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P6Hx23-1.22
PROCEDURE:  VEHICLE FLEET MANAGEMENT


PURPOSE AND INTENT:


To periodically provide records regarding vehicle mileage, trips and maintenance and other documentation concerning vehicles used for College business for audit purposes. 


PROCEDURE:


All College vehicles are assigned to the Motor Pool and will be provided to various College departments for distinctly different purposes, all of which are limited to official College business.  


The acquisition of all College vehicles must be coordinated and approved in advance by Motor Pool.  Reserved vehicles are provided for student and business travel, on an as needed basis;


College vehicles may not be used overnight or during non-business hours, without notification and approval of Motor Pool.


Reserved vehicles are provided for student and business travel, on an as needed basis; Motor Pool charges the using department accordingly.  Accurate records must be kept for maintenance and use of all College-owned vehicles, by the Motor Pool department.  All departments, to which vehicles are assigned, shall adhere to the following:


I.
MAINTENANCE:  Periodic maintenance shall be performed at regular intervals, under the direction of Motor Pool, as recommended by the vehicle manufacturer's literature or accepted fleet standards.  Maintenance shall include but not be limited to:


A.
Oil, lubrication, filter service, regular brake and tire inspections and replacement, cooling system service, transmission service, engine and tune-up service.


B.
Other maintenance as required, to maintain a safe and reliable vehicle.


II.
MAINTENANCE RECORDS:  A record shall be kept for each vehicle containing, but not limited to, the following maintenance information:


A.
Maintenance schedules for the required services listed in section I.-A above.


B.
Service provider, date, mileage, cost, and description of services performed.


III.
MILEAGE AND TRIP LOGS:  A separate monthly mileage/trip log shall be kept in each vehicle at all times.  It shall be the driver's responsibility to record the required information accurately and legibly on the log each time the vehicle is used for any purpose.


A.
LOG REQUIREMENTS:  The vehicle logs shall require, but not be limited to the following information:


1.
Starting odometer reading.  (It shall be the driver's responsibility to verify that the starting odometer agrees with the previous trip's ending odometer reading.  If a discrepancy is noted, it is also their responsibility to convey the information immediately to the appropriate supervisor for that vehicle.)


2.
Ending odometer reading.


3.
Specific purpose of the trip.


4.
Specific destination.


5.
Trip origin date.


6.
Total miles traveled.  (This figure must agree with the odometer difference.)


7.
The driver's signature.  (The driver's signature must be legible.)


8.
The printed driver’s name.


B.
LOG REVIEW:


1.
Vehicle log intervals will span the first through the end of each calendar month.


2.
Vehicle logs shall be reviewed, reconciled where necessary, signed and dated by the supervisor to whom the vehicle is assigned by Motor Pool.


3.
After review, and within the first five working days of each month, the logs shall be sent to the Motor Pool department, where they shall be filed for audit purposes.


4.
The Motor Pool department shall maintain a separate vehicle log file for each College-owned vehicle.


IV.
SUPERVISORY RESPONSIBILITIES:  Each department, to which vehicles are assigned, is responsible for appointing a supervisory person that will be responsible for the implementation of this procedure and to ensure all paperwork is submitted to Motor Pool on time.


V.
VEHICLE OCCUPANT QUALIFICATIONS:


A.
DRIVERS:


1.
Drivers must be College employees with at least 2 years of driving experience and must possess a valid Florida Driver License of the class required for the vehicle(s) that they will operate and/or that is required by their job description.  New employees must have the appropriate license prior to their official start date.  Additionally, before being permitted to transport passengers in College passenger vans, drivers must carry a valid Florida Class C commercial driver's license, with a passenger endorsement.  Additional safety training will be provided by Motor Pool prior to being permitted to transport passengers.  The training may be waived at the discretion of the College President.


