METROPOLITAN STATE UNIVERSITY REGULATIONS

Metropolitan )

State University g

State Vehicle Requisition

Administrative Affairs Procedure #411

Section 1. Procedure

This procedure is established to define the stepsssary to requisition a State of Minnesota
vehicle from the Division of Travel Management d@adtlarify the regulations covering use of
motor pool vehicles.

Section 2. Authority

This procedure is issued pursuant to the operatitigority granted to the President by the Board
of Trustees of the Minnesota State Colleges andédJssities.

Section 3. Effective Date

This procedure shall become effective upon sigeatfithe Vice President for Administration
and Finance and shall remain in effect until medifor expressly revoked.

Section 4. Responsibility

The responsibility for implementation of this prdoee is assigned to the Associate Vice
President for Administration and Finance.

Section 5. Objective

To provide guidelines for the requisition of statetor pool vehicles for Metro State University
staff travel out of the Twin Cities area.

Section 6. | mplementation

FORMS Requisition for Travel Management

A. Employees of Metro State University or individsiaontracting their services to
Metro State University may request a state motot pehicle for travel out of the
Twin Cities area by completing a Requisition foael Management and sending
it to Building Services office manager. Requisition Travel Management forms
can be obtained from the Building Services officéhe St. Paul and Minneapolis
campus mailrooms.
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B. Student officers of officially recognized Met&tate University student
organizations may requisition a state vehicle dynsitting Requisition for Travel
Management form to the Vice President of Studeffdird for approval.

The request will be reviewed and processed poppate. All state vehicle requisitions
require approval by the Associate Vice PresidenAfiministrative Affairs.

When the request has been submitted to and\sgaphy Travel Management, a vehicle
Requisition form (#MP-00006-02) will be providedytou.

Present the form to Travel Management at 29&@€h&treet, Saint Paul. The driver of
the vehicle must pick up and sign for it. Signiog &nother person is not allowed.

Section 7. Requlations:

The following regulations have been establishediayel Management Division, and must be
observed.

A.

State-owned vehicles will be used for officitdte business only. All State of Minnesota
vehicles are Non-Smoking. Smoking in a state Jehidll result in a fee to deodorize
vehicle. Violators may be denied vehicle usagéefuture.

Authorized drivers are state employees, congagtloyees if authorization to drive a
state vehicle is specifically mentioned in theintact, students who have been given
permission by college or university administratiand friends of handicapped
employees who have the permission of that peraamagproval of his/her supervisor.

Authorized passengers must be state employtes, mersons participating in related
state programs/events, or friends of handicappgulames as stated above.

Drivers must have a valid Minnesota driver'siise and insurance. Proof of both must be
submitted to supervisor or to Travel Managemergdiuested.

Drivers shall observe all ordinances and lawtapeng to the operation of motor
vehicles.

Self service refueling of all Travel Managemests is to be used whenever available.
On every other tank refill, the engine oil levebshd be checked.

When an assignment requires an employee to maBaturday or Sunday, a vehicle may
be assigned and picked up on the previous Fridaynafon after 4:00 PM. Charges will
be made only for the days the vehicle is used daogto the information supplied by the
driver (i.e., you will not be charged for Friday).

If a vehicle is NOT picked up within two hourkdesignated pick up time, the

reservation will be cancelled and the minimum dealie charged to the requesting
agency.
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For those renting vehicles for several daysyriesy parking is provided for private
vehicles. A courtesy pass must be obtained fromélfslanagement and placed on the
dashboard of your car when parked in the designaiedesy parking area. If courtesy
parking is not available, you will not be able ¢éavVe your private vehicle. If informed
that parking is not available, please make alteraatangements.

Gas, oil and other services shall be obtainddeatravel Management shop when the
vehicle is operated within the seven county metiitgpoarea. (Gas and oil can be
obtained at the pumps east of the Travel Managemelaling). A state credit card
(supplied with vehicle keys) must be presentedhéoattendant at that time. For areas
outside the seven county metropolitan area, ga®@pdrchases shall be made from
stations which will accept the state credit carae @river must verify gallons (and
discounts if appropriate) and record the infornratio

Upon request, oil company credit cards will benfshed by the Travel Management
Division for out-of-state trips.

