
TCOE VEHICLE 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



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

1. Introduction
2. Acceptable Use of TCOE Vehicles
3. Vehicle Reservations
4. Department Funding
5. 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.

STANDARD OPERATING PROCEDURES



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.

• 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.

• This section records the actual mileage driven.

• An account code is required for vehicle use charges.



RESOURCE SCHEDULER RESERVATIONS

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

• 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).



• 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

RESOURCE SCHEDULER RESERVATIONS



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

Card Number

Vehicle Number

User’s Name

Purchase Order


