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8903.1
CLASSIFICATIONS
A.
College owned vehicles and vehicles assigned to the College shall be accounted for within the following Motor Pool classifications:


1.
ASB Motor Pool



This pool includes only those vehicles purchased with student body and residence hall funds.


2.
College Motor Pool



This pool includes vehicles normally assigned to central receiving, maintenance, grounds, custodial and other related College departments.


3.
State Motor Pool



This pool includes only those vehicles directly controlled by the Motor Transport Division and permanently assigned to the College.

8903.2
PRIORITY OF USE
A.
All motor pool vehicles shall be assigned on the basis of priority of need with the following exceptions:


1.
Student activities/athletes shall have first priority use of ASB Motor Pool vehicles.


2.
Instructors shall have second priority use of ASB Motor Pool vehicles.


3.
Maintenance, grounds, custodial, and central receiving personnel shall have first priority use of College Motor Pool vehicles.


4.
Security personnel shall have first priority use of the College Motor Pool security vehicle.  College Motor Pool vehicles shall be scheduled on a "first come first serve" basis.

8903.3
VEHICLE SCHEDULING
A.
The Program Assistant for Student Activities shall be responsible for scheduling the use of all Motor Pool vehicles.  Should a scheduling conflict occur, the Vice President of Student Services or his designee shall assign vehicles according to the priority of use in 8903.2.

B.
A vehicle may be scheduled for off-campus use by completing a Travel Authorization form with appropriate authorizing signatures.

C.
Reservations for the use of vehicles outside the Moses Lake area should be submitted to the Program Assistant for Student Activities at least three working days prior to the date of departure.

D.
Employees and authorized students requesting the use of a Motor Pool vehicle shall receive confirmation of vehicle availability outside the Moses Lake area at least 24 hours prior to the scheduled usage.  The travel packet including keys, credit cards, vehicle schedule sheet, vehicle maintenance sheet, and related items and/or information shall be issued to the requesting employee or authorized student on the day of travel.  If the time of travel is to commence prior to 8:00 a.m. on any work day or if travel is to commence on a regularly scheduled non-work day, the travel packet shall be issued the last regularly scheduled work day preceding time of travel.

E.
Big Bend Community College does not encourage the leasing of vehicles to outside agencies.  However, if the occasion arises, Big Bend Community College may require the Lessee to furnish a copy of the driver's Washington State Drivers License, a written assurance of the driver’s reliability, and a copy of the Lessee's liability insurance policy.

F.
Responsibility for the use and control of the assigned vehicle shall remain with the authorized driver from the time and date the travel packet is issued until the travel packet is returned to and accepted by the Program Assistant for Student Activities.

8903.4
VEHICLE RECHARGE RATES
A.
ASB Motor Pool recharge rates shall be established and approved by the President and Vice Presidents.  These rates shall be based on current vehicle prices and depreciation, fuel prices, and maintenance costs.

B.
State Motor Pool vehicle trip tickets, voucher distributions, MS sheets, and related accounting forms shall be completed by accounting personnel in compliance with the State Budget and Accounting Act, OFM regulations, State Board for Community and Technical Colleges regulations, and College regulations.

8903.5
VEHICLE MAINTENANCE
A.
The Program Assistant for Student Activities shall notify the Maintenance Supervisor or his designee of required vehicle maintenance as identified on the vehicle maintenance sheet within 24 hours of vehicle usage or by the end of the next working day if usage occurs on a holiday or weekend.

B.
The Maintenance Supervisor or his designee shall complete all routine and light maintenance work as required on Motor Pool vehicles including:


1.
Fill vehicle gasoline tanks


2.
Change vehicle oil and filters


3.
Lubricate vehicles


4.
Install and maintain appropriate anti-freeze levels


5.
Repair flat tires and change tires


6.
Install tire chains


7.
Replace lights


8.
Perform other routine vehicle maintenance including cleaning

8903.6
VEHICLE REPLACEMENT
A.
The Purchasing Manager shall establish and maintain a vehicle replacement schedule based upon vehicle age, condition, incident of vehicle repair, cost/benefit factors, and related information.

B.
The Vice President for Administrative Services may recommend vehicle replacement based upon replacement schedule results.
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