2.
All drivers are required to report suspension of, revocation of, or violations resulting in points against their license, to Motor Pool, in writing, within 30 days of the offense.  A driver's right to drive College vehicles may be refused or revoked for any of, but not limited to, the following reasons:


a.
Revocation of license by the state.


b.
Suspension of license by the state within the most current 2-year period.


c.
DUI conviction within the most current 3-year period.


d.
Reckless driving conviction within the most recent 3-year period.


e.
Speeding conviction in excess of 19 MPH over the posted limit within the most current 2-year period.


f.
Two or more at fault accidents or careless driving convictions within the most current 3-year period.


g.
More than 10 accumulated points within the most recent 2-year period.


h.
Misuse or abuse of College vehicles or repeated violations of the BOT procedures listed herein.


i.
Failure to report violations as required herein.


Note:  Employees may reapply for driving consideration at any time after their driving record can again meet the criteria in this section.  Re-qualification will require the same procedures as required for initial consideration.


3.
Any of the above violations in a College vehicle may result in a permanent revocation of College driving privileges.


4.
Employees whose primary job function is transporting passengers must be passenger endorsed with a valid Class “C” Florida commercial driver's license (Class “B” for Bus Operators), and are required to participate in the College’s Drug & Alcohol Testing Program as detailed in:  Drug and Alcohol Testing requirements,BOT Rule 6Hx23-2.021.


5.
Employees whose primary job function is transporting passengers, are required to submit to an annual physical, at the College’s expense, by the College’s approved physician.  The physical will be consistent with that required by the Department of Transportation Regulations, 49 CFR Part 391.


6.
Motor Pool will keep accurate records of all College drivers, including a copy of their current license.  Licenses will be monitored at least monthly for expiration and at least bi-annually for traffic violations.


7.
The Human Resources Department will notify Motor Pool of newly hired employees, providing Motor Pool the opportunity to acquire the information necessary to fulfill the requirements set forth in A through E of this section.


8.
Prospective drivers are required to sign an acknowledgment form confirming that they have been informed of these procedures and where, at the College, they are available for their information and review.


B.
DRIVER’S RESPONSIBILITIES:



(Note: When the driver and trip director are the same person, all requirements in section X. of this Rule shall apply.)



Drivers are given full responsibility for, and full authority for enforcement of the following rules relating to safety.  This responsibility is extended to authorize the driver to refuse a passenger to ride on current or future trips that fail to comply with these safety rules and/or procedures.  Drivers shall:


1.
Perform a pre-trip safety inspection, prior to loading passengers.


2.
Remain current on safety rules posted in the vehicles.


3.
Ensure that the vehicle is loaded from front to rear.  For safety reasons, no rear seats may be occupied unless the seat immediately in front is occupied to capacity by passengers.  The extreme rear seat may not be used for any purpose other than passengers.  No luggage or other cargo may be carried on any seat or in the space between the last installed seat and the rear doors.  Limited luggage or cargo may be carried on the floor between the other seats.


4.
Ensure that ALL occupants wear a safety belt.


5.
Observe the posted speed limits while driving Motor Pool vehicles and ensure safe vehicle operation.


6.
Station a person outside of the vehicle to assist when backing for prevention against accidents.


7.
Notify, in the event of an accident, the Office of Motor Pool or Risk Management (Purchasing) by telephone and forward the police report and a written explanation giving complete details concerning the accident to Motor Pool.  Motor Pool will notify Risk Management, who will contact the Florida Community College Risk Management Consortium.

C.
PASSENGER:


1.
Must be a bona fide student, employee, or official volunteer assigned through the Special Services Volunteer Program.  The President may authorize guest passengers, including, but not limited to, Members of the Board of Trustees.


2.
To be a passenger in a College-owned or leased vehicle requires that the trip be for a public purpose, including but not limited to, student field trips, student forensic competition, student athletic participation and spectator events, educational or approved recreational trips for faculty and staff and such other trips as the President may from time to time authorize.  Exempted from the public purpose provision is a vehicle leased or purchased by the College for use in the fulfillment of a contractual obligation involving personal use mileage, to the extent of the personal use provision of the contract.


3.
College-owned and leased vehicles are self-insured through the Florida Community Colleges Risk Management Consortium.  When on official trips in these vehicles, College employees and official volunteers are covered for Workers Compensation.  There is also coverage, other than Workers Compensation, for other authorized passengers.


