This applies to all reasons for leaving including voluntary (e.g. resignation) or non-voluntary (e.g.
redundancy).

8.2 Handing back the vehicle early

You may terminate your vehicle prior to expiry of your lease, without cost (subject to any excess
mileage charge (pro-rated) and/or end of lease damage charges), under any of the reasons below:

o where a life changing illness or injury occurs and the DVLA determines that you can no longer
drive a vehicle; or
e where a terminal illness is diagnosed.

All requests for early termination of your lease must be sent to IFM.

If you wish to return your vehicle for any other reason not listed above, you will be liable for all
costs associated with the early termination of the vehicle (see below), which will be deducted from
your net pay.

8.3 Early termination charge

The early termination charge will be 40% of the outstanding rentals for the remaining lease term,
plus any applicable excess mileage charge (pro-rated) and/or end of lease damage charges to the
vehicle, outside the BVRLA fair, wear and tear guidelines. Please note that the salary sacrifice
reductions are collected in whole months and no credits will be given for part months.

8.4 In the event of absence

If you are absent from work for more than 30 days’ due to sickness, maternity, adoption or
paternity leave you may retain your vehicle.

ABP will continue to process your salary reduction until you reach statutory level or National
Minimum Wage. To simplify; if you receive 50% of your full pay during a month, ABP will process as
much of your reduction as possible without taking you below National Minimum Wage. If your pay
reaches the statutory level or falls below the National Minimum Wage the salary reduction will not
be applied.

You may remain in the Salary Sacrifice scheme whilst absent/on leave, for a maximum period of
twelve months, from when your relevant leave commenced. If at any point you leave ABP or your
leave exceeds twelve months you may terminate your vehicle prior to expiry of your lease, without
cost (subject to any excess mileage charge (pro-rated) or end of lease damage charges), provided
that, you give at least 30 days’ written notice to IFM. You also have the option to purchase the
vehicle.

Interactive
Management
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8.5 Vehicle requirement changes

Your lease is for a fixed term, but we realise that things may change — for example, new arrivals
mean a larger vehicle may be required. If your needs change, please contact IFM. It’s not always
possible to change the vehicle without any penalty but we will always try our best to accommodate
your request.

8.6 Outstanding cost of home charge points
If you have included an EV Charge Point within your Salary Sacrifice arrangement and you leave your

employment before the expiry of your lease, you will be charged for the outstanding balance on a
pro-rata basis.
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9. End of lease events

9.1 End of lease options

You will be contacted by IFM approximately 6 months before the end of your current lease to discuss
your options. The options available are:

. Order a new salary sacrifice vehicle to replace your current vehicle at the end of your lease;
. Purchase your current vehicle and leave the scheme;

. Purchase your current vehicle and order a new vehicle; or

. Return your current vehicle and leave the scheme.

You may order a new vehicle before your current lease has expired, which depending on lead times
may be delivered on the day your old vehicle is collected. If you wish to continue taking part in the
scheme, we recommend you order your new vehicle as soon as possible to ensure a smooth
transition.

If you are still deciding on what vehicle you want to order next, or if it is going to take longer to be
delivered than anticipated, we may be able to extend your current lease while you wait. These
informal extensions are agreed on a month by month basis and are continued at the current
monthly cost of your existing lease, as per your original signed vehicle quotation. An extension may
not always be possible; in which case we will endeavour to provide an alternative vehicle.

You will be contacted periodically until you have informed IFM of your decision.
9.2 Purchasing your vehicle

If you would like to purchase your vehicle at the end of your lease, contact IFM with your
registration number and current mileage. A price to purchase your vehicle will be obtained from the
lease company. We are unable to provide this price until towards the end of your lease as vehicle
values can change at any time.

