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Travel
Expectations for Staff: Motorpool
Before using a motor pool car or using personal car for work:
1) Complete Driver’s training every two years
2) Put in personnel file: 
a. Driver’s training certificate every two years
b. Driver’s Authorization form signed at hiring in CPD  new employee packet (once)
c. Copy of valid driver’s license in personnel file, annually.
University Vehicles may only be used for authorized University purposes.  See USU vehicle use policy
1) Motorpool cars are not for personal use.  
2) Motorpool will not readily reserve a state vehicle to Up to 3 for more than 3 consecutive days.  If there is a business reason to use the vehicle longer, staff need to request in advance by sending an email to Marla or Sue.
3) Motor pool cars MAY NOT be kept over a weekend or holiday
4) Up to 3 does not authorize commute use, personal use or take-home use.    

1) 8.1 According to Utah Administrative Code R27-1, the following terms are defined:
a) (1) “Commute Use” means an employee driving a state vehicle from the employee’s place of business to the employee’s place of residence, until the start of the next business day, for more than five calendar days per month.
(2) “Personal Use” means the use of a state vehicle to conduct an employee’s personal affairs, not related to state business.
(3) “Take-home vehicle” means a state vehicle assigned to be driven to and from an employee’s place of residence and their assigned work location for more than five calendar days per month and the employee’s use of the vehicle is a working condition benefit and not a taxable fringe benefit under the provisions of IRS bulletin 15-B.

b) 8.5 Unauthorized Commute or Take Home use may result in loss of driving privileges and possible disciplinary action.
c) Monthly motorpool billing forms per individual staff are reviewed by Sue for reasonable mileage use. She looks for outlier patterns compared to webappts schedule
5) 1.3 Drivers of University vehicles must be at least 18 years old and have a valid driver’s license.

1.4 Drivers of University vehicles must have a driving record in compliance with Utah Administrative Services Rule 27-7-3 (http://www.rules.utah.gov/publicat/code.htm). The authority to operate a state vehicle shall be suspended or revoked for up to three years if a driver meets any of the reasons defined in the above rule.

1.5 Drivers of University vehicles must complete an approved Driver Safety Program at initial employment and every two years thereafter. In the event of a moving violation citation or accident in a University vehicle, the Driver Safety Program must be retaken prior to driving a University vehicle again.

1.6 It is the responsibility of each Department Head/Director or designee to ensure that all employees who drive vehicles are up-to-date with the above Driver Safety Program and are aware of the USU Vehicle Use Policy. Departments are required to keep a copy of the completed Driver’s test for each employee and to forward a copy to the Motor Pool in order to update the Fleet Management database.


Up to 3: 
Expectations for Staff: Mileage Reimbursement
1) A home office will be identified for each staff. Mileage is not reimbursed from a staff member’s residence to the office, but is from their home office to other Up to 3 offices and Up to 3 visits.  If it is closer to the first appointment for a provider to count mileage from their own home than from the office, this is allowed.  Please note on your mileage that you left from home.
2) Mileage incurred but not submitted within 3 months will not be reimbursed by Up to 3.  The Odometer reading is no longer required when submitting mileage, but reported daily mileage amounts will be compared to distance between appointments in webappts.  Another reason webappts needs to be updated and closed out to be an accurate representation of what happened as well as what is projected for future dates. Miriam will monitor staff twice a year against the history collected on webappts.  An excel spreadsheet people can use ot submit mileage is saved on the staff shared drive.
3) A helpful hint could be to use an app to record work mileage.  Thanks to your phone's built-in GPS, mileage-tracking apps can automatically detect when you go for a drive, then save and classify that drive. At the end of the month provide a report for mileage reimbursement and t the end of the year many apps will provide an IRS-friendly report, thus ensuring you receive all the mileage credit you're entitled to.  
Private Automobile – The reimbursement rate for University business related use of a private automobile will be determined utilizing Motor Pool data for cost of operation adjusted for cost of fuel. Rates will not be greater than the approved IRS rate. The current rates can be found at http://www.usu.edu/controller/acctpay/travelprocedures.cfm#mileage.  The USU reimbursement rate is lower than the IRS  rate.  The difference between the two is tax deductible
Trip Travel: (a) Automobile at Airfare Rate – 
1) When traveling out-of-state, and the traveler elects to drive his or her own vehicle the entire trip in lieu of using a commercial carrier, reimbursement will be the lesser of:
The allowable mileage rate; or
The associated expenses of flying as allowed and documented by the department

Safe vehicle operation standards must be followed at all times.  
2) 3.1Drivers of University vehicles must observe all state and local laws, including those stated in Utah Code Annotated 1953, as amended, Title 42, Chapter 6 (Traffic Rules and Regulations).

3.2 Drivers and all occupants must wear a seatbelt at all times and observe all posted speed limits including reduced speed construction zones and road hazard warnings. All seatbelts need to be fastened before the vehicle is put in motion.

3.3 Drivers are encouraged to briefly rest from driving every 2 hours.

3.4 Total driving time must not exceed 12 hours per day, irrespective of the number of drivers.

3.5 University vehicles must not be operated for travel purposes between 11:00 p.m. and 5:00 a.m., except where (1) the trip (a) is solely to return to a home base and (b) the return trip is less than 4 hours in duration or (2) it is necessary to leave home base prior to 5:00 a.m. in order to reach a destination less than four hours away or (3) the driver is within two hours of the destination.

3.6 Drivers must use good judgment concerning weather and driving conditions by reviewing weather conditions in advance of the trip and make prudent travel adjustments when necessary. Travel plans should allow for emergency stop-overs and associated expenses due to bad weather. Drivers must slow down if adverse weather conditions exist. Travel should not proceed in extreme weather conditions.

3.7 Drivers are responsible for the safe operation and condition of the vehicle they are driving and should be familiar with the vehicle safety equipment. Vehicle problems or concerns should be promptly reported to: (a) Motor Pool if the vehicle is a Motor Pool vehicle or (b) appropriate department personnel if the vehicle is a departmental vehicle.

3.8 Towing or loading (including passengers) should not exceed the manufacturer’s capacity limits. Adding storage or luggage racks above any vehicle that substantially changes the safe operation of the vehicle is not allowed
3) When using personal cars for work, your personal liability insurance would be 
Policy Review Verification 

Name: _______________________________


Please complete the following and return this page to Marla or Sue. It will be maintained in your personnel file and renewed annually. 
Specify which office is your Home Office: 
Logan

Brigham
Tremonton

Please review each of the following policies and initial before returning this form to Sue or Marla
Online policies:

USU Vehicle Use and Authorization Policy

Risk Management: https://risk.usu.edu/vehicles/vehicle-use-policy
_______ date reviewed ____(initials)
MotorPool Vehicle Use Policy Manual

https://parking.usu.edu/motorpool/vehicle-use-policy _______ date reviewed ____(initials)
State of Utah Rules “Driver Eligibility to Operate a state vehicle.  https://rules.utah.gov/publicat/code/r027/r027-007.htm#T3
   _________ date reviewed ____(initials)
Current Driver’s license copy given with this form _______date given ________(initials)

I have read the attached Up to 3 policy on travel 
_________ date reviewed ____ (initials)