4.
Because of the requirements of the Workers Compensation statute, a College employee, not officially responsible for or otherwise connected with an authorized trip, may not take leave for the purpose of becoming a passenger.


VI.
CHARGES:  Program/division budgets will be charged for the use of a reserved vehicle(s) according to the following rates, based on those permitted for reimbursement provided by Florida Statute 112.061 and as adopted by BOT Rule 6Hx23-5.16:  

A.
Van:  75% of the cost set forth in the statute.

B.
Car:  75% of the cost set forth in the statute.

C.
Bus:  260% of the cost set forth in the statute.

D.
Where a Motor Pool driver is provided, additional charges will be collected to cover driver's hours, meals, tolls, hotel, or other related expenses.

E.
For reservations exceeding three days or out of state trips, the Motor Pool Office may provide an estimate for the total expenses which will be binding, at the time of billing, after the trips conclusion.


VII.
LOCATION OF RESERVATION VEHICLES: Vans are housed at the Clearwater Campus, and at the St. Petersburg/Gibbs Campus.  Additional vehicles and buses are available at the District Office.  Motor Pool and Facilities Services personnel at each site are responsible for storage, maintenance, and repairs for vehicles assigned to that site; for maintaining the vehicle trip log of scheduled use; for controlling the distribution of keys/credit cards/trip sheets; and for sending Motor Pool Vehicle Trip Sheets and other related paper work to the Motor Pool, District Office upon completion of trips or repairs.


VIII.
PRIORITY OF RESERVATIONS:  Unless an appropriate College vehicle is unavailable, rentals originating in Pinellas County, from outside sources, are not permitted.  A Motor Pool representative’s signature is required prior to issuance of a contract.  Reservations are made on the basis of the availability of vehicles, subject to the following priorities:  


A.
Priorities for van reservations:

Priority #1
Transportation of students for instructional field trips.

Priority #2
Transportation of students for non-instructional activities such as athletic practice or events, forensics, student government activities.

Priority #3
Transportation of College employees for activities such as workshops, conferences, and institutes.

B.
Priorities for bus reservations:

Priority #1
Transportation of students for non-instructional activities such as athletic practices or events, forensics, and student government activities.

Priority #2
Transportation of students for instructional field trips.

Priority #3
Transportation of College employees for activities such as workshops, conferences, and institutes.


Reservations for trips other than for priority #1 trips will be considered tentative up to thirty days prior to the trip.  Departments with reservations of this type will be notified by telephone or by electronic mail if an activity with a higher priority takes precedence over their request.


All reservations within 30 days of the scheduled trip will be considered as firm reservations.


IX.
RESERVATION PROCEDURE:

A.
When required, Motor Pool will make all arrangements for the provision of vehicles equipped to accommodate persons with disabilities.  The Trip Director will notify Motor Pool as listed in B, below.  All related paperwork will be required to reflect the additional requirement.  All other procedures and charges set forth in this Procedure will apply.

B.
Vehicle requests are made in writing on a Motor Pool Vehicle Trip Sheet.  However, vehicle availability may be checked by telephone or the on-line database, but must be requested in writing within 48 hours on the Trip Sheet.  The form must be signed by the budget supervisor of the program/division sponsoring the trip.  Complete all requested information, and send all copies to the Motor Pool, District Office.



Upon receipt of the Motor Pool Vehicle Trip Sheet requesting reservation of a vehicle, the vehicle schedule will be reviewed to determine if the request can be accommodated.  Motor Pool will fill out Part 2:  VEHICLE CONFIRMATION indicating that a vehicle is or is not available, retain a copy, send a copy to the trip director as confirmation, and send the original and 1 copy to Facilities Services at the site if the vehicle is being scheduled from there, or retain in Motor Pool if the vehicle is being scheduled from District Office.



Trip director will receive the Motor Pool Vehicle Trip Sheet (original and a copy) when he/she picks up the vehicle.  When the trip is completed, a Motor Pool representative will compute the cost of the trip on the original.  The original copy will be sent to Accounting for payment, a copy will be sent to the department director, and a copy will be retained in the Motor Pool files.


