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CITY OF LOD! INTRODUCTION
FLEET POLICIES AND PROCEDURES SECTION 1

OBJECTIVES

The Fleet Policies and Procedures govern the management, operation, acquisition, and
disposition of vehicles and equipment owned and leased by the City of Lodi. The
objectives of the Fieet Policies and Procedures are to:

A. Provide safe, dependable, and clean vehicles for the fransportation of
authorized City employees and for the delivery of essential services at
the lowest possible cost.

B. Achieve the maximum utilization of each vehicle in order {o reduce the
overall fleet size to an effective minimum.

C. Inform operators of City-owned vehicles of their responsibilities for the
care and use of City vehicles.

. Establish budget and funding procedures for new and replacement
vehicles.

E. Establish policies regarding the use of personal vehicles for conducting
City business.

F. Ensure that the appearance and use of City vehicles present a positive
image for the City.

POLICY GUIDELINES
The following policies govern the general management of the City’'s vehicle fleets:

A. The City Manager is responsible for the management, operation,
acquisition, and disposal of City owned and leased vehicles. The
City Manager, with City Council concurrence, may amend the policies
and procedures as required in order to meet the objectives stated above.

B. Department Heads are responsible for the enforcement of these policies
and procedures.

C. The City has organized City vehicles into two fleets: Enterprise and
General (see Appendix A).

D. The Fleet Management Committees will be established to serve the
City Manager in all vehicle-related matters to include budgeting,
acquisition, disposition, assignments, vehicle operation, maintenance,
and insurance.
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FLEET MANAGEMENT COMMITTEES

The Fleet Management Committees will consist of representatives from each of
the departments. These representatives will serve as Fleet Coordinators. The
term of the Fleet Coordinator is at the discretion of the Department Head.
Current Fleet Coordinators’ names and phone numbers can be obtained
through the Fleet Manager.

The responsibilities of the Fleet Management Committees are:
A. Updating the Fleet Policies and Frocedures
B. Developing cost and use data for managing City vehicles

C. Reviewing vehicle utilization information and making vehicle
assignments, as appropriate, including the reassignment of vehicles

D. Reviewing the annual vehicle budget for new and replacement vehicles
=, Establishing policies to ensure efficient vehicle utilization
FLEET SIZING OBJECTIVE

The key objective to these policies and procedures is to achieve the maximum
utilization of each vehicle in order to reduce the overall size of the fleet to an effective
minimum. Keeping the size of the fleet to the smallest number of vehicles possible will
not only result in reduced capital costs, but more significantly, lower operating costs,
including necessary support personnel and facilities required to maintain and store
City vehicles.

FLEET ORGANIZATION

The City has organized City vehicles into two fleets: Enterprise and General. The
Enterprise Fleets consist of Electric Utility, Water, Wastewater, and Transit operations.
All other City departments’ vehicles (Administration, Community Development, Finance,
Fire, Hutchins Street Square, Parks and Recreation, Police, and Public Works) are part
of the General Fleet. The Electric Utility Enterprise Fleet will be managed by the
Electric Utility Department; the Water, Wastewater and Transit Fleets will be managed
by the Public Works Department. The General Fleet will be managed by the

Public Works Department and is composed of all vehicles other than those assigned to
the Enterprise Fleets.
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CITY OF LODI BUDGET
FLEET POLICIES AND PROCEDURES SECTION 2

OVERVIEW

This section outlines the basic policies and procedures that will be used in preparing
budget requests for vehicles to be included in the City's Financial Plan and Budget.
These instructions ensure conformance with the fiscal and administrative policies
established by the City Council and the City Manager.

At the time the Financial Plan is to be prepared, specific budget instructions will be
issued. Included in these instructions will be the budget calendar, funding targets,
guidance for changes in service levels and specific budget formats to use in presenting
Significant Expenditure Requests and Capital Improvement Budget Requests.
Accordingly, the policies and procedures described in this section provide a basic
foundation for budget preparation,

Under the budget process described below, replacement vehicles are generally
budgeted and funded in the General Fleet Fund or Enterprise Fleet Fund. Target levels
will be established by the City Manager and the Finance Director for each two-year
budget cycle based on projected replacement needs. As such, the target funding does
not authorize specific replacements. Replacement vehicles will be specifically identified
and listed in the Financial Plan. Vehicles will be replaced based on target funding
provided in the Financial Plan if justified and approved by the appropriate Fleet
Management Committee.

Requests to increase the size of the City fleet wili be included in the Capital
Improvement Budget. The vehicle requested will be described and specifically
listed as a line item in the Capital Improvement Budget. The request must
include funding source.

POLICY GUIDELINES

The following policies are to be used for programming and budgeting the purchase or
lease of vehicles used to conduct City business and to deliver City services:

A. Departments are responsible for identifying and budgeting for vehicles
which increase the size of the City fleet or requests which significantly
change a vehicle class in the current vehicle inventory, such as a pickup
truck for a dump truck.

B. Department Heads are responsible for identifying and recommending
replacement vehicles based on the City’s vehicie utilization criteria.

C. The Fleet Management Committees will review all requests for vehicles
that increase the size of the City fleet as well as for replacement
vehicles. Approval will be based on the justification presented and the
City’s vehicle utilization guidelines.

D. Budget requests for vehicles will include the total cost of a vehicle:
delivery cost, vehicle modifications, and the cost of compoenent
equipment and installation, if applicable.
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E. The City Council must approve requests for additions to the vehicle fleet.
Significant changes in class of vehicle, such as changing from a pickup
truck to a dump truck, will be considered to be additions to the vehicle
fleet. Changes in vehicle class which are intended to serve the same
service delivery functions may be approved by the City Manager.

F. The justification for additional vehicles must include a description of the
change in service requirements of the department, the projected
utilization criteria, the availability of existing vehicles, alternative
transportation options and, when appropriate, a description of the special
requirements that justify the purchase of a special-purpose vehicle as
defined in the glossary.

G. The Risk Manager is responsible for budgeting vehicle insurance.
FUNDING POLICIES
A. All vehicles will be requested through the Capital Improvement Budget.

B. Funding for the purchase of both scheduled and emergency
replacement vehicles damaged beyond repair will be from the
General Fleet Fund, the Enterprise Fleet Fund, or other sources,
as applicable.

C. The City will maintain a minimum fund balance in the General Fleet Fund
and the Enterprise Fleet Fund to meet the following goals:

1. allow for annual fluctuations in expenditures while maintaining a level
annual transfer to the fund; and

2. maintain a minimum balance to allow for emergency replacement
purchases,

The City recognizes that the minimum balance cannot be attained in
the first year of implementation of this policy and an annual transfer
amount needs to be established based on experience and
implementation of this policy. Therefore, the minimum balance and
the annual transfer amount shall be established as part of the budget
process.

The annual contribution to the funds will generally be based on the
annual-use allowance which is determined based on the estimated
service life of the vehicle or equipment and its original purchase cost.
The Finance Director and Fleet Manager will establish an annual
funding ceiling for the purchase of replacement vehicles. These funds
will be used to purchase vehicles, component equipment, and to make
vehicle modifications necessary to replace an existing vehicle,

The City Council maintains the authority to not fund equipment
replacement or borrow from the fund in any given year.

D. Inthe event that funds budgeted for purchase of vehicles are not fully
expended or encumbered during the year in which such funds have
been appropriated, those unused funds shall be restored to the
appropriate fieet fund.
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DEPARTMENT REQUIREMENTS

A. Departments are responsible for identifying their need for replacement
vehicles, additional vehicles, or significant changes in vehicle class
required to conduct City business. Requests will be submitted by the
Fleet Coordinator to the Department Head. If approved by the
Department Head, the request will be forwarded to the appropriate Fleet
Management Committee for review and approval. This request will
include the following information:

1. Class of vehicle(s) to be replaced

2. Number of vehicles to be replaced

3. City vehicle number and Vehicle identification Number (VIN) of the
vehicles to be replaced

4. Number of vehicles to be purchased

5. Class of vehicles to be purchased

6. Estimated cost of the replacement vehicles, modifications,
component equipment, shipping cost, sales tax, and any other costs
that will be incurred in acquiring the required vehicle

7. Estimated operating cost per mile, including gas, lubricants, and
maintenance, if appropriate

8. Vehicle utilization criteria in years, miles, and hours of operation as
appropriate (refer to Section 4, Utilization/Replacement Guidelines
Table 2)

9. Recommendation for disposal or second use

B. Fleet Coordinators are responsible for preparing fleet utilization statistics
each July and submitting this information to the Fleet Management
Committees with recommendations for replacing or changing the class of
vehicles,

C. Requests for vehicles that increase the size of the City fleet or resuit in
significant changes in vehicle class will be submitted and justified during
the biannual budget cycle, including the information shown below, using
the appropriate Capital Improvement Budget form. Only by exception
will the City Council be requested to approve additions to the City fleets
out of the normal budget cycle.

