TO: Stephen Solowczuk, Chair
Working Session
THROUGH: Robert E. Guenzel
County Administrator
FROM: Frank Cambria
Deputy County Administrator
DATE: May 19, 2005
SUBJECT: Summary of County Fleet

COUNTY ADMINISTRATOR
220 NORTH MAIN STREET, P.O. BOX 8645
ANN ARBOR, MICHIGAN 48107-8645
(734) 222-6850
FAX (734) 222-6715

The current Washtenaw County fleet contains 245 vehicles, including trucks, vans, passenger vehicles, boats and motorcycles. The attached
summary details department assignment, vehicle, usage, authorization for assignment, and personal vs. work-only use.

Of the 245 vehicles, six (6) vehicles are designated for both work and personal use. The remaining 239 vehicles are for work-only use.
Assignment of vehicles is determined based on a number of considerations, including policy, employment agreement, cost effectiveness, union
agreement, transport of non-County personnel, service or special utility usage.

Policy

Employment Agreement

Mileage / Cost Effectiveness

Union Agreement

Transport of non-County Personnel
Service or Special Utility

22
4
21
34
37
127

In addition, numerous vehicles are paid for through departmental or service revenue streams, including Building Services and Drain
Commissioner. The vehicles assigned to Parks & Recreation are provided under Public Act 261, which establishes a County Parks & Recreation
Commission and gives the Director discretion to assign vehicles as necessary. These vehicles are accounted for under “policy” assignment.
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*This policy will be replaced by a new policy entitled “County Vehicles”















GENERAL OPERATION - VOL. | POLICY NEW

Title: County Vehicles

Resolution Number:

Accountability: Support Services — Facilities Management through County Administrator

COUNTY VEHICLES

Application:

This policy shall govern the purchase, operation and maintenance of all County vehicles.

General Policies:

A.

The County Administrator shall develop procedures to manage the fleet of vehicles owned by the County.
These procedures will be communicated to the Board of Commissioners. Any changes to these procedures
shall be communicated to the Board of Commissioners at the next scheduled regular meeting.

The County fleet shall be operated out of an internal service fund with revenues derived from charges for
services provided to County-operated departments and agencies.

Unless otherwise authorized, County vehicles shall only be used for official County business.
Any employee operating a County-owned vehicle must possess a valid Michigan driver’s license of a level
that is in accordance with the operational requirements of the vehicle assigned (e.g., Commercial Drivers

License & Chauffeur’s license).

When operating a County-owned vehicle, the employee must, at all times, operate the vehicle in compliance
with all applicable laws and regulations.

Positions allowed permanently authorized vehicles shall be determined by the County Administrator with
communication to the Board of Commissioners.



. The County Administrator shall maintain an inventory control system to monitor the use of County vehicles.
. All vehicles owned by the County shall be titled in the name of the County.
Facilities Management shall be responsible for the maintenance of County vehicles.

. The County shall purchase alternative-fuel vehicles when such vehicles are available and appropriate based
on determined usage.



. Requesting a County-owned Vehicle

A. Any employee or department requesting assignment of a County-owned vehicle must submit a written request with supporting
documentation to the Washtenaw County Operations Supervisor. Supporting documentation could include: description of a programmatic
change necessitating the assignment of a County-owned vehicle; proof of excess mileage; and/or any other documentation that would
provide evidence of eligibility per the below criteria.

B. The Deputy County Administrator, Director of Strategic Planning & Budget, and the Facilities Management Director, in collaboration with
the requesting department’s Director, will review the request.

C. The Operations Supervisor will notify the requesting department’s Director of the approval status of the request within 2 weeks of

submittal.

Il Employee Eligibility

The following criteria will be used to determine an employee’s eligibility to be assigned a County-owned vehicle for use during the course of
discharging his/her duties:

¢ Any employee who incurs an average work mileage in excess of 1,000 miles per month; and/or

e Whose job requires the transport of non-County personnel; and/or

e Whose job requires the use of a service or specialty vehicle; and/or

¢ Whose union contract calls for vehicle assignment.

In all instances, County-owned vehicles are to be utilized for official County business only. Written approval from the County Administrator or the
Deputy County Administrator must precede the personal use of a County vehicle. Misuse of a County vehicle is grounds for disciplinary action

and/or loss of vehicle privileges.




The following criteria will be used to determine an employee’s eligibility to utilize a County-owned vehicle on a take-home basis:
¢ Any employee who has been determined to be subject to “on-call” status.

¢ Any employee who has been provided this resource by union contract or by an employment agreement.

Il Procedures Governing the Use of County-owned Vehicles

A. Removal of vehicle assignment
1. The Operations Supervisor shall review vehicle usage annually.
2. Any vehicle that is not used a minimum of 12,000 miles per year will be reviewed by the Operations Supervisor for possible
removal from the County fleet, except for service and specialty-type vehicles.
3. Any employee or department that does not meet the eligibility requirements as set forth in this document will be subject to review
and potential removal of vehicle assignment(s).
4. Misuse of County-owned vehicles (e.g., personal usage or other procedural disregard) shall subject the employee to disciplinary
action and loss of vehicle privileges.
B. Moving violations
1. Any moving or parking violations and subsequent fines incurred while operating or using a County-owned vehicle are the
responsibility of the employee.
2. All moving violations are to be reported to the employee’s direct supervisor and the County Risk Manager within 48 hours.
C. Accident
1. The employee shall call the police, and/or other emergency responders (as needed) immediately.
2. The employee shall call his/her supervisor. If the supervisor is not available, the employee shall contact an alternate person in
his/her office.
3. The employee shall contact the Help Desk at (734) 222-3737 to report any accident, who will then convey the information to the

Operations Supervisor and the Risk Manager.




