INTERIM

MOTOR POOL USE AND PRIVATE VEHICLE MILEAGE

 REIMBURSEMENT PROCEDURES
EFFECTIVE DATE:  JANUARY 1, 2001

(updated 7/1/07)


I. 
PURPOSE

To provide procedures governing the efficient use of college or state motor pool vehicles and reimbursement where a private vehicle is used on official College business. These procedures will ensure that travelers:

A. 
Utilize motor pool vehicles when one is available and when it is practical to obtain one in terms of cost and time to the department/person using the vehicle.

B. Obtain supervisory approval before driving a motor pool or private vehicle for College business.

C.
Understand that approval to drive on College related business is contingent upon the traveler being in full compliance with Policy and Procedure Chapter 2, Section 14.02, “College Motor Vehicle Procedures.”
D. 
Accept reimbursement for the business use of a private vehicle at the rate(s) indicated on the current Schedule of Travel Allowances and Reimbursement Rates (STARR).  Furthermore, departments will be charged for the use of motor pool vehicles according to the College or state motor pool rate schedules in effect at the time the vehicles are used.  

E. 
Provide appropriate documentation of private vehicle use before reimbursement requests are processed.

II. PROCEDURES AND REIMBURSEMENT GUIDELINES

A. 
Use of Motor Pool Vehicles

1 As a general rule, travelers are encouraged to use available motor pool vehicles when driving on College business.  Use of such vehicles avoids normal “wear and tear”, insurance coverage issues and other expenses associated with driving a private vehicle.

1 Motor pool vehicles may not be driven outside the State of Utah without prior written approval from the College’s risk manager.  Due to insurance and liability concerns, travelers should use a rental or private vehicle when traveling outside the state.  Refer to the current STARR for the preferred rental car company under contract with the College.  If another non-contracted car rental company is used, the employee must purchase damage and liability insurance.  Rental cars should be paid for by the traveler’s corporate travel card where possible.

B. Use of a Private Vehicle

2. Travelers may use private vehicles on College business with prior supervisory approval.

2. Only one person in the vehicle may receive the mileage reimbursement regardless of the number of people in the vehicle.

3.
For trips less than 50 miles one way from the traveler’s regular work place, reimbursement for official business use of a private vehicle will be at the lower rate indicated on the STARR
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unless a College motor pool vehicle is not available.  If a College motor pool vehicle (excluding large vans or buses) is not available, the higher reimbursement rate will apply.  It is the traveler’s responsibility to contact the College Motor Pool Office to reserve or verify the availability of a vehicle for the day and time of travel.  Exceptions:

a.
Non-Redwood Campus Employees:  Because College vehicles are not readily available at campus locations other than at Redwood, travelers at other sites are eligible to be reimbursed at the higher mileage rate for driving a private vehicle.  This exception does not apply to trips where the destination is at least 50 miles one-way from the traveler’s regular work place. 

b.
Travelers Who Drive “Regularly”:  Redwood Campus travelers who drive “regularly” as part of their job are eligible to drive a private vehicle and be reimbursed at the higher mileage rate without having to check the availability of a College motor pool vehicle.  Driving “regularly” occurs when a vehicle is driven on at least eight days in any given month.  If a vehicle is used less than eight days in a month, the lower reimbursement rate will apply unless a motor pool vehicle was not available.  This exception does not apply to longer trips where the destination is at least 50 miles one-way from the traveler’s regular work place.
4.
For long-distance trips where the destination is at least 50 miles one way from the traveler’s regular work place, a College, state motor pool or rental vehicle should be reserved and used.  If a private vehicle is used, mileage will be reimbursed at the lower rate.

C. Driving Approvals:  A person must first qualify as an “approved driver” before driving any vehicle on College business. To be included on the College’s approved driver list requires an individual to complete the safe-driver training as mandated from time to time, maintain a valid driver’s license and abide by the College’s driving policies and procedures.  For specific driving trips, the supervisor’s signature on the traveler’s mileage reimbursement form (or Travel Settlement Form for overnight trips), or acceptance of motor pool IDB charges will be evidence that the traveler received advance permission to drive either a private or motor pool vehicle on College business.  

D.
Travel to the Airport:  Mileage incurred traveling to and from the airport or long-term parking location in a private vehicle will be reimbursed at the higher reimbursement rate.

III. DOCUMENTATION FOR MILEAGE REIMBURSEMENT

A. Overnight Trips:  Claimed private vehicle mileage associated with overnight trips (including mileage to and from the airport) should be documented on the Travel Settlement Form (Form 75.2).
B. Day Trips:  For non-overnight travel, all reimbursable mileage should be documented on the current Mileage Reimbursement Form (Form 75.4).  For each day, record the mileage in the applicable rate column.  If an exception is granted to the traveler as noted in II.B.3.a. and b. above, the appropriate exception box should be checked and all the mileage should be listed in the higher rate column.  

C. Forms Submission and Verification:  Travel Settlement Forms should be approved and submitted to the Business Office promptly after concluding an overnight trip.  Individuals who drive “regularly” should turn in their approved Mileage Reimbursement Forms to the Business Office on a monthly basis.  Other travelers may turn in their Mileage Reimbursement Forms monthly, but no later than every three months.  The Business Office will review the availability of motor pool vehicles on a random basis from information provided by the College Motor Pool Office. 
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