1. Request Title - Short-form description of the request for easy
reference

2. Purpose - A description of the City service(s) or business for which
an additional transportation or a special-purpose vehicle (or
significant change in vehicle class) is required

3. Vehicle Description - Class of vehicle required

4. Required Modifications - A description of modifications required to
place the vehicle into operation

5. Component Equipment - A listing of component equipment required
to place the vehicle into operation

6. Utilization Criteria - Estimated miles and hours of operation per year

7. Alternatives - A description of other methods in meeting vehicle
needs, such as leasing, use of existing fleet, or contracting of service
requirement

8. Recommendation for disposal or second use
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9. Cost Summary - A description of the estimated cost and funding
source by element of cost, including but not limited to; basic uni,
modifications required, component equipment, transportation, and
any other costs projected to be incurred in acquiring the complete
vehicle

10. Amount to be budgeted for first year and/or second year

FLEET MANAGEMENT COMMITTEES

A. The respective Fleet Management Committee (Enterprise or General)
reviews and evaluates all requests for vehicles. The Committee will
approve requests for vehicle replacement in the first and/or second
budget year. If the request is denied, the Committee will make
comments on the Significant Expenditure or Capital Improvement
Request. In addition, the appropriate Fleet Management Committee
recommends priorities and budget targets for replacement vehicles.
Upon approval of the City Manager, the approved requests are
incorporated into the City's Preliminary Financial Plan and are subject to
the approval of the City Council. Requests for additional vehicles will be
included as a Capital Improvement Budget Request.

B. Recommendations made by the appropriate Fleet Management
Committee for additions to the City’'s vehicle fleet are not final. Final
approval to purchase additional vehicles is contingent upon the
recommendation of the City Manager and approval of the City Council.

C. The recommendation of the Fleet Management Committee to replace
existing vehicles costing $50,000 or less per vehicle is contingent on the
approval of the City Manager. All replacement vehicles costing more
than $50,000 require budgetary and subsequent procurement approval
by the City Council.
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CITY OF LOD} ACQUISITION AND DISPOSITION
FLEET POLICIES AND PROCEDURES SECTION 3

OVERVIEW

This section describes the steps required to acquire or dispose of a City vehicle.
These procedures may be tailored to the needs of any acquisition or disposal, but
are not subject to deviation without approval of the City Manager.

POLICY GUIDELINES

A. The City Manager, or his designated representative, is authorized to
solicit bids and award contracts for the purchase of vehicles approved in
the budget and costing $50,000 or less per vehicle. Purchases with an
estimated value greater than $50,000 per vehicle require the approval of
the City Council prior to soliciting bids. The City Manager is further
authorized to approve the emergency replacement of vehicles costing
$50,000 or less per vehicle,

B. On ali purchases greater than $50,000 having prior approval by the
City Council to solicit bids, the City Manager will generally be authorized
to award the bid to the lowest responsible bidder if the amount of the bid
is less than the estimated cost reported to the Council.

C. The City will attempt to consolidate vehicle purchases to the maximum
extent feasible. The City will also use State Office of Procurement
contracts and other California public agency bids whenever it is in the
best interest of the City to do so.

D. All vehicles acquired by the City will be registered in the name of the City
of Ledi, P. O. Box 3006, Lodi, CA 95241-1910. Police undercover
vehicles are exempt from the requirements of this section.

E. The Certificate of Title (pink slip) wifl be maintained by the
Finance Department for ali City vehicles.

F. When staff believes the interests of the City can best be served with the
acquisition of a used vehicle(s), a request to purchase such used
vehicle(s) must be submitted via the respective Fleet Coordinator,
through the Department Head, to the appropriate Fieet Management
Committee for review. The request must include an evaluation of
warranties and cost advantages to the City, in addition to other
information required by this section. If approved by the Fleet
Management Committee, the request shall be forwarded to the
City Manager for approval prior to purchase of such vehicle.

G. Further, when staff believes that the interests of the City can best be

served with the lease of a vehicle or vehicles, a request to lease the
vehicle(s) shall be submitted via the respective Fleet Coordinator,
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through the Department Head, to the appropriate Fleet Management
Committee for review. Such request must be accompanied by
evaluation of cost of lease, operation, and maintenance compared to
the purchase price, cost of operation and maintenance, and estimated
resale value of the same vehicle if purchased, in addition to other
information required by this Section. If approved by the

Fleet Management Committee, the request shall be forwarded to the
Finance Director for review, and then to the City Manager for approval
prior to lease of such vehicle(s).

. The City Manager, or his designated representative, may authorize the
sale or disposal of surplus vehicles which have been removed from the
City fleet in accordance with this Policy.

PURCHASING PROCEDURES

A. Purchases of vehicles may be accomplished using any of the following

methods:

1. By use of the State of California Office of Procurement contracts
2. By use of any valid California public agency contract

3. By solicitation of bids

4. By negotiation {only for the purchase of used vehicles)

. Requests to purchase a vehicle with a cost greater than $50,000 must
be submitted to the City Council for approval using the City’s standard
Council Communication form. Requests to purchase a vehicle with a
unit cost of $50,000 or less must be submitted to the Finance Director for
review, and then the City Manager for approval using the City Manager’s
Special Request Form (see Appendix B).

The Council Communication or City Manager's Special Request Form
(as appropriate) will include reference to the page number and date of
the City's approved Financial Plan and Budget which authorized the
funding of a new vehicle or the change in vehicle class, or other
supporting documentation.

C. The procedure for the purchase of a budgeted vehicle shall be as follows:

1. City Manager's Special Request Form (for vehicles costing $50,000 or less)
or Council Communication (for vehicles having a cost greater than $50,000)
shall be forwarded, with specifications attached, by the Department Head
via the Fleet Coordinator to the City Manager for review and approval.

2. Approved City Manager's Special Request Form shall be forwarded to the
Purchasing Officer (for purchase of new vehicles) or to the Fleet Manager
(for the purchase of used vehicles) for action in accordance with good
purchasing practices, the Lodi City Code, Section 3.20 (and the
Purchasing Procedures, Paragraph A, above).

3. Council Communications approved by the City Manager should be included
in the agenda for action at the next regularly scheduled meeting of the
City Council. Upon approval of the City Council, the Purchasing Officer or
Fleet Manager shall act in accordance with good purchasing practices, the
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Lodi City Code, Section 3.20, (and the Purchasing Procedures, Paragraph A,
above) to obtain the best equipment value in compliance with the approved
specifications.

4. The Department Head, Fleet Coordinator, and Fleet Manager will review and
evaluate bids, contracts, or negotiated agreements for price and conformity
to specifications, and prepare an award recommendation to the
City Manager for approval. For budgeted vehicles with cost exceeding
$50,000, City Council approval is required to award the purchase contract if
the bid amount is greater than that indicated in the original purchase
request.

5. All approved purchases shall be made with a City of Lodi purchase order,
upon which shall appear department name, budget account, full vehicle
description, unit and total prices, and date of City Manager or City Council
approval, as applicable, Terms and conditions of the purchase shall be
noted by reference on, and/or attached to, the purchase order,

6. Upon receipt of vehicle(s) from the vendor, the Fleet Manager,

Fleet Coordinator, or their designee, will inspect vehicle(s) for conformance
to bid specifications and ensure that the vehicle(s) is/are free of defects.
Upon acceptance, the Fleet Manager will forward the vendor’s invoice to the
Accounts Payable Section of the Finance Departmeni for payment.

7. Vehicles (except Police undercover vehicles) will be registered by the
Fleet Manager in the name of the City of Lodi. Undercover vehicles will be
registered by the Chief of Police. All pink slips will be filed in the
Finance Department safe.

SURPLUS VEHICLE PROCEDURES

A. The following procedure shall be used to dispose of surplus vehicles:

1. When a replacement vehicle has been requested, the respective
Fleet Coordinator shall submit a Memorandum of Disposition requesting
authorization to seil or otherwise dispose of the vehicle being replaced.
The memorandum shall include the following information:

Make, model, and year of manufacture of the vehicle;

Department and division to which the vehicle was assigned,

City vehicle number, license number, and VIN;

Current odometer or hour meter reading;

Reason for disposal of the vehicle,

Estimated value,

Planned method of disposition. (Vehicles having a value shall be

sold at auction, by sealed bid, or through trade-in toward the

purchase of the replacement vehicle. Wrecked vehicles

estimated to have only junk value shall be removed from City

property by the most economicai means.)

2. In the event the vehicle to be disposed of is not the same vehicle identified
in the budget request as the vehicle to be replaced, a brief summary of
circumstances justifying such change shall also be included with the
memorandum. Such circumstances may include unanticipated change in
operating condition to another vehicle in one of the City’s fleets.

3. Upon approval to dispose of the vehicle, the Purchasing Officer shall
prepare a Bill of Sale, Power of Attorney (if applicable), and Release of

@0 o0 T
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Liability, and obtain City Manager's signature within 30 days. The
Fleet Coordinator responsible for the vehicle to be sold shall prepare an
Odometer Disclosure Statement (DMV Form 132), initial and forward the
statement to the Purchasing Officer for processing. Documents shall be
forwarded, with Memorandum for Disposition, to the Finance Department,
whose representative will attach the pink slip o documentation and hand
deliver all documents to the City Manager for signature. Signed documents
shall be hand delivered to the Purchasing Officer for disposal action. Any
additional documents required by the DMV for sale or reregistration of Police
undercover vehicles shall be prepared by the Chief of Police.