9.3 Collection of your lease vehicle

We will arrange collection from a mutually agreed location. Due to salary reductions being collected
in whole months and no credit being given for part months it is advised that you arrange a collection
date with IFM that is as near as possible to the date in the month that you received the vehicle. For
example, if you received your vehicle on the 30th of the month you may wish to return your vehicle
on (or just before) the 29th of the month.

You will need to be present at the time of collection to carry out the return inspection alongside the
collection driver. A note of any damage (if any) will be recorded on the vehicle inspection report and
the odometer reading taken and recorded. You will need to sign the vehicle inspection form on
handover.
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We would expect the vehicle to be returned within the agreed contract mileage, clean, in good
condition and damage free (i.e. to ensure the vehicle is legal to drive), additionally you are expected
to ensure:

e You check the vehicle thoroughly for any personal items and remove them prior to collection as
they will not be retrievable following collection;

e Any personal information is deleted from the vehicle, for example, call logs, phone numbers, sat
nav address etc;

e There is sufficient charge or fuel in the vehicle to travel at least 60 miles. Please note we may
require you to return your EV vehicle with more electric charge, depending on the collection
location, to enable the collection driver to arrive at the nearest charge station safely after the
vehicle is collected;

e The vehicle includes the charging cables, service book, mats, codes, keys and spare keys (you
will be liable for costs associated with replacing these items where they are not included,
which will be deducted from your net pay);

e Any items provided with the vehicle remain in/on the vehicle;

o You remove any accessories fitted to the vehicle at your expense after delivery such as roof
racks, tow bars etc. Any damage caused by the removal of such items will be charged to you
and deducted from your net pay.

You will need to ensure that the vehicle is in a roadworthy condition and any damage repaired,
outside of the BVRLA fair, wear and tear guide (a copy which is available upon request) before
collection.

We recommend you get a vehicle refurbishment specialist to inspect the vehicle prior to collection
to avoid any charges. Where a vehicle is returned damaged IFM will assess the damage and you will
be invoiced for the repair costs accordingly by FE. If payment is not received within 30 days, a £50
non-payment fee will be applied, and the full amount will be deducted from your net pay.
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The table below details the current Benefit in Kind (BIK) tax rates to 2027/2028. Your BIK value is
calculated by multiplying the vehicle’s P11d value (list price of the vehicle including optional extras,
VAT and delivery charges, minus the first year registration fee and annual road fund licence) by the
Co2 and electric vehicle range banding your vehicle sits in. Your BIK rate will also be detailed within
your quotation. Please note; current Benefit in Kind rates are set until the end of the tax

year 2027/2028.
Co2 Electric
From Co2 To Vehicle | 2024/25 2025/26 2026/27 2027/28
Range
0 0 n/a 2% 3% 4% 5%
1 50 130+ 2% 3% 4% 5%
1 50 70-129 5% 6% 7% 8%
1 50 40-69 8% 9% 10% 11%
1 50 30-39 12% 13% 14% 15%
1 50 0-29 14% 15% 16% 17%
Page 21 of 31
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Appendix 2 — Request a login
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ABP: Access Quote Portal

Tao access the quote portal, please fill out the form below and our tearn will get back to you with your personalised login details in
line with AEP's scheme rules.

Request a Login

First Name*
your first nome

Surname *
Your sUrnome

Employer *

Company nome

Date of Birth *
dafmmdny

Your Email *
best contoct email

Contact Number *
best contoct number

Personnel Number*
_',-':lu.',l:lE.’:':ll".'?E.' number

Start Date with Employer* -
the dote you started

Communication Preferences*
How do you went us to communicote
with you ahout the scheme, plegse

Email Phone

ensure ot legst one is ticked or we
cannod communRicate with you regarding
the scheme.

Do you want to be added to our* Yes No
email marketing list?

By choaosing "Submit’, you accept the terms as outlined in the employes pack.
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Appendix 3 — Login details & link to portal

Dear XXXX

Thank you for taking an interest in the ABP Salary Sacrifice scheme for Ultra Low Emission Vehicles
& Electric Vehicles.