When a Travel Management Division vehicle isstlg the seven county metropolitan
area and is in need of repairs costing over $3hatild be taken to an automobile garage
specializing in the make of the vehicle involverhis is especially important during the
warranty period. When repairs are done at a gamfeeld Purchase Order (Form
5595A, supplied in packet when car and keys areepicip) must be completed,
indicating car number, mileage, type of work dond total charges. Unless previously
authorized, the driver must phone the Travel Mamege Division (651) 296-8318, prior
to incurring any repairs costing in excess of $8bafore purchasing tires or batteries.
The authorization number must be written on the faicthe Field Purchase Order when
sent in to Travel Management. The white and yelbopwies of the Field Purchase Order
are to be given to the garage conducting the repaith instructions to mail the white
copy with an invoice to Travel Management for pagimé&ires and batteries will be
shipped by the Travel Management Division on refjukauthorization is not given

prior to repairs or purchases, the departmentheiltharged for the unauthorized
expenditures.

The Travel Management Division will accept collpbbne calls to obtain authorization
for repairs costing over $35, from 8 AM to 4:30 PMnday through Friday at (651)
296-8318. If repairs are needed evenings or wekkdrave the repairs made as
inexpensively as possible and notify Travel Manageiy memo or phone call the next
working day of the circumstances. Towing and stgrtharges will be paid by the Travel
Management Division. If the vehicle is stalledhumtthe metropolitan area, call (651)
296-8318 for instructions, or the nearest garagéér hours or in an emergency.

Upon completion of a trip, the vehicle must baurned to the Travel Management
Division and properly parked heading forward intstal. The white copy of the
requisition form is completed by the driver inclngiending odometer reading, time and
date of return, and signature. The vehicle musehened at the time designated on the
requisition form.

Special Note: The driver must indicate any mecramooblem on the reverse side of
the form. When vehicles are returned after nomvaking hours, drivers are to deposit
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keys in the night deposit box, place the packébhendrop box, and indicate where the
vehicle is parked on the map located inside th@dilslanagement Lobby.

Fines resulting from traffic citations involvirggther moving vehicle or parking
violations shall be the obligation of the drivespensible for the vehicle involved.

Parking of the Travel Management vehicle shaliie responsibility of the driver.
Vehicle shall be locked and the keys removed. Melsball be parked in a lot, if
available. However, if no other parking is avaldalthe vehicle may be parked on the
street if not in violation of a local ordinanceclfcumstances make it necessary to park
the vehicle in a garage or parking lot, the fedldleapaid by the user agency.

When a Travel Management Division vehicle iolagd in an accident with a
pedestrian, stationary object, or a moving vehiclgtructions are as follows:

Obtain competent medical care for any injured peopl

Secure the following information:

a. Names and addresses of all injured people.

b. Location where the injured are taken.

c. Vehicle owner's and driver's names, addressésgiaver license numbers.
d. Vehicle license number and description includimeke, model color, etc.
e. Names and addresses of all witnesses.

f. Vehicle owners and drivers insurance compardyolicy number

Do NOT make any statements concerning the acceam@pt to the police or Travel
Management Division personnel.

Complete the official Minnesota Motor Vehicle Acertt Report form from the
Department of Public Safety (included in vehicleket with keys, etc.), filling in all the
information on both sides of the form.

NOTE: Make a diagram and detailed description efabcident, including all pedestrians
and vehicles, both parked and moving, and all diduetors and objects that have any
bearing on the cause of the accident.

Inform Travel Management via phone (651) 296-678the accident, including whether
the car is in driveable condition. If the car id,nndicate where the vehicle is stored, out
of the way of traffic.

Send the Motor Vehicle Accident report, within 24, hsigned by the driver, to the Travel
Management Division office. The insurance sectidhbe completed by Travel
Management and the report, if necessary, will b&doded to the Department of Public
Safety by Travel Management. Department headsbeitiotified of accidents involving
their employees.

Insurance: An Insurance information card isuded in the key packet. In case of an
accident involving serious injury or death, and Thavel Management Division cannot
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be reached, call the General Adjustment Bureau (GAfce. The phone number is on
the ID card.