4. Upon receipt of signed documents, the Purchasing Officer shall proceed
with the sale or disposal in accordance with the approved request for
authorization to sell or otherwise dispose of the vehicle,

B. The Finance Director shall, at the first regular meeting of each calendar
quarter, notify the City Council of any sale of vehicles during the prior
calendar quarter. Such notification shall be made via standard
Councit Communication.

C. Revenues received from the sale of vehicle(s) shall be credited to the
General Fleet Fund or appropriate Enterprise Fleet Fund, according to
the previous assignment of the vehicle sold,

However, when one vehicle is transferred between Enterprise fleets, or
between the General Fleet and an Enterprise Fleet, resulting in the sale
of a second vehicle, revenues shalt be credited as follows:

1. Avalue, based on negotiation between Fleet Coordinators, and
arbitrated, if necessary, by the Fleet Manager, shall be established
for the vehicle to be transferred between fleets. That amount shall
be debited from the Equipment Fund of the fleet receiving the
vehicle, and credited to the kzquipment Fund of the fleet from which
the vehicle was transferred.

2. Revenues received from the sale of the second vehicle shall be
credited to the General Fleet Fund or appropriate Enterprise Fleet
Fund, according to the previous assignment of the vehicle sold.

DONATED VEHICLE PROCEDURES

A. The City Council shall be the sole authority in determining when
acceptance of an offer of donated vehicle(s) shall be deemed to be in
the best interest of the City. All donated vehicle offers will be forwarded
to the City Council, through the City Manager, with a recommendation
from the Fleet Manager and receiving department. The recommendation
and acceptance shall include a determination as to whether or not the
vehicle shall be included in the replacement program.

B. Prior to recommending to the City Council the acceptance of any offer
of donated vehicle(s), the Equipment Maintenance Division and
Fleet Manager shall determine if the vehicle(s) meets the City's
standards for safety, reliability, and estimated cost of maintenance,
and/or carries a resale value in excess of any costs associated with
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acquisition and disposal of the vehicle(s). Staff shall determine that such
acceptance will not result in any conflict of interest insofar as any
present or future business relationship between the City and the donor.

C. Donated vehicles shall not be deemed to be part of the City’s fleet for
purposes of determining the number of vehicles (actual or authorized) in
the fleet, uniess a donated vehicle becomes a reptacement for an
authorized vehicle.

D. Donated vehicles shall be included in the count of vehicles maintained
by the Equipment Maintenance Division, and shall be identified with a
designation within the vehicle number.

E. When a donated vehicle is added to the fleet an appropriate adjustment
shall be made to the Fleet Budget. The maintenance cost of a donated
vehicle shall be added to the Equipment Maintenance Division budget
from the operating budget of the department which the donated vehicle
is assigned.

F. Funds received from the sale or disposal of a donated vehicle shall be
credited to the assigned department’s respective Fleet fund.

G. Guidelines established by these policies and procedures regarding
utilization, operation, and operator responsibilities, insurance, and
disposal shall apply.

H. Vehicles acquired through law enforcement asset seizure proceedings
shall be deemed to be donated for purposes of this policy.
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CITY OF LODI UTILIZATION AND REPLACEMENT
FLEET POLICIES AND PROCEDURES SECTION 4

OVERVIEW

The utilization guidelines provided in this section assist staff in determining if City
vehicles are being efficiently used, when vehicle assignments should be changed,
when a vehicle should be retired, and when the fleet no longer requires the vehicle.
However, utilization guidelines provided in this section cannot replace good
management and the prudent use of City resources. Utilization guidelines are intended
to serve the Fleet Coordinators, Fleet Management Committee, and the City Manager
as one tool among many in maximizing the City's vehicle resources.

Vehicle use is normally evaluated based on a mileage or hours-of-operation basis.
Accordingly, the City must maintain accurate records that measure vehicle utilization.
Mileage is normally useful in evaluating administrative vehicles. Hours of operation are
used to evaluate vehicles, such as heavy trucks, tractors, and backhoes, Vehicles
assigned to field employees are best evaluated by a combination of miles, hours of
operation, and suitability for assigned work. Police sedans used for undercover work
may require evaluation based on suitability and special needs.

The vehicle utilization guidelines described in this section do not account for the
assignment of vehicles for more subjective reasons, such as call outs, or public
safety/emergency response purposes, A single set of criteria is provided for all types of
vehicles and is intended to be flexible enough to account for differences in class and
use.

POLICY GUIDELINES

A. The City's vehicle fleet will not exceed the minimum number of vehicles
necessary to effectively conduct City business. Alternative
transportation, such as vehicle allowances, or rental/lease agreements,
will be considered before adding additional vehicles to the City's fleet or
replacing a City vehicle,

B. City vehicles will be assigned based on demonstrated operational needs
and vehicle utilization guidelines.

C. City vehicles may be assigned to a vehicle pool for common use or to an
individual employee based on demonstrated need.

D. Mileage reimbursement may be authorized by a Department Head or an
appointee when the use of a personal-owned vehicle is necessary to
conduct City business. Reimbursement will be made at the current IRS
rate for the use of privately-owned automobiles to conduct business.

E. City vehicles may only be used to conduct personal business (see
"Personal Use of City Vehicles", Page 6.2) when the vehicle is assigned
to an employee as an integral component of the employee’s
compensation or is specifically authorized by the City Manager.
Personal use may result in year-end tax adjustments.

F. Take-home vehicles must be approved by the City Manager each

December based on justification submitted by Department Heads for the
ensuing calendar year. Take-home assignments will be evaluated on
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the basis of assigned duties, number and frequency of night meetings
altended, actual frequency of call-outs, and public safety and emergency
response considerations.

G. Approved take-home vehicles should not be taken home if it takes longer than
twenty (20) minutes to report to duty location.

H. The Fleet Manager may designate take-home vehicles as pool vehicles
during normal operating hours.

I.  The City's Fleet Manager will prepare a Vehicle Utilization Report
providing the following information for all vehicles assigned to the
Fleet Management Committees by January 31 each year:

Vehicle class

City vehicle number

Department assignment

Assigned driver, if exclusive use vehicle

Year purchased

Odometer reading as of December 31, reportable year
Odometer reading as of December 31, prior year

Miles driven during reportable year

. Hours of operation during reportable year (if applicable)
10. Budget account number{s)

VoNOGAhLN -

J. No City vehicle should be taken home except those approved by the
City Manager.

K. Except for the above mentioned, no City vehicle should be taken home
on a routine basis without permission from the Department Head.

RESPONSIBILITIES

Responsibilities for ensuring the efficient utilization of City vehicles are assigned as
follows:

A. City Manager

1. Approves assignments of City vehicles permitted as an integral
component of an employee's compensation on a case-hy-case basis.

2. Authorizes the femporary (in excess of 8 months ) increase in the
number of vehicles in the City Fleet with rental, leased, or surplus
vehicles.

3. Annually, authorizes take-home assignments of City-owned or
City-leased vehicles for commuting and for the conduct of day-to-day
business on a vehicle-by-vehicle basis, and forwards current list to
the City Council.

B. Fleet Management Committees

1. Establishes, reviews, and adjusts utilization guidelines for City
vehicles.

2. Reviews the Vehicle Utilization Report annually and recommends
distribution of vehicles to the Department Heads based on the City's
transportation needs.

3. Reviews all Capital Improvement Budget (CIB) requests for
additions/replacements/significant changes to the vehicle fleet and
recommends approval or disapproval based on justification provided
and possible use of other vehicle assets.
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4, Reviews vehicle take-home assignments annually and forwards
recommendations to the City Manager for approval.

C. Department Heads

1. Provide justification for take-home assignments pursuant to the
criteria established in this policy.

2. Authorize the use of rental vehicles, for periods of less than
6 months, to conduct City business. Approve all vouchers and
purchase orders to rent vehicles,

3. Authorize the use of City-owned vehicles for conducting out-of-town
City business or overnight travel. Authorization must be coordinated
with the Fleet Manager to determine availability of vehicles if the
vehicle to be used will be from the vehicle pool.

D. Fleet Manager

E.

1. Prepares the annual Vehicle Utillization Report

2. Maintains a pool of sedans for the transportation and travel of City
staff and Council. The size of the pool will be determined based on
the demonstrated need determined from ufilization criteria, mileage
reimbursement, and rental information.

Fleet Coordinators
1. Verifies completeness of vehicle folder monthly.

UTILIZATION AND REPLACEMENT GUIDELINES

A.

The guidelines for utilization/replacement provided in Table 2 (Pages 4.4
and 4.5) are to assist the Fleet Manager, Department Heads, and the
Fleet Management Committees in managing the City’s fleet.

These minimum guidelines will be refined and adjusted as staff develops
experience with utilization criteria from vehicle records and from
information provided by vendors in bid submissions. Each vehicle will
have a vehicle operation log to track the following information:

1. Department/Division

2. Assigned driver

3. Miles/hours of operation per month
4. Maintenance/repair costs

5. Per mile/hour cost

The Fleet Manager will ensure that the log listed above is maintained for
each vehicle.

Guidelines for utilization/replacement provided in Table 1 (Pages 4.4 and
4.5) are benchmarks to qualify for consideration in developing standards
for purchasing and replacing City vehicles. Accordingly, the decision to
replace a vehicle will be based on cost of operation, maintenance status,
vehicle condition, major repairs anticipated and resale value.

