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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.

Use of Vehicles for Business Purposes
 
The Company requires that any person using their own private vehicle for business related use have a valid driver’s license, an acceptable driving record according to the insurance carrier’s criteria, and have private vehicle insurance for the vehicle they are operating.

Private insurance and valid driver’s license information will be reviewed and updated in January of each year.

Employees are required to comply with traffic regulations, laws, and ordinances in the operation of motor vehicles when using their personal vehicle for Company business.  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 on Company business:

· Wear seat belts at all times;
· Obey traffic rules;
· Drive courteously, and practice defensive driving techniques; and
· Maintain a valid driver’s license and valid automobile insurance, meeting at least minimum Oregon coverage requirements at all times.

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

· Any and all traffic infractions and accidents for which you are ticketed during working hours;
· Any and all traffic infractions for which you are convicted, or plead guilty or no contest;
· Any change in driver’s license status, including suspension, revocation 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.


Attestation


As confirmed by my signature below, I, ______________________________, hereby attest that I have been provided with a copy of the Company’s policy regarding Use of Vehicles for Business Purposes and that I agree to adhere to said policy.  I further attest that I currently have a valid Driver’s License and valid automobile insurance, meeting at least the minimum required by the State of Oregon.


________________________________		________________________________
Signature 						Date


________________________________		________________________________
Full Printed Name	Driver’s License Number

__________________________________________________________________________
Address                                                                  City                                State                Zip   


________________________________		________________________________
Insurance Company 	Policy Number



     Copy of Driver’s License Attached			

     Copy of Proof of Automobile Insurance Attached
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