TCOE VERHICLE RESERVATIONS

The Standard Operating Procedures outline the
process for use of TCOE vehicles. This presentation
will highlight the following:

What are the Standard Operating Procedures?

Conference Attendance Reimbursement Form

Resource Scheduler Reservations

Fuel Purchases



TULARE COUNTY OFFICE OF EDUCATIONM
STANDARD OPERATING PROCEDURE
FOR USE OF TCOE VEHICLES

INTRODUCTION

Tulare County Office of Education (TCOE) maintains a fleet of vehickes for the sole purpose of conducting
support services for the organization. The General Services Department is responsible for ensuring the
scheduling and maintenance of the vehicles and that the use adheres to TOOE policy. all TCOE employees
whao are authorized to drive a TOOE vehicle must familiarize themselves with TCOE's policies regarding the

appropriate use. Be sure to submit a DMV Authorization to HR prior to reserving a vehicle.

ACCEPTABLE USE OF TCOE VEHICLES

Employees may use TCOE-Owned vehicles for official business and work related activities with priar
approval from your supervisor. Vehicles used to transport employees on TCOE business may not be taken
home without prior approval from your supervisor. TCOE vehicles may not be used for personal use under
BNy Circumstances.

WVEHICLE RESERVATIONS

wviehicle reservations require prior approval from your supervisor and will be made through Resource
scheduler. Reservations will be made through your department scheduler (both conference room and

admin room schedulers will hawe access). The reservation process is as follows:

A, Open a PO for Wey Bank for fuel. This must be dene prior to making a reservation.
a. Each TCOE vehicle has an assigned fuel card issued with the vehicle key.
i You must reguest an employee specific Driver ID/Pin # from General Services prior to
your reservation. Do not share your Driver ID/Pin #.
1. A Fuel Use Agreement must be executed by your supervizor and submitted to
General Services for issuance of a Driver ID.

il. wWhen filling up the pump will require you to enter your Driver ID first and then enter
the current vehicle mileage.

iil. The driver is responsible for ensuring the vehicle is fully fueled upon return. Returning a
vehicle with less than a full tank of gas will result in & cost recovery charge of 535 plus
the cost to refuel the vehicle which will be charged to your program.

b.  All gas receipts turned in to Business services must be taped to a blank 8.5"x11" shest of paper
with the following information on them:
i. wehicle Number

ii. =ascard Mumbear

ii. name of individual who used the fusl card

iv. Purchase Order Number

c. Besure to fuel the vehicles during your nermal work hours unless you have prior approval from
YOUr SUpervisor.

STANDARD OPERATING PROCEDURES

The Standard Operating Procedures define the terms
for use of TCOE vehicles. They are broken down into
five sections:

Introduction

Acceptable Use of TCOE Vehicles
Vehicle Reservations
Department Funding
Responsibilities

All TCOE employees who drive a TCOE vehicle must be
familiar with the Standard Operating Procedures.

If the vehicle requires service (low tire pressure,
service light...) please put in a work order through
Web Help Desk describing the service needed.
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CONFERENCE ATTENDANCE REIMBURSEMENT

A Conference Attendance Reimbursement form must be filled
out and approved prior to picking up a vehicle. Refer to the
instruction form if you have questions on filling it out. Below
are the items required for TCOE vehicle use.

e This section certifies that you have read and understand
the Standard Operating Procedures for use of TCOE
vehicles.

* Be sure to record the vehicle number that has been
reserved.

* An account code is required for vehicle use charges.

e This section records the actual mileage driven.



B
- Resource Scheduler
Home

m RESERVATION WIZARD PLANMER APPROVALS REPORTS ~ QUICK LINKS ~

DefauN - ‘ .
‘ My Favorites

N\

‘ ‘ \ ‘ No user favorites selected...

» TCOE
Doe Ave

b

b Doe Ave. Willow Room
»+ Dream Center vl Y Reservations
b Liberty

» Mooney Administration
b
-

Mooney Conference Center

Vehicles
v Doe Vehicles
Wehicle 111
~ Mooney Vehicles & Internal Business @ @
Wehicle 112 Oct 22,2021 1:00 PM - 2:00 PM
Wehicle 114
Wehicle 115

\ Vehicle 116 /

Friends of Scicon & @
Oct 27,2021 3:00 PM - 5:00 PM
Mooney Administration; Administration; Tule AB

Choices Interviews @ B
Mar 4, 2022 7:30 AM - 12:30 PM

RESOURCE SCHEDULER RESERVATIONS

s Resource Scheduler

Home

HOME RESERVATION WIZARD m APPROVALS REPORTS = QUICK LINKS -~

™

Daily Event Planner Search
Search Options

Doe Ave

Doe Ave. Willow Room
Dream Center

Liberty

Mooney Administratior

Mooney Conference fenter

* Anyone who has access to reserve a conference room will
be able to put in a vehicle reservation.

»n You can use the Home or Planner tab to reserve a vehicle.

* Take note of what office the vehicle must be picked up
from and returned to (Doe or Mooney).
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RESOURCE SCHEDULER RESERVATIONS

Fill out the top of the reservation form just like you are
reserving a conference room

Each question must be addressed in this section

A PO for WEX bank must be opened prior to making a
reservation

The driver must have a unique Driver ID assigned to them
prior to making a reservation



Purchase Order
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FUEL PURCHASES

All fuel purchases must be made through TCOE’s fuel purchase
program. You may go to any gas station that does not require a
membership (Costco, Sam's Club...).
* Driver must have a Driver ID prior to picking up a vehicle.
* Requires a Fuel Use Agreement to be executed with
supervisor and returned to General Services.
A WEX Bank PO must be opened prior to picking up a
vehicle.

Driver ID and vehicle mileage must be entered at the pump.

Fuel receipts turned in to Business Services must be taped to a blank

8.5”x11” sheet of paper with the following information on them:
i.  Vehicle Number

ii. Fuel Card Number
iii. Name of individual who used the fuel card
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FLEET MANAGEMENT

Card Number

Vehicle Number Prceno. —  GoPT
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