Fieet Coordinators

1. Prepare the City Manager's Special Request Form (for vehicles
costing $50,000 or less) or Council Communication (for vehicles
having a cost greater than $50,000).

2. ldentify department's requirements for additional/replacement
vehicles and prepare a CIB request as appropriate,

FLTPOLD4.DOG 4.3 34197



000°%Z

052’9
0sz'y

005'9
00§8'2e
005'0
005'9
005'9
Cos'e

Coc's

00
TN

005’9
0089
000'sL

B8, ad

uopelado BB I8d

10 SINOH S|l
seulleping UOREBZHIMN

siesk g

slesk 2

siesh ¢
siesh g

sigah ¢

sieal ¢

{Aue 31}
asn Aepuocosg
jpolad sAlasay|

$allW 000'09)

s3|lW 000'CS
s3|lW 000’58

S3|IW 000’68
s3I 000024
s3Il G0 'S8
Sajil 00068
S8t 000'58
SonW 000'se

S8{ill 000’68

sinoy gog'e
Ss|iW 000G

S8 000'09
sajiW 000°09
$3{IW 000’06

usleIado
auI-isk
1O SalIN

sieak g
sieak (1
sigak g
sieak Qi
sieaf o
siead gt
siead g

siesh gl
sigsh &

sieaf oL
sieaf gl
sieek g1
sigsd gL

sleah g
sleak J
sieak 0z
slesh g|
sleak g

sleak J
sieah ¢

sieak 4
sieeh ¢
sigsk ¢

Lonsledo
su-istl4
Jo siga)

SEUERING jUsBoedey

$98Ng Yisued},
syonl] Nouseqgsbbig
{abueJ-unipaiu) s}aNl] joXong BuUsY
(abuei-ubiy) sxnoniL 1@xong jeilay
iadsamg 199018

syonz) dwing

Syonll solAeg

<adauny

{suo} Z ueyl slow) [B1otsWWOD AaBaH

Byo
sasng jsuel}

syoni] dwng
SHDNIL S0IARG
SUBA

{az15-1iny) sANXOI

<000

(suo} z ueyy ssay) [EroeWWI0D JBRA-WNIPBNAYBN

{3oni] solneg AN o309} U0
S3[OeA Biid JBUYIO

SNONI] |eUsy - 8li4

ladwing - al)+

S3{RIyBA AN - 2JI4

<000

591019 A, Aouabiawg

BYIO
2010

g
v

$1830008/58[0A210J0N

susAlLIn/sdny0)d pedwon/suepss 1BYIO
I18ADOIEBDUN 831{0d
losjed sdjod

ks
‘a
4

sloiysA ssbusssed

'l

$88s8|5 weWdINbg/aidsp,

"uogipuoo eswdinbe o ajoyeA [e1eusB pue ‘snjels soueusiuleil “Uolriado 10 1$00 Lio paseq aq |im Juatudinba Jo aosid Jo S]DIUSA B aoeidal 0] ucisiDap
alp ‘Ajeuonippy luswdinba pue sajoiaa A 10) sjuauialinbad Juswaoe)daa Buidojeasp usym UoREIBPISUCD Joy Ajljenb o} syielliyousq aue sauljepind assy |

L 21dVL

ANJWIOV IdIH/NOILVZI LN W04 SANIM3IAIND

3/4/97

4.4

FLTPOLO4.DOC



awdinbs pasn JO 9| PoIBWINSS JemO; U} 1082l M SOI0IUSA PBSN SNSieA mall
10 sisAjeus 3500 AUB pUE S30IUaA pash Jo) s$3] 24 {[IM uopeiede AU Jo siesk A|Buiploooy "alep solases-U |eUIBio o) Woi) palnseal ale uojeledo jo siBaj,

_ sieak g ladoamg Jeo]
| sieaf 07 auein uela]-ybnoy
sigaf g siesh g 12UBs|D 18Mag Jer-0ipAH

sieal g weishs uoposdsu) A

| siead g slesk gl auRID WNpaW
st sinoy go0'e slead 0| slossaldwon Iy
SiBaA g sleak / slapeo)fsoyoeg
sieak 0z slapeis) J0J0
sieak 0z Jaard xog-dilg
wswdmnby Ayewadg Qg
_ siesh 0z (sjpoq) euuepw O
05/ sigaf g SINoY 000'S siesk g slamo 'g

(mojaq pays|| jou swsyl)

_ sieah G| BuijpueH IBUSIBW/IOR0NNSUOCS Y
wiswdinb3 sapiys A shoaugjaosiyy
siesf G| sig|leii Ayereds g
SiesA Gl slajel] |BBURS Y
sig|ely 'S
iea A Jad (Aue 31} ucheiado LUoneisdo
uolieiadQ 1BsA I1ad asn Aiepuoosg auf}1si4 aul-1sli4
10 SInoH Sl _ /poLad sAlesay 10 S9N 10 sigaA

314197

4.5

sall[spingy USIRZINN

SeUnepING JUBWUSIE[de Y

{02} TNINIOV 193 4/NOILYZE LN |04 SaNT19dinD

FLTPCLO4.DOC



CITY OF 1.ODI VEHICLE OPERATION
FLEET POLICIES AND PROCEDURES SECTION &

OVERVIEW

The policies and responsibilities provided in this section ensure that City vehicles are
maintained and operated in a safe and responsible manner. The operation and
management of the City fleets are the responsibility of the Public Works Director
(General, Water, Wastewater and Transit Enterprise) and the Electric Utility Director
(Electric Utility Enterprise). The policies and procedures itemized here are a minimum
standard for operating and maintaining City vehicles. The designated

Department Heads are responsible for providing additional instruction as required to
allow for variation within each Fleet and vehicle class. To assist in these duties,
Department Heads may appoint a Fieet Coordinator.

POLICY GUIDELINES

A. Vehicle Operations

1. City vehicles will be operated only by properly licensed drivers who
have met the training standards established by the Fleet Coordinator.

2. City vehicles may be equipped with the following safety items for
emergency use unless the Fleet Coordinator determines that these
safety items are impractical or unsafe:

a. First Aid Kit
b. Fire Extinguisher
c. Flares

d. Reflective Warning Triangles

City-wide standards for some of these items will be established by
the Fleet Management Committee.

3. The Fleet Management Committee will establish requirements for a
vehicle folder for each City vehicle. Based on operational
considerations, the folder will normally contain the following
documentation:

a. Accident Card/Proof of Insurance
b. Accident Information Checklist

c. Courtesy Card

d. Incident Report

e. Vehicle Registration Form

f. Pre-operation Inspection Form

B. Vehicle Markings and Identification

1. All new vehicles purchased by the City will be white in color with the
exception of vehicles assigned for special tasks as determined by the
Department Head. Used vehicles and special-purpose vehicles,
such as graders, street sweepers, fire engines, and fire trucks may
be amber, orange, red or other standard manufacturer color when
determined by the designated Department Head that such color will
improve safety, significantly reduce cost of acquisition, reduce cost of
maintenance, or reduce operating costs. The selection of solid, non-
metallic colors is preferred for all vehicles purchased.
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2. City vehicles with exempt license plates will usually be marked with
the City seal/logo.

Sedans will be equipped with license plate frames and/or stickers
indicating “City of Lodi - For Official Use Only”. The Fleet
Management Commitiee may also establish other markings, or
emergency lighting, when required for safety or operations. City
vehicle numbers shall be installed. All markings, including bumper
stickers, must be approved by the Fleet Management Committee,

3. Police patrol sedans will be marked with the traditional black and
white color (white front doors and roof). Front doors will be marked
with the Lodi Police embiem and motto—"An Honor to Serve... A Duty
fo Protect”. A City vehicle number will be placed at the front and rear
of the patrol cars. Four-inch block lettering spelling “POLICE" shall
be placed on the trunk deck in non-reflective tape. Police support
vehicles will be white and marked with the Lodi Police emblem.

4. Fire vehicles will be painted red with white roof. Front doors will be
marked with a Lodi Fire emblem and two-inch lettering-"CITY OF
LODV'—arched across the top of emblem and “FIRE DEPARTMENT”
in a straight line under the emblem, Sedans and vans will be marked
with white diamond, grade-reflective lettering—"EMERGENCY 9-1-1",
A white diamond, grade-reflective stripe shall be installed across the
bottom of the vehicle.

C. Vehicle Records

1. The vehicle Certificate of Title (pink slip) will be maintained in the
Finance Department.

2. Fleet Coordinators will maintain a vehicle folder for each vehicle as
described above. The foider will be kept in the glove compartment of
each vehicle. If the vehicle is operated off public roads, the folder
should be kept in a secure container on the vehicle. Some units may
not require all forms.

3. The Fleet Manager will maintain all master vehicle and equipment
maintenance records.

D. Vehicle Disposal Preparation

1. Vehicles wili be made ready for disposal by the Equipment
Maintenance Shop (EMS). Specialized equipment, such as strobe
lights, light bars, fire extinguishers, first-aid kits, license plates, City
emblems, etc., will be removed when the vehicle is authorized for
disposal.
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CITY OF LODI OPERATOR RESPONSIBILITIES
FLLEET POLICIES AND PROCEDURES SECTION 6

INTRODUCTION

There are certain rules which should be well known and strictly followed by everyone
who operates a City vehicle. When a vehicle is assigned to an employee, the City is
providing an expensive tool which assists the employee in performing assigned duties.
The City expects the employee to take good care of the vehicle and operate it in such a
manner that no accidents will occur and that the greatest economy wili result.