X.
TRIP DIRECTOR'S RESPONSIBILITIES:  



(Note: When the driver and trip director are the same person, all requirements of section V. B. in this Rule will also apply.)



A.  Trip director's responsibility for van use:

1.
Prepare TAR (Travel Authorization Request) for out-of-district zone travel.



2.
Pick-up and return of the vehicle(s) to its home site in accordance with timetable indicated on the request.  Vehicles cannot be driven to a private residence and left overnight in preparation for or returning from a trip except if approved in advance or necessitated by an emergency and the trip begins before 7:00 a.m. or ends after 9:00 p.m.  If kept overnight after returning from a trip, vehicles must be returned to the College by not later than 9:00 a.m. on the following morning.  As always, College vehicles may not be used for personal purposes and may not be used to transport individuals or materials other than those which are directly related to the approved trip.

3.
Pick-up and return of vehicle keys, credit cards, credit card receipts, and Motor Pool Vehicle Trip Sheet to the home site.  All items shall be returned at the conclusion of the trip.  Trip director will complete Part 3:  VEHICLE TRIP RECORD of the Motor Pool Vehicle Trip Sheet including beginning and ending mileage and gallons of fuel used, and will also record the beginning and ending mileage on the Motor Pool Vehicle Trip Log, which is kept in the vehicle.

4.
Driving the vehicle.  Only trip directors (who must be College employees) or other College employees who have met the driver’s qualifications are authorized to drive College vehicles.  Information on all drivers must be submitted on Motor Pool Vehicle Trip Sheet at time of request and their license must be on file with Motor Pool.


Note:  Some College vehicles require special drivers’ licenses.  Please check with Motor Pool before planning your trip.

5.
Notifying the Motor Pool when a trip is canceled.

6.
Assuring that passengers do not abuse College vehicles, and enforcement of the no smoking policy.

7.
Policing the interior of the vehicle upon return from a trip.

8.
Reporting all malfunctions and abnormalities to Motor Pool.

9.
PREVENTING THE USE OR POSSESSION OF ALCOHOL OR ILLEGAL DRUGS IN COLLEGE VEHICLES.  (See BOT Rule 6Hx23-4.33)

10.
Ensure that College Sexual Harassment Rules are enforced.  (See BOT Rule 6Hx23-2.011)


B.
Trip director's responsibility for bus use:

1.
The budget supervisor’s signature, on the trip request, authorizes Motor Pool to charge that department all related expenses for the trip.  Expenses include:  mileage, driver’s lodging, meals, tolls, and salary.


2.
Notifying the Motor Pool of changes or cancellations within 24 hours of the trip.


3.
Assuring that passengers do not abuse College buses.


4.
Assuring that only authorized passengers are on the bus.


5.
Policing the interior of the bus upon return from a trip.


6.
PREVENTING THE USE OF ALCOHOL OR ILLEGAL DRUGS IN THE COLLEGE BUS.



(See BOT Rule 6Hx23-4.33)

7.
Ensure that College Sexual Harassment Rules are enforced.  (See BOT Rule 6Hx23 2.011)


XI.
CREDIT CARD USAGE:


A.
The trip director is responsible for signing for any credit card purchases made out of district.  (Credit cards are not normally issued for in-district travel.)  The trip director is the only person authorized to sign the oil company charge form.  The trip director is to sign his/her name in the customer signature space and retain the customer receipt, and include the trip ticket and tag numbers on the copy, forwarding same to the Motor Pool at the conclusion of the trip.  All fuel, regardless of how obtained, shall be recorded in the space provided on the trip sheet.

B.
When Motor Pool credit cards cannot be used due to stations being closed or unavailable, trip directors may use their own credit card(s) or cash, get receipts, and be reimbursed from the Motor Pool account as follows.  Prescribed limits are set forth in BOT Procedure P6Hx23-5.126.

1.
Under prescribed limits: Attach cash receipts or personal credit card receipts to a completed petty cash voucher and send to the Motor Pool where the charges will be verified and the petty cash voucher signed.  The signed voucher will be returned to the trip director who can obtain reimbursement from the site Business Office.

