Department of Labor & Economic Growth

State Vehicle Usage Policy

Effective Date: May 15, 2004
Description of Department Policy:

Effective May 15, 2004 all new employees assigned a state vehicle must receive training related to the DLEG Travel Regulations and Driver Policies.  State vehicles are to be driven for state business use only.  When assigned a permanent state vehicle a driver will not be able to use their personal vehicle during the course of business unless authorized by the department Fleet Manager, and/or extenuating circumstances prevents them from using the state vehicle, which will also need prior approval.

Licensing and Responsibility:

All drivers must posses a valid drivers license, which must be verified through Office Services before assigning a state vehicle.  Any driver who is found with a suspended license will be asked to park the vehicle immediately and will not be permitted to drive again until the matter is cleared through the Secretary of State.  A letter from the Secretary of State stating that the license has been reinstated needs to be sent to DLEG, Office Services before they will be permitted to drive.

Driver Agreement:

All employees must have a signed driver’s agreement on file with Human Resources before driving any state vehicle, pool, permanently assigned, or Enterprise rentals (Detroit Area ONLY).  A copy of the agreement must also be sent to DLEG, Office Services.

Vehicle Repair and Authorization:

Each vehicle is equipped with a MAP packet (Maintenance Assistance Program) that contains service information for the vehicle.  It is the assigned driver’s responsibility to contact Wheels, Inc. (leasing agent for the state) when any repairs are needed.  An approved vendor must complete repairs.  All maintenance must be completed immediately once an operational problem is identified.  Repairs made by an unauthorized vendor could result in charges being billed back to the driver.  If a vehicle is terminated due to the negligence of a driver, the driver will be held responsible for any charges accrued to the department.  The Bureau will inspect vehicles at least once every 6 months and the results will be reported to DLEG, Office Services.  State garages are to be utilized for service whenever possible.  Emergency roadside service and towing can be obtained by calling Wheels, Inc. MAP authorization center.  

Collision, Vandalism, Theft:

The driver must file a report with the local police.  If the police cannot make an on-scene investigation, the employee must go to the police department and file a report.  Report the accident to Wheels Collision Center 1-800-477-2211.  The center is open Monday through Friday, 7:00 – 5:00.  The Collision Center will: complete the crash report, assess damage and determine repair action; arrange for towing if necessary; arrange for alternate transportation if necessary.  Report any stolen vehicle immediately to the local police and then contact Wheels, Inc. to file the report.  Also, send a copy of all reports to DLEG, Office Services.

Insurance:

State-operated vehicles, drivers and passengers are insured under Michigan’s “no-fault” insurance statute and/or the state’s financial responsibility law.  The certificate of “no-fault” insurance is provided with each vehicle and must be kept in the glove box of the vehicle.  

Fueling and Credit Cards:

All drivers are required to economize.  Purchase unleaded regular gas only, or an alternative fuel (Ethanol or CNG) that is applicable for the vehicle.  Purchases of super unleaded or premium fuel is prohibited.  Purchase of fuel at full-service pumps is prohibited.  At the time of purchase enter the odometer reading do not enter 10ths.

Use of the fuel card is limited to:

Fuel, oil (1 can), tire repairs, car washes, fluids, windshield wipers, and lights.
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Fuel cards are not to be used to charge other repairs, maintenance, or personal items.  Drivers will be responsible for purchases of miscellaneous items through the credit cards.
Car Wash Guidelines:

1.
DMB – Vehicle Services 6951 Crowner Drive, Lansing manages a car wash facility that includes vacuums and fuel pumps.  There are no detailing or cleaning services offered at this facility.

2.
Drivers should use automatic car washes located at gas stations.  The car wash can be paid for with the WEX fueling card when fueling the vehicle.

3.
Utilize a registered car wash vendor (Vehicle and Travel Services website gives a list of vendors at www.michigan.gov/dmb, Agency Services, Vehicle Services, Maintenance).

4. The least desired option is for the driver to pay for the car wash and request reimbursement from Vehicle and Travel Services.

5. Vehicle accessories and/or additional items purchased for the convenience or comfort of the driver prohibited.  (Examples:  Tissues, air fresheners, cleaning supplies, wheel polish, oil, maps, or other items).

Definitions:

Basic car washes – no tire shine, vacuuming or cleaning the inside of the vehicle should be obtained as needed but should not exceed once a week.

Car Wash/Cleaning – Basic car wash includes vacuuming, inside window cleaning, tires and interior vinyl cleaning should be obtained no more than once a month.
Thorough Cleaning/Detailing – Car Wash/Cleaning, and shampooing upholstery and carpet.  This is once a year service unless approved by DMB – Finance.  Need to identify a reason to justify more frequent detailing (i.e. accidents or illness).

Alcohol and Illegal Drugs:

Alcohol and illegal drugs are prohibited while operating a State provided vehicle, or a personal vehicle while on State business.

Smoking:

Smoking is prohibited in state vehicles at any time by anyone.  

Tickets:

Drivers will be responsible for all tickets.

Seat Belts:

Seat belts must be worn at all times while operating a state or personal vehicle while on State business.

Travel Logs:

All drivers must maintain travel logs for permanent, pool and Enterprise rental vehicle assignments.  The logs must be maintained daily with starting mileage, odometer readings for each destination.  The log must contain the following information: location of each assignment, address, city, driver signature, and the reason for travel.  All logs will be submitted to DLEG, Office Services either bi-weekly or monthly.  Identification of authorized home to office miles, vicinity miles, and state business miles.  All mileage must be accurate.  Failure to submit accurate mileage reports may result in loss of state vehicle privileges.  All personal miles must be reported on the log.
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Public Conduct and Safety:

Use of state vehicles is for official business only.  Shopping or personal errands in a state operated vehicle are prohibited.  Complaints:  Vehicle Services maintains a written record of complaints from the public involving the use of state vehicles.  In the event of a complaint Vehicle Services requires a written explanation from the driver. Failure to comply may result in termination of vehicle privileges.

Enterprise Rental – Detroit Area ONLY:
Travel must be 100 miles or over per day to obtain a rental vehicle.  Drivers will be responsible for the value of the difference between the rate of the rental and premium mileage reimbursement if the Enterprise vehicle is driven less than 100 miles per day.  The contract and travel log must be submitted to DLEG, Office Services when the rental has been returned.

Consequences:

Failure to comply with any of the above could result in loss of vehicle privileges, discipline up to and including dismissal. 