These instructions are meant to inform the operator (employee) of the responsibilities
regarding City vehicles, of standard and emergency operating procedures, and to let
the operator know what to do if anything goes wrong with the vehicle.

The City expects the operator to exercise good judgment at all times. If there is any
doubt about anything contained in this summary of operator responsibilities, the
operator should contact their supervisor or Fleet Coordinator,

THE FLEET MANAGEMENT PROGRAM

The Fleet Manager, under the direction of the City Manager, has overall responsibility
for the City's Fleet Management Program. The Fleet Management Committees assist
the Fleet Manager with the day-to-day decisions that must be made to administer this
program. The Fleet Coordinators, under the direction of their Department Heads, are
responsible for managing the vehicles within their departments.

The Fleet Coordinators will do on-going assessment of the transportation needs of their
departments. They will make recommendations to the Fleet Manager and their
Department Heads regarding increases or decreases in the Fleet size, vehicle
assignments, changes in vehicle types, component equipment, and any other area that
affects the efficient management of their department’s vehicles.

If an operator has a problem with a vehicle and cannot resolve it by using the
procedures below, they should contact their supervisor or Fleet Coordinator.
Employees with suggestions for improving the overall management of their
department’s fleet are encouraged to contact their Fleet Coordinator,

FULL-TIME VEHICLE ASSIGNMENTS

Full-time vehicle assignments are made on the basis of need and not necessarily
because of job title (full-time vehicles are not necessarily "assigned take-home
vehicles" as listed on Page 4.4, Table 1). kach employee’s need for a full-time
assigned City vehicle will be reviewed on an ongoing basis and changes in
assignments made as appropriate. Factors used to measure such need will include:

1. Frequency and duration of trips

2. Emergency or immediate response duties

3. Specialized equipment which must remain in the vehicle

4. Specialized vehicle or components needed for job assignment

5. Efficiency loss due to conflicting staff need for the same vehicle(s)
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Employees assigned a vehicle full time must make sure it is properly cared for. They
must keep it clean, arrange for preventive maintenance or repair through the
Equipment Maintenance Shop (EMS) at the Municipal Service Center (MSC), and
report any problems that cannot be resolved to their supervisor or Fleet Coordinator,

PART-TIME VEHICLE ASSIGNMENTS

A substantial part of the City's fleet is used on a part-time basis by various members of
a department. This can reduce accountability for the care of the vehicle(s). Therefore,
it is important that employees work as a team to keep the vehicle(s) in good shape.
The rule here is not “leave it as you found it,” but rather, “leave it as you would like to
find it.” Procedures for achieving this include but are not limited to:

1. Inspecting the vehicle before driving it and reporting damage to a
supervisor

2. If the vehicle has a mechanical or safety-related problem, removing it

from service and arranging for repairs

Doing proper operator maintenance when fueling (see below)

Washing the vehicle if it is excessively dirty

Refueling vehicles with less than half a tank of fuel when returned

Removing all trash from the vehicle when returned

ook w

Employees should remember, “It’s not up to the next person fo {ake care of a vehicle
you are driving.”

SHORT-TERM VEHICLE ASSIGNMENTS (MOTOR POOL)

Any of the City's departments can experience a shori-term need for additional
vehicie(s); i.e., out-of-town trips or surges in workload. When this happens, vehicles
are available for short-term use from the City’s motor pool through the EMS. Motor
pool vehicles will be allocated on a first-come, first-serve basis, so operators needing a
vehicle should give as much advance notice as possible. The request must include the
driver’s name, destination, and the dates and duration of use expected. If no motor
pool vehicles are available, employees must contact their supervisor to arrange for a
vehicle from their department, or get permission to use other fransportation and be
reimbursed.

PERSONAL USE OF CITY VEHICLES

It is the policy of the City of Lodi that empioyees shall not use City vehicles for personal
purposes other than for commuting or de minimis personal use. De minimis personal
use shall, for example, be interpreted to mean use such as stopping at a grocery or
other store on the way to or from work.

City vehicles shall only be driven by authorized City employees. Further, no employee
shall transport in a City vehicle any person not employed by the City of Lodi except as
part of their assigned duties and as is necessary to accomplish City business.

Exceptions to these rules may be made by Department Heads or the City Manager in

limited circumstances. For example, a City employee traveling to a conference or
training course in another City may be allowed to transport family members there,
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Employees may also be allowed to use the vehicle for necessary transportation
between lodging, classes/meetings, and dining during such travel.

OPERATOR MAINTENANCE

Proper care and preventive maintenance will keep City vehicles running efficiently and
jooking their best. Employees should exercise good judgment and care for City
vehicles as if they were their own. Operators are responsible for doing certain
maintenance on the car they are driving at each refuel. This includes but is not limited
to:

1. Checking the fluid levels (such as oil, coolant, etc.} and replacing as
necessary

2. Visual inspection of tires for cracks, tread wear, and proper inflation

3. Lamp, horn and wiper inspection

4. Cleaning windows

5, Checking and restocking safety equipment (fire extinguisher, first-aid Kit,

flares, etc.), as needed
VEHICLE APPEARANCE

As a representative of the City, a vehicle operator is responsible for keeping his/her
assigned vehicle looking its best at all times. The City will pay for commercial car
washes for all light-duty vehicles (sedans, vans, pickups). Heavier vehicles must use
the City-owned washing facility at MSC, or other approved locations. if more than two
commercial car washes are needed within 30 days, prior approval of a supervisor will
be required. The City will pay for additional detailing and waxing of vehicles only if
advance authorization is received from the Fleet Coordinator.

Operators should report the need for body and paint repair or interior repair (floor mats,
upholstery, missing or peeling signs or lettering, etc.) promptly to his/her supervisor or
Fleet Coordinator. The Fleet Coordinator will contact the Fleet Manager, who will
decide on repairs based on seriousness of the defect and available funds.

MAINTENANCE AND REPAIR

The EMS will schedule maintenance on vehicles based on service history and the
manufacturer's maintenance schedule. The EMS will notify departments regarding
scheduled maintenance on vehicles.

Operators detecting mechanical or safety-related problems with a vehicle should
remove it from service for examination and repair. 1t is always tempting to ignore a
strange noise or vibration when one has pressing duties to attend to, but small
problems, left unatiended, turn into large and expensive ones. Therefore, vehicles
should be repaired promptly.

To obtain service, an operator should take a vehicle to the EMS and park it in one of
the X-marked stalls to the east of the EMS. The operator must fill out a repair request
and leave it on the dashboard, then leave the vehicle’s keys with a mechanic or in the
lockbox alongside the north door to the EMS. Employees operating specialty vehicles
with pre-approved maintenance arrangements (such as Fire apparatus or Police
motorcycles) should instead follow their department's policy.
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EMERGENCY REPAIRS

The EMS must approve, whenever possible, emergency repairs on City vehicles, Ifitis
not practical to receive prior approval from the EMS, operators should contact a
supervisor in their department. If unable to reach anyone for approval, employees
should use their best judgment and obtain the minimum repairs necessary to safely
complete their trip. Employees should use a City credit card for emergency repairs, if
one has been issued, or their own cash or credit card if they do not have the City's, A
Business Expense Report and Claim Voucher must be completed for any
reimbursement due.

It is the policy of the City to pay for services rendered from invoices only. The invoices
for a City vehicle must show:

City vehicle number

License number of vehicle

Date service was rendered

Odometer reading at time of service

Signature and employee number of person who picks up vehicle

AN

Employees picking up vehicles after emergency repairs will be responsible for delivering
the invoice(s) to their Department Secretary for routing to the EMS and the Finance
Department.

TOWING

LOCAL.: If a breakdown occurs during EMS operating hours and the vehicle cannot be
safely driven to MSC, the operator should call the EMS, which will normally send a
mechanic to assess the vehicle and decide on further action. If it is after hours, the
operator should call the Lodi Folice Communications Center, which will dispatch the
City’s current contract tow service.

QUT-OF-TOWN (GENERALLY MORE THAN 25 MILES): During EMS operating hours,
the operator should call the EMS. They may send a mechanic or a tow truck, or ask the
operator to arrange for a local tow. If they do, orif it is after hours and the operator
could not reach anyone for direction, the operator should call a local law enforcement
agency, identify themselves as a City of Lodi employee, and ask that a tow truck be
dispatched.

TRAFFIC AND PARKING FINES

Employees are personally responsible for promptly paying all traffic fines and parking
tickets. An employee may request reimbursement for the paying of any parking fine
unavoidably incurred in the performance of assigned duties.

INSURANCE

The City is self-insured for collision, comprehensive and liability. Proof of
insurance is included in the vehicle folder.
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ACCIDENT PREVENTION

The City requires all operators to practice safe driving. The City wants its fleet
to be an outstanding example of an accident-free operation. Employees should
remember:

ACCIDENTS DON’'T JUST HAPPEN. THERE IS ALWAYS A CAUSE. DRIVE
SAFELY.