Please find below your login details to access the quote portal.
Your Username is your Personnel Mumber (as shown on your payslip).

Your Password is the last 4 digits of your Personnel Mumber and first 3 characters of your sumame
(lowercase).

Link to quote portal: https://fleetevolution.hosted.jaama.co.uk/Live/BrokerQuotes/Account/Login

Remember for comparison purposes, the price you see is the all inclusive cost and your cost is only
displayed after you choose the "salary sacrifice’ tab and enter your salary (base salary).

When you are happy with a quotation and lead time on the vehicle selected, proceed with your order.
You will then be sent a link to complete an online motor insurance application form and Interactive
Fleet Management will commence the driving licence check process. Results from the driving licence
check will be shared between, ABP, Interactive Fleet Management, Fleet Evolution and the motor
insurer to allow an accurate insurance guote.

Remember, the greener the car the bigger the saving!

If you have any questions regarding your access or how to use the quote portal, please contact the
Fleet Evolution team via driverline@fleetevolution.com or call 0300 302 0626.

Kind regards

Driverline Team

dariverline@riestevolution.com

Tel: 0300 302 0626 | Web: www. Nastawvolulion.com
Dffice: Fleet Evolution, The Dovecole, Pimlico Farm, BTS OPF

000®0
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Appendix 4 — Insurance application online form

FERIOMAL RO ITEFRIAL AREIN D D TOEING
DETRILE DR FrERY LIDVCAT NORES. DNWICTIONS &
Insurance application form
Personal details
ez Mo

MENT =
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1 a 3 4 5

PERIOMNAL ADDITHINAL FARKIND MOTOEING INSURANLCE
ODETARS DRIVERS LOCATONS CONVICTIONS & COMIDET BO™S,
ACCRIOENTS

Additional driver information

Up ta 4 addrional drivers are permited. Please onsure each additonal driver's information is onane e and cach bow s

filied bn. Rememider 0o St a new line for £ach addickanal driver.

Titde: Ful name: Date af birth Address Emadl address | Contact numbser
2
@
+ Add additional drivers
)
Redxtionship o Dirbwers licence Mature of
drhver no Licence type: Dt obstained Dcrupation business
=}
L=}
+ Add additional drivers
4]
Any DVLA declarable dizabilities or medical conditions?
Mame YN - specify
=}
L=}
+ Add more
4]
S PREVIOUS NEKT *
1 2 ﬂ '] 5
FERSOMNAL ADDITMFNAL PAREING MOTORING INSURANCE
DETARLS DRFFERS LOCATIOINS COMYCTIONS & CONDITHINS
ACCEDEMNTS

Parking locations

Winere will the wehide be kept owernighs?

Garage | Drive | Offroad () Behind gates | Street cutside home () Strest away from home () Other

Oecher Location

whiere wil the wehicle be kept duning the day?*

Ly Secure work car park Fullic car park Oni road parking Oher

DOeher Location

< PREVIDUS NENT >
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PEREONAL ADDITIONAL PARKING MO TORING INSURANCE
DETAILE oRFFERY LOCATIOMS COMWIETIONS & COMDITIONS
HECIDENTS

Motoring convictions

Has any driver receved a matanng conviction In the yearsT I 5o, please detall beiow.

Mumer of moanths banned (it

Full name ‘Offence code Date PenaloyTine 2pph cabie)
=]
@
+ Add conviction
@&
Accidents
Haz any drtver been iInvoived inan acckient in she st 5 years? Fso, ploase detl below.
Wihio was at
Full name Reasen for claim Date ML affectes? Cast of damage fauie?
@
-]
« Add accident
@
No ciaims bonus
How many years? How did you eamn your no daims benus? (e g. persenal can'company car)
=]
-]
= Add Row
@

Pleose note, ot the end of your fease, the insurer wil provide you with written confirmation of your chaims history. This is
not certified No Clalms Boaus thet afl insurers will sccept. However, [n our experience, the majority of 5* Defagio roted
insurers mﬂwfﬂfﬂﬂi(mwﬂﬂﬂﬂ ﬂfﬂl‘l Cloims Bomus.

