VEHICLE NOTIFICATION FORM FOR INSURANCE PURPOSES
To ensure your vehicle is insured under KCC’s Motor Policy, please complete both sides of this form and email it immediately to insurance@kent.gov.uk  Use a separate form for each vehicle.
FAILURE TO COMPLETE THE FORM FULLY AND CORRECTLY COULD INVALIDATE INSURANCE COVER FOR THE VEHICLE

	Directorate
	
	Unit
	

	Establishment Name:
	

	Full Address:
Post code: 
	Contact Name 
	

	
	Email address
	

	
	Tel No
	

	
	

	Is this a Short Term Hire (up to 30 consecutive days) or Permanent Vehicle?
	

	On Cover Date - date on which insurance cover under KCC motor policy should start. 
	

	Off Cover Date - date on which insurance cover under KCC motor policy should cease (short term hire only).  Cover for permanent vehicles will continue until receipt of written instructions to cancel at the time of disposal. 
	

	Vehicle Registration Number 

	

	Vehicle Type; Private Car (up to 8 passenger seats), Motorcycle, Commercial Vehicle/Van, Coach/Minibus (9 or more passenger seats), Agricultural, Other, Motor Home, Plant
	

	Vehicle Make, e.g. Ford 

	

	Vehicle Model, e.g. Focus 

	

	Vehicle Derivative, e.g. Zetec 

	

	Vehicle Engine Size (applicable to cars only) 

	

	Number of Seats, including driver (applicable to coaches/minibuses only) 
	

	Gross Vehicle Weight, in tonnes (applicable to commercial vehicles/vans only and must be provided) 
	

	Estimated Annual Mileage (Permanent Vehicles Only)
 
	

	Estimated Value at the time cover commences 

	

	Details of any modifications to manufacturer's standard design 
	

	Are any goods of a toxic, explosive or inflammable nature carried? 
	

	Will the vehicle go "airside", i.e. onto a runway at any airport, airfield or heliport? 
	

	If a minibus, have all drivers read and complied with the online version of the KCC Minibus Code of Practice, December 2011 version, on KELSI under Health and Safety Policies/Occupational Road Risk.  Are only those who hold appropriate licenses to drive minibuses and who have received approved training permitted to drive? 
	

	
	

	Premium Payment
	Insurance Section will charge the directorate/unit either by; invoice, 08 pre-authorised journal transfer (Oracle), Project Accounting or the EduKent Ad-hoc System

	Full 21 digit ORACLE

Code to be used 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Project Accounting Code to be used
	
	
	

	Please note that by completing this form, the directorate has authorised the charge to their account and also confirmed that the relevant code combination has been set up and is live


	Date form completed


	


Please continue over….
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