All vehicle operators must:

1. Carry a valid California operator's license of the correct class for the
vehicle being used.

BE ALERT and obey all traffic laws

Obey posted speed limits

Keep City vehicles clean and mechanically sound at all times

Be courteous and give the other driver a break

Never tailgate

Use turn signals

DRIVE DEFENSIVELY

Use seat belts and require use by all passengers. It is not only safe
driving, it is the LAW. (Certain emergency vehicle operators and
passengers are exempted under the Vehicle Code from seat belt use. it
is City policy, however, that seat belts be worn unless removal is made
necessary by assigned duties.)

BN AWM

THE OPERATION OF ANY CITY VEHICLE WHILE UNDER THE INFLUENCE OF
ALCOHOL OR ILLEGAL DRUGS IS STRICTLY PROHIBITED. Any employee arrested
for driving under the influence (DUI) will be held liable for any towing or storage
charges incurred. If an employee also caused an accident, he/she may be held liable
for any damages. If an employee is using a prescription or over-the-counter drug {such
as allergy medicine) that may affect their ability to operate a vehicle or machinery,
he/she should report this to his/her supervisor. The supervisor will then make a decision
before allowing the employee to operate.

EMERGENCY OPERATIONS

Ali City sedans and certain other designated City vehicles are equipped with items
which may be needed in an accident or a City emergency. These include but are not
limited to a first-aid kit, fire extinguisher and flares. If any City employee removes and
uses any of these items from a vehicle, the vehicle operator must arrange for
replacement as soon as possible. Resupply is normally obtained through the EMS.

ACCIDENTS

In case of an accident, it is the operator's responsibility to follow the instructions on the
Accident Card included in the vehicle folder.
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CITY OF LODI
FLEET POLICIES AND PROCEDURES

INSURANCE
SECTION 7

OVERVIEW

The City self insures vehicle property damage (commonly referred to as collision and
comprehensive damage) with the exception of those vehicles which have a high-cost
risk exposure (e.g., a replacement value greater than $50,000) which are insured for
collision and comprehensive damage with an independent insurance carrier. Liability
insurance is provided through the City's self-insurance plan and with the California Joint
Powers Risk Management Authority (CJPRMA).

POLICY GUIDELINES

A.

Employees using a personal vehicle to conduct official City business
must comply with the Use of Privately-Owned Vehicles on City Business
policy (located in the Administrative Policies and Procedures Manual).
Employees must first complete the Authorization to Use Privately-Owned
Venhicle on City Business form (Appendix F) prior to using a personal
vehicle for City business.

All vehicle accidents involving damage to a City vehicle, privately-owned
vehicle on City business, or accidents involving third parties (persons,
property, or vehicles) will be reported to the Risk Manager not later than
the business day following the accident.

The City will seek reimbursement from third parties for damage to City
vehicles when appropriate. The funds received for reimbursement of
damages to a City vehicle will be credited to the appropriate equipment
replacement fund as revenue. Submit receipts for repairs to the

Risk Manager.

Repairs to vehicles damaged in an accident that are economically
repairable will be charged to the appropriate equipment replacement
fund when approved by the Risk Manager and the Fleet Manager.

Vehicles damaged beyond repair, resulting from an accident, will be
replaced with funds from the appropriate equipment replacement fund.

Standards for drivers may be adopted under the City’s risk management
policies that determine an employee’s eligibility to drive a vehicle while
conducting City business. Accordingly, Fleet Coordinators and
Department Heads will ensure that only approved drivers use a City
vehicle or a personal vehicle to conduct City business.

Responsibilities for administering these insurance policies are assigned
to the following departments:

1. Human Resources - Risk Management

FLTPOLO7.00C 71
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identify and recommend the vehicles to be insured by an

independent insurance carrier.

b. Process billings, maintain accounts, and prepare monthly,
quarterly, and annual reports on the status of insurance
accounts.

c. Obtain competitive collision and comprehensive insurance for
City-owned vehicles.

d. Receive and process all Notice of Incident Reports, as
appropriate, including initiating insurance claims,

e. Notify the City Attorney of all accidents involving City vehicles
and provide the City Attorney with a copy of the Notice of Incident
Report (if applicable).

f. Maintain a risk management file, by fiscal year, of all Notice of
Incident Reports.

g. Ensure that proof of insurance is obtained for each City vehicle
and provided to the Fleet Coordinators for each vehicle.

h. Prepare the insurance budget for the City's Financial Plan.

i. Develop and maintain procedures to be followed by employees

who are involved in an accident while driving either a City vehicle

or a personal vehicle on City business,

2. Department Heads/Fleet Coordinators

a. kEnsure that accidents involving assigned vehicles or employees'
personal vehicles are reported to the City's Risk Manager.

b. Instruct employees assigned fo drive City vehicles in the
procedures to be followed when involved in an accident with a
City vehicle or when conducting City business in a personal
vehicle. ,

c. Ensure a sufficient number of blank copies of the Notice of
Incident Report are available and readily accessible at the
employees' principal work site.

ACCIDENT REPORTING PROCEDURES

A. Drivers involved in an accident driving a City vehicle or a personal
vehicle on City business (or other knowledgeable employee) will
complete a Notice of Incident Report and, if applicable, Worker's
Compensation forms. The Notice of Incident Report must be provided to
the Risk Manager not later than the business day following the accident.

B. When an accident occurs, City employees must assume that a third
party claim will be submitted for injury or damage to property.
Accordingly, City employees should only make statements to their
supervisor, the City Attorney, and the police.

C. Accidents involving City property exclusively, with no injury and no tow-
away, need only be reported to supervisors and a Notice of incident
Report completed. All other accidents will be reported to the Lodi Police
Department or appropriate local authority immediately. The
Police Department will determine if the accident will be investigated and
will ensure a copy of the Police report is forwarded to the Risk Manager.
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D. When damage is the result of obvious vandalism, the Police Department,
or local authority, will be notified immediately regardless of the estimated
value of damage to a City vehicle.

ANNUAL INSURANCE REPORTS

The Risk Manager will prepare an annual insurance report required by insurance
carriers for City-owned or City-leased vehicles.

SAFETY COMMITTEE

A. ltis the policy of the City to prevent injuries, protect property and provide
for the safety of the public. Accordingly, every employee of the City is
charged with the responsibility to identify unsafe practices, procedures,
equipment, or facilities. To assist management in achieving this goal,
the City has an appointed Safety Committee. The role of this Committee
includes reviewing losses, incidents, accidents, and reviewing and
developing safe work practices within the City in one of the foliowing
categories:

On the job injury

On the job iliness
Property damage

Motor vehicle damage
General liability exposure
Contract exposure

O AN

B. The Risk Manager will forward a copy of each Notice of Incident Report,
involving a vehicle accident, damage to property resulting from the operation of
a vehicle, or injury or death resulting from the operation of a City vehicle, to the
Safety Committee Chairperson.
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CITY OF 1.ODI

GLOSSARY

FLEET POLICIES AND PROCEDURES SECTION 8

ACCIDENT CARD

ACCIDENT INFORMATION
CHECKLIST

ACCUMULATED
DEPRECIATION

ACQUISITION
ACQUISITION DATE
ASSIGNED DRIVER

CITY VEHICLE NUMBER

COMPONENT

COURTESY CARD

DEPARTMENT CODE

DEPRECIATION

EMERGENCY
REPLAGEMENT

ENTERPRISE FLEET

EQUIPMENT
REPLACEMENT FUND

FLTPCLC8.LDOC

A card kept in the Vehicle Folder to be used if an accident
occurs. This card lists steps to be taken in the event of an
accident.

A checklist kept in the Vehicle Folder to be completed in
case of accident.

The total of the periodic charges made to record the
expiration in the service life of a vehicle which is attributable
to wear and tear through use, lapse of time, obsolescence
or other physical causes.

Acquiring equipment by purchase, lease or donation.
Date an asset is acquired and is available for use.

The driver appointed by the Fleet Coordinator as the person
responsible for maintaining the vehicle, ensuring that the
vehicle meets City standards for appearance, reporting
vehicle utilization and maintaining safety equipment
assigned to the vehicle.

A unigue number which identifies a major equipment end
item from all other equipment items.

An item of equipment essential to making a vehicle
operational and capable of performing the service for which
it was purchased. Components (e.g., transmission, radio,
light bar, hose, etc.) lose their identity when attached to the
major equipment end item.

Small card kept in the Vehicle Folder to be given to other
involved parties in case of accidents involving City vehicle.

A number used to designate a Department or
Division/Section.

1. Expiration in the service life of assets, attributable to wear
and tear, deterioration, obsolescence, etc.

2. The portion of the cost of an asset which is charged as an
expense during a particuiar period.

As used in this document shall mean the immediate
replacement due to the unexpected loss of a piece of
equipment and causing City services to be significantly
hampered without such replacement.

The fleet belonging to and being utilized by one of the City's
four enterprise operations, namely: Electric Utility, Transit,
Water and Wastewater.

