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Palm Beach State College

Lake Worth College Car Usage Procedures

In the interest of safety, insurance considerations and efficient use of the College Car the following rules are being adopted:

· The campus car 82 will be scheduled through the individual Provost’s Office, generally on a first request, first served basis.  The cars can only be reserved when travel is definite; one may not reserve cars on a contingency basis.  The district car 54 will be scheduled through the Office of the Vice President of Administration and Business Services in the same manner.  District employees on the Lake Worth Campus must inquire about the availability of the district car before requesting the campus car.
· Those who drive a car must submit a signed Car Request Form and 2 copies of their driver’s license.  A copy of the license will be forwarded to the Purchasing Department and periodically checked with the Department of Highway Safety and Motor Vehicles.  Students are prohibited from driving cars.

· Cars must be kept in the parking spaces specifically marked for their use while on their home campus.

· If traveling overnight, a driver may leave his or her personal vehicle in the designated car parking space.

· Cars are to be used for official College business only and should not be driven home at night.  

· When a car is returned to its home campus, the gas gauge should be at least ½ full.  

· The driver will be reimbursed through his or her travel reimbursement for gas purchased. 

· Cars should be returned to the home campus free of clutter and litter.

· A Vehicle Mileage Log, maintained in each car, must be completed after each trip and turned in to the Provost/Vice President of Administration and Business Services by Security once the entire page is complete.

· Fleet Services Concern Checklists (used to report mechanical problems and other conditions of the car) are located in the Security Office and must be completed by the driver when returning the car (if applicable).

· In case of breakdown, the car should be towed to the nearest Ford dealership to be held until repairs can be made.

· In case of accident (including minor dents, scratches, etc.), refer to the insurance card in each car glove compartment box. 

· There will be no smoking or alcoholic beverages permitted in the car at any time.

· Periodically, each car will be scheduled for preventative maintenance and unavailable for use.  

· The driving of a car is a privilege, not a right!  The failure to comply with the rules of usage can result in revocation of driving privileges!

ACKNOWLEDGMENT:  I have received a copy of this form and I understand that I must abide by all the rules spelled out above.  I also understand that I may not use the car for any personal activity.  Further, I understand that there is no insurance coverage for personal usage and that I may be held personally liable for all damages should an accident occur.  

SIGNATURE:______________________________________DATE:________________

Fax to:

Lake Worth Campus Vehicle 82:  13890
District Vehicle 54:  13585
