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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Personal Use of Company Vehicles 

Subject to the following conditions, Company vehicles may be used by employees for personal use as a benefit of employment:
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1. Employees are required to reimburse all expenses that occur out of personal use of the vehicle. 
2. All employees are required to reimburse the Company at least once a month at the IRS mileage rate for personal miles driven. This includes mileage to/from the employee's residence and place of work. Employees are responsible for submitting the records in a timely manner and on the correct forms.
3. Company-provided vehicles may not be used on vacations or for personal trips to points more than 30 miles distant from the employee's primary work location without prior approval from their manager.
4. Personal use of Company-provided vehicles is limited to the employee except in the case of an emergency.
5. The employee is responsible for all insurance, including collision coverage and any damage to the car not covered by insurance while operating a Company-provided vehicle on personal business. The employee is liable for any parking tickets, traffic violations, civil damages, or other fines that arise out of the personal use of a Company-owned vehicle.

Business and personal use are defined as follows:

1. Commuting between home and the office is personal use.
2. Any non-work related travel is personal use.
3. Trips between home and business-related meetings away from the office are business use.

Driving Rules While Operating Company Cars 

Employees are required to comply with traffic regulations, laws, and ordinances in the operation of motor vehicles when using a Company vehicle for personal use.  At no time should this jeopardize the safety of the public or Company employees.  Employee compliance with all safety policies will help eliminate accidents and make our Company a leader in safety in the community.  The following list is not exhaustive, but reflects the practices expected of all employees operating vehicles whether for personal or business use:

· Wear seat belts at all times.
· Obey traffic rules.
· Drive courteously, and practice defensive driving techniques.
· Maintain a valid driver license and valid automobile insurance, meeting at least minimum Oregon coverage requirements at all times.
· All employees are expected to pull over to the side of the road before using their cell phone, even if the phone is equipped with hands-free technology.  The use of any mobile communication device is prohibited while driving.  

If you operate a Company vehicle, whether for business or for personal use, immediately report to your supervisor or manager the following:

· Any and all traffic infractions and accidents for which you are ticketed during working hours or during work-related activities;
· Any and all traffic infractions for which you are convicted or plead guilty or no contest;
· Any change in driver license status, including suspension, revocation, cancellation, or restriction;
· Any lapse, change or termination of automobile insurance coverage; and
· Any incident involving the use of a vehicle while working, whether or not it results in any injury to any person or damage to any vehicle or property, and regardless of whom is at fault.

Violation of this policy may result in disciplinary action up to and including discharge.
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