Funds used to purchase replacement equipment with an
original purchase cost in excess of $10,000. Fund revenues
are obtained from annual transfers from the appropriate
fund, interest earnings, and the sale of surplus property.
Separate funds will be maintained for the City's General
Fieet and the City's individual Enterprise Fleets.
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EQUIPMENT END ITEM
FLEETY

FLEET COORDINATORS

FLEET MANAGEMENT
COMMITTEES
(ENTERPRISE OR
GENERAL)

FLEET MANAGER
GENERAL FLEET
GENERAL PURPOSE
VEHICLE
IN-SERVICE DATE

LEASE

LEASE PURCHASE

MOTOR POQOL
ODOMETER

ORIGINAL COST
PROCF OF INSURANCE
CARD

REPLACEMENT COST

SECONDARY USE

SPECIAL PURPOSE
VEHICLE

FLTPOLOS.OC

A major vehicle or equipment item which cost more than
$10,000 and is required to deliver City services.

Motorized rolling stock or equipment towed by motorized
rolling stock and acquired at a value of $3,000 or more.

A person designated by a Department or other City entity to
manage the fleet being utilized by that Department or City
enftity.

Two committees authorized to administer the Fleet
Management Program policies (as applicable); determine
additions, modifications, retirements and transfers to and
from the inventory of replacement vehicles and recommend
vehicle assignments. The commitiees may also review
insurance coverage. The committees are comprised of the
Fleet Manager and the respective Fleet Coordinators.

The City's Building and Equipment Maintenance
Superintendent,

Alt vehicles and equipment not in the enterprise fleet,

A normal production type vehicle which is not subject to
unusual, specialized or heavy duty service.

The date an equipment end item begins performing the
service for which it is intended.

A contract by which vehicles are conveyed for a specific
term, for a specified rent, where it is not intended that the
City will acquire title at the end of the lease period.

A financing contract by which vehicles are purchased over a
specified period and title is transferred to the City at the end
of the period.

A vehicle made available from a pool of vehicles for short
term/temporary assignment.

As used in this document shali mean odometer or hour
meter.

The total expenditure made to acquire and place the asset
in service,

A card kept in the Vehicle Folder to be used if an accident
occurs. This card lists insurance information.

The cost to replace an equipment end item at current market
cost.

A vehicle having met the replacement guidelines under its
originally intended purpose, but for certain vehicle classes
may be utilized for an additional period of time in a generally
less demanding capacity.

A vehicle specifically designed or modified which is used in
limited applications or operated under unusual
circumstances, such as police patrol vehicles, fire
suppression units, heavy construction equipment,
digger/derrick trucks, aerial lift trucks and vehicles with three
or more axles.
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SURPLUS

TAKE-HOME
ASSIGNMENTS

TRANSFER

USE ALLOWANCE

VEHICLE

VEHICLE CLASS
DESIGNATION

VEHICLE FOLDER

WRECKED

FLTPOLOS.DOC

Over and above what is needed or required to conduct City
business or no longer meets the need for its intended
purpose or no longer meets the Utilization Guidelines.

A vehicle authorized by the City Manager for take home use
by a City employee based on assigned duties, number and
frequency of night meetings attended, actual frequency of
call-outs and public safety considerations. These are not
vehicles from the motor pool assigned to employees on a
temporary basis.

To convey possession, responsibility and/or ownership of an
asset to another.

An allowance based on the estimated service life of an
asset and original cost that is developed to determine the
annual contributions to be made to the Equipment
Replacement Fund.

1. A machine for moving people, things, goods or
equipment, i.e., cars, frucks, buses, boats, etc.

2. As used in this document may mean vehicle or
equipment.

An alpha/mumeric designation used for a class of City
vehicles that have unigue service requirements, insurance
characteristics and design.

The Vehicle Folder will contain:

Accident Card

Proof of insurance

Accident Information Checklist
Courtesy Card

Incident Report

Vehicle Registration Form
Pre-operation Inspection Form

Ruined, damaged or destroyed to a point where the cost of
repairs will exceed the current market value.

NoOoGh LN -
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APPENDIX B

a4
CITY OF LODI PECIAL REGLES:
) SPECIAL REQUEST
RN
r
REQUEST TITLE: Purchase of Budgeted Replacement Vehicle
SUBMITTED BY: Public Works Director/General Fleet Coordinator
DATE: November 13, 1996
RECOMMENDED ACTION: That the City Manager authorize the purchase of one 1997
Ford Taurus sedan from Downtown Ford in Sacramento,
the State of California contract dealer for mid-size sedans
for model year 1997, in the amount of $15,432.38.
BACKGROUND INFORMATION: This vehicle has been budgeted for purchase during the
1996/97 fiscal year to replace a 1989 Chevrolet Caprice
sedan currently used by the Engineering Division of the
Public Works Department.
The 1989 Chevrolet Caprice is over 7 years old, and has 72,985 miles, thereby meeting the
minimum replacement criteria of 7 years/65,000 miles. Further, the costs of repairs and
maintenance on this vehicle have totaled over $7,300, with the majority of that expense accruing in
the last two fiscal years, Current resale value is still reasonable, and considering the cost of
replacement versus the cost of ongoing maintenance, it is recommended this unit be replaced now.
APPROVED FUNDING SOURCE: General Fleet Fund
(See Page E-7 of the 1996/97 Financial Plan and Budget)
Submitted by:
(Name and Title) (Date)
Fleet Committee Review: (] Agrees with recommendation
[ ] Disagrees (Reason: .............coocvvcieeeccieieeeen,
.......................................................................................... )
(Fleet Manager) (Date)
Finance Director -
Approval of Funding Source:
(Finance Director) {Date)
cc: City Counci
A\
?’
APPROVED: DATE
H. DIXON FLYNN
City Manager
%
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APPENDIX C

MEMORANDUM FOR DISPOSITION OF VEHICLE

To: Finance Director
City Manager
From: General Fleet Coordinator
Date: December 10, 1996
Subject: Request for Approval to Dispose of Surplus Vehicle

Approval is requested to complete disposition of the following vehicle:

Year 1989 Make Chevrolet Model Caprice

Current Assignment Dept. Public Works Division Engineering

City Vehicle No. __04-098 Lic. No. _E267593 VIN 1G1BN81YOKA154596

Current Odometer or Hour Meter Reading 73,320 Miles/Hours (circle one)

Replacement Guidelines for this Vehicle Service Years _7 _ Mileage/Hours 65,000

Additional Information This vehicle was replaced on December 9, 1996 by

Vehicle #04-122. a 1997 Ford Taurus, budgeted for purchase in the 1996/97 Fiscal Year

and approved for purchase by the City Manager on November 20, 1936.

Estimated value (check one)
[} No value or junk X <$1,000 []$1,000-$3,000 [] Other: $

Planned method of disposition (check one}
[ Intra-City Transfer to Department, Fleet
] Sealed bid [X] Off-site Auction [] Trade-in

(Wrecked vehicles estimated to have only junk value shall be removed from City
property by the most economical means.)

Fleet Coordinator

Approved: Date:
Finance Director

Approved: Date:
City Manager

Attachments for signature: [ ] Tile [] Bill of Sale [[] Power of Attorney
[ (Other)

cc: City Council
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OVERVIEW OF VEHICLE SUMMARY REPORT AND APPENDIX D
VEHICLE EQUIPMENT MASTER LIST

Both the Vehicle Summary Report and the Vehicle/Equipment Master List are prepared
by the Equipment Maintenance Division of the Public Works Department. Current
copies of these reports are available through the Fleet Manager or Fleet Coordinators.
Samples are included.

The Vehicle Summary Report is organized by vehicle class code and by the General
Fleet and Enterprise Fleets. The Vehicle Summary Report provides information
necessary to evaluate fleet size by class and track the size of the City Fleet,

The Vehicle/Equipment Master List is updated at the time of a vehicle purchase or
disposition, and/or when changes to reportable information pertaining to a vehicle
occurs. These changes would be items, such as the license number, the City number,
assigned department and model year.
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APPENDIX E-1

ACCIDENT CAR

In the event of an accident:

1. Determine if there are any injuries.

2. Notify the Police Department - Emergency 911/Non-Emergency (209) 333-6727.
3. Notify your immediate supervisor.

4. Give Courtesy Card(s) to other involved parties.

5. Complete Accident Information Check List.

8. Do not make statements, place blame, or sign anything unless requested by a
Police Officer or your supervisor.

APPENDET.DOC 3/6/97



APPENDIX E-2

PROOF OF INSURANCE CAR

Mfgﬂ CALIFORNIA JOINT POWERS
— RISK MANAGEMENT AUTHORITY (CIPRMA)

Automobile Liability Coverage Information

Covered Entity: Date Issued: 01/01/97 {coverage is continuous)

City of Lodi

This certificate is issued in accordance with Vehicle Code Section 16020(a),
proof of financial responsibility, as defined under 16020(b)(4).

140 Stoneridae Mall foad, Suile 380 + Picasanton, CA 94588.3235 « Phone {510) 734-9670

(FRONT)

CALIFORNIA VEHICLE CODE ~!
SECTION 16020 '

(a) Every driver and every owner of a motor vehicle shall at all times be able to |
establish financial responsibility pursuant to Section 16021, and shall at ali
times carry in the vehicle evidence of the form of financial responsibility in
effect for the vehicle.

(b) “Evidence of financial responsibility” means any of the following:
{4} A showing that the vehicle is owned or leased by, or under the direction

of, the United States or any public entity, as defined in Section 811.2 of
the Government Code.