2.
Over prescribed limits: Attach cash receipts or personal credit card receipts to a completed disbursement voucher and send to the Motor Pool where the charges will be verified and the disbursement voucher signed.  The voucher is then forwarded to Accounts Payable where a check will be drawn and sent to the trip director.

C.
Credit cards are issued to departments to which College vehicles are assigned.  The budget supervisor's signature is required upon receipt of these cards.


XII.
BILLING FOR USE OF CREDIT CARDS:


A.
Motor Pool will verify, sign and date oil company receipts and return to Accounts Payable for payment.

B.
Other departments holding oil company credit cards will send all receipts to Motor Pool.  


XIII.
BILLING FOR USE OF VEHICLES:


A.
Motor Pool, District Office, will prepare an accounting report for the various college-wide trip charges for the month and will send it to Accounts Payable where funds will be transferred from the using departments to the Motor Pool account.


B.
Trip directors who request cash advances for their travel expenses when traveling with students are to forward all oil company customer receipts and all other receipts from the trip to the travel auditor along with Form AC 303, Travel Reimbursement Voucher.  The travel auditor will forward the oil company receipts to the Motor Pool where they will be verified, signed, and returned to Accounts Payable.


C.
College clubs with approval to use College vehicles will make their arrangements for trips by contacting the Motor Pool.  They will receive an invoice from the Business Office following their use of Motor Pool vehicles.


XIV.
HIRING AND PAYMENT OF DRIVERS ON COLLEGE TRIPS:


A.
Drivers of College vehicles that are required in addition to or in place of the trip director for College trips are provided through Motor Pool.  The following procedures are to be adhered to in hiring and paying said drivers.

1.
Drivers shall be College or OPS employees and meet all qualifications as stated in Section V.  Bus and van drivers must have a copy of their valid commercial driver's license on file at Motor Pool, District Office and shall be an experienced driver of that particular type of vehicle.



2.
Drivers shall drive no more than 10 hours (12 hours in inclement weather), nor be on duty more than 15 hours, after 8 hours rest.  Bus drivers will abide by DOT regulations 49 CFR Part 395.



3.
Drivers shall be paid by requesting department as follows:




a.
For trips not requiring an overnight stay:





For Motor Pool and other College employees, regular rate of pay for hours in normal 8-hour work day (excluding actual meal time), overtime at the rate of one and one-half times the regular rate for all hours over 8 when applicable and the State authorized meal allowance, plus actual lodging expenses if required.  Motel bill submission is required.





For OPS drivers, the contract price per hour and the State authorized meal allowance.




b.
For trips requiring an overnight stay:





For Motor Pool and other College employees, regular rate of pay for all hours worked up to 8 in normal work day with overtime rate for hours over 8 (when applicable) up to and including 14, based on the maximum of 14 working hours in a 24-hour day with 8 hours sleeping time and meal times 2 hours.  Motel bill submission is required.


c.
For OPS drivers, the contract price per hour, 14-hour maximum per 24-hour period, plus state authorized meal allowance, plus actual lodging expenses.  Motel bill submission is required.


d.
The Budget Supervisor's signature on the Trip Reservation Form will serve as authorization for Motor Pool to charge that department's budget for vehicle charges as well as the driver's salary, meals, tolls, and lodging when the driver has been provided by Motor Pool.

Specific Authority:  240.319(2) & (3)

Law Implemented:  240.319(4)(h), (o) & (v); Rule 6A-14.0262

History:  Amended 6/1/83, 4/19/88, 1/15/91.  Effective 1/22/91; 7/21/92.  Filed - 7/21/92.  Effective - 7/21/92, 12/15/92.  Filed - 12/15/92.  Effective - January 1, 1993; 4/19/94.  Filed - 4/19/94.  Effective - 4/19/94; 9/26/95.  Filed - 9/26/95.  Effective - 9/26/95; 6/15/98.  Filed - 6/15/98.  Effective - 6/15/98; 4/18/00.  Filed - 4/18/00.  Effective - 4/18/00; 11/20/01.  Filed – 11/20/01.  Effective – 11/20/01.
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