< PREVIDUS NEXT >
! : a N u
PERSOINAL ADOITRINAL PAEKING MOTGEING INSURANCE
DETAILS oRERS LOEATIONS CONWICTIONS & CONDITIONS
AECIOENTS

Have any drivers named ever had any of the following?

Increased premiums or special conditions?

T Yes () Mo

If yes, pleasc provide detafs

FRefused pokcy rencwal or had any cover cancelied?™

Yes [ No

If yes, please provide decaks

I confirm that the dsformanion previded & corredt and compiere. | ewderstand that §f any of che infermation proviged (s
IMCSTTRCE, My inarance poalicy may be concelled or froared o5 thaugh & never aeisred. Any chaim [ maks may Be refected or me
Jully paiel awd my inserance cost may acrease os e result of this. | henety give sutbority for the insurance broker to speok to

Fleet Evolution Led on my behalf regording my paticy. By signing this decleration, f confirm shat dnterocive Floet Monagement
caw share my ng lcence Fieer inswranee braker.

Full rame*
Signarure*

Date®
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Appendix 5 - Your Order form

Your Order

ricclcyv

Company Name Employee Name «DriverNames Quotation Number «QuoteNumbers Date Created «QuoteCreatedDatex»

This order is valid for 30 days from the date created

Vahicle: aVehicleFullNamex

Fitted With:  wOptionsDescriptionss

co2 «CO2gkm Excess PPM (exc VAT) aExcassPPMEXVATS

ContractTerm Total Co Wileage AtifeDistancen Company Car Benefit in Kind Tax Future

BIKT: s BIKT:

209 Tax Payer «BIK_PM_20P1n wBIK_PM_20P22

409 Tax Payer «BIK_PM_40P1» wBIK_PM_40P2»

Gross Salary Sacrifice «GrossSalarySacrificen Delivery Address

Tax on this benefit «IncomeTaxOnCar»

NI Saved «NISaved» i

Income Tax Saved «IncomeTaxSaveds Date.

Monthly Cost to you® «NetCostToEmployee»*

*Monthly cost to you is how much your net pay will reduce by. The net cost assumes a change to
your tax code to sccount for Benefit [n Kind [BIK) tax. HMRC will ne=d to be notified of your new

fit by you ar by your Employer via form P11d/P46 (Car). Ultimately it is your responsibility to
ensure HMAC are made aware of your new benefit. This cost may change to reflect insurancs on
inception or snniversary should you receive a driving conviction or changes to your claims histary.
The Co2 and Company Car Benefit in Kind Tax values are the current valuss at the time of producing
‘this order. Please be aware that these are not confirmed until the vehicle is registered and may be
subject to change.

Your Order i valid for

from the date created.

riecicy

ing the Salary Sacrifice Scheme, you are confirming that you accept to vary your terms and Termination

conditions of emplayment in accordance with the Employment Rights Act 1935, You understand that the lease is for a fixed pericd specified on this arder.

This arder and tha Employee Pack confirms your gresment to enter into the Salary Sacrifice Scheme and you If you wish to terminate the lease whilst still employed, the early terminztion fee is 40% of the

will be bound by the scheme terms and conditions which are set out here and within the Emplayee Pack. rentals, plus any applicable excess mileage charge (p d) and/or end of lease damage charges to the vehicle,
outside the BYRLA fair, wear and tear guidelines.