The employee shall give the other driver his/her name, license number, and an office phone number.
Under no circumstances should the employee discuss who is at fault with the other driver.
6. The driver shall complete the Driver Report of Vehicle Damage form, which is available on the County’s website (under

“Employment” then “Vehicle Safety”) or in the information packet located in the vehicle’s glove box, and submit to his/her
supervisor with a copy to the Washtenaw County Risk Manager within 48 hours.
D. Vehicle fueling
1. County-owned vehicles are to be fueled only by using a County-issued fuel credit card (accepted at most service stations).1
2. All vehicles are to use 87 octane fuel only. The only exceptions are vehicles requiring diesel fuel and vehicles requiring natural
gas.
3. All natural gas vehicles are to be fueled at the County-owned fuel pump located at 2155 Hogback whenever possible.
E. Fuel Card Rules And Regulations (as listed on applicant form)
1. The card shall be used for the purchase of 87 octane unleaded fuel (no use of premium or mid-grade fuels is permitted) and
window washer fluid.
A card bearing the driver's name shall be issued to each driver.
Employees shall be issued a four-digit PIN to be used with the card.
Employees shall be accountable for all charges made to the card.

Employees shall be charged a fee of ten dollars ($10) to replace a lost card.

All lost or stolen cards are to be reported immediately to the Help Desk at (734) 222-3737.

N o ok wDd

Misuse of the card shall subject the employee to disciplinary action and/or loss of vehicle privileges.
8. Fuel cards are to be used for fueling of County-owned vehicles only.

F. Vehicle Replacement

' The use of credit or procurement cards adds taxes to the purchase of fuel from which the County is exempted through the use of fueling card.
Should a credit or procurement card be used to purchase fuel, the employee responsible for the purchase shall also be responsible for the taxes
on that purchase.



Vehicle replacement shall occur in accordance with all applicable Washtenaw County policies.

Vehicles shall be replaced at the end of their useful life. The Operations Supervisor will determine this endpoint by considering
the age, mileage, and condition of the vehicle.

Vehicles shall be replaced with the type of vehicle that is appropriate for the job requiring its use. Appropriateness shall be
decided by the Operations Supervisor in collaboration with the requesting department’s Director.

The cost of the vehicle, maintenance cost, and resale value shall be considered during replacement decisions.

Iv.

2005 County Vehicle Standards

A. Passenger car — midsize, 4-door sedan

6 passenger, cloth seating
6-cylinder engine
Automatic transmission

Front wheel drive

B. Light truck

3 passenger, cloth seating
8-cylinder engine
Automatic transmission
Regular cab

2 wheel drive

8 foot bed

C. Light Transport Vehicle — mini van

8 passenger, cloth seating

6-cylinder engine




e Automatic transmission

D. Medium transport vehicle — full size van
o 15 passenger, cloth seating
e 8-cylinder engine

e Automatic transmission

V. 2005 Service and Specialty Vehicles

A. Service vehicle
e Plumber’s truck
e Electrician’s truck
¢ Fleet service truck
e Snow plow truck
B. Specialty vehicles
e Dump truck
¢ Patrol vehicle
o Sheriff transport vehicle
o Emergency Management vehicle

e \Wheel chair lift van

VL. Fleet Services’ Accountability

The mission of Fleet Services is to ensure proper, efficient, and safe operation of all County vehicles. Fleet Services is responsible for the
following:

. Purchase and disposal of all fleet vehicles and equipment;




Installation and maintenance of all fleet required equipment, such as radios, specialized lighting, and specialized equipment;
Preventative maintenance on all fleet vehicles;

Quotes for vendor service;

Repairs on fleet vehicles;

Implementation and management of fleet standards;

Administrative tasks such as registration, departmental charge-back, and tracking of fleet usage;

24-hour emergency road-side assistance, to be accessed via the Help Desk at (734) 222-3737 during business hours and via the

Operations Supervisor (whose contact information shall be provided in every vehicle) after hours.

VIL.

Departmental Charge-back

A.

Fleet Services shall charge departments on a monthly basis on a straight-line depreciation schedule for each vehicle in service of that

department. This charge shall be calculated using the following formula:

(Vehicle Purchase Price + Additional Equipment - Salvage Value)

Expected Length of Service in Fleet

Fleet Services shall charge departments for regular preventative maintenance services and incidental repairs as needed. Parts and
materials shall be provided at cost. An hourly “shop charge” shall be charged to departments in order to assign Fleet Services’
overhead (e.g., labor, tools, equipment) equitably across departments according to use. The Operations Supervisor shall review the
shop charge annually for accuracy and appropriateness.

Fuel costs shall be charged directly to departments via fuel card accounting system.