The state covers personal and property damagdtyabut does not include
comprehensive or collision coverage. In the cdskamage to the vehicle where the
driver did not do everything possible to avoid anident according to National Safety
Council Rules, the driver's agency may be chargethe cost of the damage to the
vehicle.

Travel Management vehicles are equipped withlselgs for every passenger. All
drivers and passengers are required by law toafs¢ydelts.

Both state and federal laws have established marimues per hour. Employees
driving state vehicles are to observe posted mgautefully, for their own safety as well
as improving fuel economy substantially.

Section 8. Review

This procedure will be subject to review on an atfasis or as needed.

Section 9. Approval

Issued this 12th day of September, 2000.

Cathleen Brannen, Vice President for Admiaisbn and Finance
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REQUISITION FOR STATE VEHICLES

Please provide the following information when resfueg a state vehicle. A minimum of 48 hour
notice to Travel Management Division, is requirélease plan accordingly.

Driver Name:
(*Must be a state employee, contracted to Metrauthorized by university)

State Employee: Dept./Div:

Contracting Services to Metro State U?

Other: Specify:

MN Driver's License No. Expires:

Insurance Company

On Behalf of Metropolitan State University, | grag@rmission to the above named person to
operate a state vehicle for the time(s) specifiddw. | have verified the valid driver's license
and inspected proof of insurance for the same.

Signature:

Title: Date:

Number of Passengers: Smoking or Non-smoking
Destination:

Pick Up: Time (must be within 1 hr. pd)ioDATE:

Return: Time (must be within 1 hr.quri DATE:

Type of vehicle requested: ***(see below)

Estimated mileage (roundtrip)

Vehicles are picked up and returned to Travel Manant Division, 296 Chester Street, St.
Paul. The driver of the vehicle must pick up argph $or it.

All of the information above is required to obtaivehicle. Please contact Administrative
Affairs at (651) 772-7740, with any questions yoaynhave regarding requisitions of vehicles.
The Requisition for Travel Management also sergatha 1400 required to encumber the
necessary funds. Travel Management will be coathahd a reservation made, and the proper
requisition form will be issued to you. Thank you!

NOTE: A table of vehicle types/rates is below tsistsyou in completing your Requisition for
Travel Management.
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Travel Management Vehicle Types/Rates:
EFFECTIVE 7-1-00:

Vehicle type Cost/Day Cost/Mile
Subcompact $13.00 $0.07
Compact 14.00 0.07
Intermediate 16.00 0.09
Van 19.00 0.15
Passenger Van 25.00 0.20
Carryall 26.00 0.20

Minivan 18.00 0.11
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AUTHORIZATION FOR STUDENT USE OF STATE VEHICLES
Please provide the following information when regfirgy a state vehicle. A minimum of 48 hour
notice to Travel Management Division, is requirédis form should be attached to your 1400,
and submitted to Purchasing. Please plan accdyding

Driver Name:

MN Driver's License No. Expires:

Insurance Company

Name of Student Organization:

On Behalf of Metropolitan State University, | grggarmission to the above named student to
operate a state vehicle for the time(s) specifidddw. | have verified the valid driver's license
and inspected proof of insurance for the same.

Signature: EDAT
Vice President, Student Affairs

Number of Passengers: Smoking or Non-smoking
Destination:

Pick Up: Time (must be within Ipleriod) DATE:

Return: Time (must be within périod) DATE:

Type of vehicle requested: ***(see below)

Estimated mileage (roundtrip)

Vehicles are picked up and returned to Travel Manant Division, 296 Chester Street, St.
Paul. The driver of the vehicle must pick up aigph $or it.

All of the information above is required to obtaivehicle. Please contact Administrative
Affairs at (651) 772-7740, with any questions yoaynhave regarding requisitions of vehicles.
A 1400 must be submitted to Purchasing and apprpxiedto requesting a vehicle. Once
approved, Travel Management will be contacted aresarvation made, and the proper
requisition form will be issued to you. Thank you!

NOTE: A table of vehicle types/rates is on thedwaling page to assist you in completing your
1400 form.
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