Salary Sacrifice

The Salary Sacrifice Scheme allows you ta receive 2 fully maintained, taxed and insured company vehicle If you leave your employment before the end of your lease no early termination charges will apply, provided that

through Interactive Fleet Management and scheme partner Fleet Evolution. You agree that your Employer will you give at least 30 days’ written notice to Interactive Fleet Management and subject to any excess mileage

reduce your gross manthly pay by the amount specified within your vehicle order in exchange for 2 vehicle. You charge or end of lease damage charges. You also have the option to purchase the vehicle.

accept that the exact net deduction is subject to changs based upon changss in legisiation and tzxation rules.
Insurance

Milsage Fleet Evolution arrange for fully comprehensive mator insurance to be induded within the scheme. You

You understand that should you exceed your contract mileage; we may recommend that you have 2 lease understand and acknowledge that you are liable for any damage or other third-party costs arising from 2 daim

realignment to reflect yaur actual mileage covered. I no lease realignment is made, you will receive an excess
mileage charge 2t the end of your lease if you exceed your contract mileage.

nat cavered under the palicy.

[l Cencelistion
Additional Charges If you cancel your arder before delivery, you may be charged 3 cancellation fee. Once your vehicle has baen
You understand and acknawledge that far the pericd of your lease you shall be liable for all types of fines, M deliversd, you understand that the Termination rules sbove apply.
penalties and charges, excess mileage charges or vehicle damage recharges including insurance excesses and
uninsured losses. Salary Based Benefits

You understand that by entering into the schems, your future borrowing capability may be affected a5 by doing

You acknowledge that these costs will be your responsibility and will be recharged directly to you by Flest H 5o, you will reduce your net pay.
Evolutian. A £50 nan-payment fze will be applied if not settled within 30 days of the invaice date and the full
value af the invoice zlong with the administration fee will be deducted from your net pay. Electric Vehicle Charging Points

If you have included an EV Charge Paint within your Salary Sscrifice arrangsment and you leave your employment

additional Payrall Deductions before the expiry of your lease, you will be charged for the outstanding balance on a pro-rata basis.

You authorise your Employer to make deductions from your pay for any charges incurred on your behalf which
yau have not paid directly to Fleet Evolution. These could include (but are not limited to) excess mileage
charges, early termination charges, fines and recharges for repairs outside of the BYRLA fair, wear and tear

guidelines. Signed:

Lone-Term Absence Due to Sickness, Maternity, Adoption or Patemity Leave Date:

If you are absent from work for more than 30 days’ due to sickness, maternity, adoption or paternity leave you

may retain your vehicle. Your Employer will continue to process your salary reduction until you reach statutary Company Name Associated British Ports
level or National m Wage. If your pay reaches the statutory level or falls below the Naticnal Minimum Employee Name «DriverNames

Wage the salary reduction will not be applied. You may remain in the Salary Sacrifice scheme wihilst absent/on Quotation Mumber «QuoteNumbers

leave, for 2 meximum period of twelve months, from when your relevant leave commenced. If at any paint you Date Created «QuoteCreatedDaten

lezve your Employer or your leave exceeds twelve months you may tarminate your vehicle prior to expiry of
yaur lzase, without cost (subject to any excess milezge charge (pro-rated) or 2nd of lease damage charges),
provided that, you give at least 30 days” written notice.

Checkine Your Elieibility to Drive

You agree to Interactive Fleet checking your enti to drive and licence detsils with the
DVLA throughout your lease. You have completed a DVLA licence check mandate {vis the online link) to
facilitate this and you agree that such information may be shared with your Employer, Fleet Evolution and the
Insurance company.
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Appendix 6 — Order confirmation

Dear xxxsxx

Ve would like to thank you for your order.

Please check the specification outlined below carefully and contact us immediately if anything is not
as expected.

Order number:

Driver Name:

End User Company:
Vehicle specification:
Colour:

Trim:

Factory Options:

Dealer Fitted Options:
Estimated delivery date:

If we do not hear from you, we shall progress your order providing regular updates and contact you
when your vehicle arrives in stock.

If you have any guestions, please contact the Interactive Fleet Management team via
abpi@interactivefleet.co.uk or call 01536 536672.