(c) (2) Forpurposes of this section, “evidence of financial responsibility” also
mcludes the identifying symbol issued to a highway carrier by the Public
Utilities Commission pursuant to Section 3543 of the Public Utilities
Cede and displayed on the motor vehicle.

(d) Tor purposes of this section, “evidence of financial responsibility” shall be ||
in writing, and established by writing the name of the insurance company or |,
surety company and the policy number on the vehicle registration card issued
by the department.

(BACK)

APPENDER.DOC 3/6/97



if more space is needed use additional cards.

Date and Time of Accident

Police Repotl #

Location of Accident

Witnoss #1

Addiess

Prone #

Statement

APPENDIX E-3

; “Diagram of Accident

Descnbe what happened

Witness #2

Address

Pnone #

Statement

Driver or Gwnar - Other Vehicle

Dhver's License #

Address Finone #
Type of Vehicte Licensa #
insurance Carrier Pohey #
Statement

Driver Claims Injuty”? Desenbe
Yes No

Passenger #1 Name Phane &
Claims Injury? Descnbe
Yes MNo

Passenger #2 Name Phane B
Claims Injuty? Descabe

Yes No

Cily Vehicle Towed By

Pholos Taken By:

(FRONT)

APPENDE3.DOC

This is not a report form, 1tis merely a guide and is nol
evidence or verification of coverage. Keep it in the giove

compartment of your vehicle

(BACK)

WILL BE PRINTED ON CARD STOCK

36197



APPENDIX E-4

COURTESY CARD
TO WHOM IT MAY CONCERN

This is to verify that the CITY OF L.ODI is self-insured with
additiona} coverage through the Catifornia Joint Powers Risk
Management Authority,

For information, contact: City Attorney's Office
City of Lodi, City Hall
221 West Pine Street
P.0. Box 3006
Lodi, CA 95241-1910
Phone:  (208) 333-6701
FAX: (208) 333-6807

(Will be made business-card size.)

APPENDE4.DOC /5197



APPENDIX E-&

NOTICE OF INCIDENT REPORTING AND .
CLAIMS AGAINST THE CITY OF LODIT Rev. 4/94

REPORTING INCIDENTS INVOLVING CITY EMPLOYEES

city employees involved in an incident while operating a City vehicle or
other equipment which vresults in property damage must complete a NOTICE OF
TNCIDENT form and file with the Risk Management office within 24 hours. A
copy o©f the NOTICE OF INCIDENT form must also be filed with the responsible
department head or immediate supezvigor,

If the resulting property damage is sericus, or if there is bodily injury,
the Police Department must be called immediately, The Risk Management
office should then be called and made aware of the incident; to he followed
up with the NOTICE OF INCIDENT in the manner described above.

The employee should obtain the name, address and telephone number of the

owner of the damaged property, or of the injured person, as well as any
witnesses.

CITIZEN NOTIFICATION OF INCIDENT

Citizens may write, call or come in person to advise that they have suffered
property damage or bodily injury and that they feel the City is at fault.
This information wmust be transmitted on the NOTICE OF INCIDENT form and
forwarded to the Risk Management office within 24 hours. Employees
receiving such notification should forward the following information to the
Rigk Management office: ' '

Name, address and telephone number of citizen.
Date and location where the incident cccurzed.
Employees should never discuss the degree of the CitY's liability in any
way! The employee should cnly state that the mattexr will be’ turned over to

the Rigk Management office. If a c¢itizen wants to f£ile a formal claim,
forms can be obtained from the Risk Management office or City Clerk's office.

PROCESSING INCIDENT REPORTS OR_CLATMS AGATNST THE CITY

When a formal claim is filed, the Risk Management office shall transmit a
copy of the ¢laim to the City Attorney's office and the appropriate
department head. The department shall investigate the circumstances thereof
and report back in writing to the Risk Management office within five (5)
working days.

Upcn receiving the pertinent information, the Risk Management office will be
responsible for communicating with the third party administrator, City
Attorney, contract attorneys, supervisors and city employees as required.

The Risk Management office shall notify the particular department or
division if a possible dangercus condition exists. It is the determination
of the department head if any corrective action is necessary.



APPENDIX E-56

CITY OF LODI
NOTICE QOF INCIDENT REPORT Rev. 8/93

For reporting any vehicular incident or damage to any City or private property or any
incident which was reported and may result in a general liability claim.

REPORT MUST BE FILED WITH THE RISK MANAGER WITHIN 24 HOURS AFTER THE DATE OF INCIDENT

Name of Employee: Dept./Div,

Location or Address of Incident:

Date of Incident: / / Time: a.m,/p.m, Weather Conditionsg

Make, model and license number of City wvehicle or equipment number and I.D. number:

Was any person injured? Yes No. If ves please give namé, address and
telephone number:

If property damage only, and if known, please give name, address and telephone number
of property owner:

Descoribe incident, inciuding extent of loss or damage (please use ancther sheet for

diagram, if necessary:

Name, address and telephone number of any witnesses:

Was the Police Department Notified? Yes No Police Report Number

Were photegraphs taken? Yes No Please attach.

Employee sgignature: Date: / /
Supervisor signature: _ Date: / /

INCEDENT/TXTA . TLP/GL



APPENDIX E-5

PLEASE READ THE FOLLOWING CAREFULLY.

For all accident claims, place on following diagram names of streets,
including North, East, South, and West; indicate place of accident by "X" and
by showing house numbers or distances to street corners.

If City Vehicle was involved, designate by letter "A" location of City Vehicle
when you first saw it, and by "B" Location of yourself or your vehicle when
you first saw City Vehicle; location of City Vehicle at time of the accident by
"A-1" and location of yourself or your vehicle at the time of the accident by
"B-1" and the point of impact by "X",

NOTE: IF DIAGRAMS BELOW DO NOT FIT THE SITUATION,
ATTACH HERETO A PROPER DIAGRAM SIGNED BY
CLAIMANT.

FOR AUTOMOBILE ACCIDENTS

o L]
NN S S

FOR OTHER ACCIDENTS

sidewalk

sidewalk

Y i




APPENDIX E-6

COMMERCIAL 12/31/99 33 052710
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APPENDIX E-7

AND REPAIR REQUEST

GIT\{ UF LODIJ [PHE-OPERF\TIUN INSPECTION ‘\‘

Vehicle No. Dept. Mileage

circle item(s) reqguiring attention, sign & date below

LIGHTS- head, turn signals, stop, tail, beacon, strobe, flashers
LEAKS - fuel, coolant, oil, hydrauiic, air

BACKUP ALARM and HORN

TIRES

WINDSHIELD WIPERS/WASHERS
WINDSHIELD/MIRRORS - ctean & adjusted
GAUGES

FLUIDS - fuel, oil, water

STEERING - pulls, loose,

10. BRAKES - including hand brake

11, FIRST AID KIT, SEAT BELT, & FIRE EXTINGUISHER
12. CAB - clean with no loose objects

QNSO RN

w

The following should be checked as it applies to specific eguipment.
13. BLADE, MOULDBOARD, CUTTING EDGES, TEETH , CHAINS

14. BROOMS, SPROCKETS, PLATFORMS, SPRAY BARS, ROLLERS
15. HYDRAULIC ACTION

16. BOOMS, OUTRIGGERS, JACKS, BUCKETS, BASKET, CABLES

REMARKS:

[] Condition of above vehicle is satisfactory

Driver’s Signature Date:

[_] Above defects corrected

[ ] Above defects need not be corrected for safe operation of
vehicle. Supervisor's Initials Date:

Mechanic’s Signature Date:

\fwo-mﬁ (Rev. 111903 AP /
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DR I3 APPENDIX F
CITY OF LODI
AUTHORIZATION TO USE PRIVATELY-OWNED VEHICLE
ON CITY BUSINESS

In accordance with the City of Lodi Fleet Policies and Procedures, approval is required
to use a privately-owned vehicle on official City business.

| hereby certify that:

A. Whenever | drive a privately-owned vehicle on City business, the vehicle shall:
1. be a conventional, four-wheel automabile, van, pickup, or sport utility vehicle;
2. meet the legal requirements of the Federal Motor Vehicle Safety Standards for
the year of manufacture and the State of California Vehicle Code requirements;
3. be well maintained.
B. 1am covered by, and will maintain, liability insurance in the following amounts:
$100,000- $300,000 Bodily Injury, and
$100,000 Property, or
combined single limits of $300,000.
In the event of an accident, my insurance is primary.
That all accidents will be reported within 24 hours.
. [] lintend to use my private vehicle(s) as a primary means of transportation for
City business and will name the City of Lodi as additional insured on my policy
(endorsement must be attached to this authorization).

Mmoo

| have read and understand the Use of Prvately-Owned Vehicles on City Business
policy. | understand that authorization to drive a privately-owned vehicle on City
business may be suspended or revoked at any time.

Employee Name and Title (please print)

Employee Signature Date

Insurance Company Policy Number

Vehicle License Plate Number California Drivers’ License Number
VIN Year Make

APPROVAL:

Department Head Date

Risk Manager Date

Distribution.  Orginal - Risk Management Copy - Employee  Copy - Department

APPENDXF.DOC 3no/m7