Kind regards

Account Manager
+44 (01536 536672
i interactivet) k
/- hittp e interactivaflest co uk

4

@ Interactive
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Appendix 7 — P11d value notification

18 dure 2022 Interactive
Heet Management

Mr A, B. Ports. FORWARD THMEIMG FOR FLEETS
Aseotiated British Pors

P11D Value Notification

Dear My A B. Pons

We are abla to confirm the P10 vahes as supplied by your leaze provider, together with the Co2 ermssions of the wehicka for tax
purposas, as well as other information you may wish o record,

Registration Number: AB12 3P0

Our Referance:

Your Referance;

A21065

Diriver: Mr A, B, Porls

Viehicle: BMW 3 Series Saloon 313e M Sport 40r Aute
CaolounTrim Metallic Mineral Gray

P11D Vialue: £41,3895.00

CO2 Valus: EL]

Engine CG: 1958

Chassis Number; WAAIPSESNO0HKIEATT

Hey Number:

Radio Code:

Date of Registration: 19 November 2021

Fuel Type: Hybrid

RDEZ? standard: Yes

EV Range: 32

Extras: Vernaaca leather - Black with grey stitching. Stereo speaker system

with 2 mid range speakers in the front deor tims and rear. Standard
seal lor driver and passenger with manual adjustment. Matallic -
Mineral gray. Bluatooth hands free facility with USE audio interface
with audio streaming.Adaptive LED Headlights, 18" NON-RFT M
double spoke bicolour orbit grey light alloy wheels - Style TS0M i

In accardance with current guidelnes sat aut in the ralavant legislation, the P10 value (@ based on the Manufasturers ligd price for the

wehicle on the day preceding registration and any difference between praviausly sdvised P11D value and the amoun shown abave will be
dui to & change in list price or rone edras. Co values may change as a resull of vardous factons including oplional extras and Lyre size.

You may need to adjest the P10 valua in tha event that accessonas costing more than £100 have been fitted to the vehichy subsequent
o delivesy or where the diver has made a capital contribution,

Inleractive Flagl Hanagemerﬂ rakes ey effart 1o enguie that all of ihe above indomrnation & accurale, however, we cannol mpt any
liability for its accuracy,

W thank you far placing your business with us and if we can be of any further assistance. please do not hesitate to contact us.

Yours sincenely
Inleractive Fleatl Management Limited

Fleet Admin Department
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Appendix 8 — Lease realignment quotation

Interactive
Mr A B Ports
1 5treet Name
London
SWILA XXX
21 July, 2022
Dear xuxxs

Please find below your quotation to realign your current Salary Sacrifice lease.

This Salary Sacrifice lease realignment guotation is valid for 7 days.

Contract Number: 1480

Registration Number: LD21XXK Latest Mileage: 3060

Make Model: TESLA MODEL X000

Quotation Reference: 1070 Current Details Realigned Details
Contract Term (Months) 48 48
Contract Mileage 20000 40000
Contract End Date 30 March 2025 30 March 2025
Remaining Payments 16 16

Gross Salary Sacrifice amount £735.11 £835.25

If you wish to proceed with this Salary Sacrifice lease realignment quotation, please return a signed copy of this
quotation to abp@interactivefleet.co.uk.

This Salary Sacrifice lease realignment guotation is subject to ABP's approval to ensure you still meet the schemes
eligibility criteria.

Upon receipt of the signed quotation and approval from ABP, the lease realignment will take effect from the next
available payroll and continue for the remainder of your lease.

Signed: Date:

If you require any assistance, please do not hesitate to contact us on 01536 536672 or via email
abp@interactiveflest.co.uk.

Yours sincerely

Interactive Fleet Management

fleetevolution
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By signing this employee pack, you are in agreement that you have read, understood and accepted
the terms laid out in this pack.

Name:

Signature:

Date :

fleetevolution
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