CHAPTER 11

VEHICLES AND TRAVEL
Last Updated: October 15, 2007

11-1 USE OF DISTRICT AND PERSONAL VEHICLES

Except when an employee has been provided with rhtyovehicle allowance, District
employees are encouraged to use District vehiclenwonducting District business. |If
a District vehicle is not available or it is noapticable to use one, then an employee may
use his or her personal vehicle provided the eng@agceives authorization from his or
her supervisor. Mileage reimbursement shall besistent with IRS guidelines for
deductible expenses.

The GM has discretion to provide to those Distitiployees that frequently use vehicles
for District business, or those District employéest must respond to District facilities in
emergencies after hours, either:

(2) an assigned District vehicle for commutingailed from work, District
business ande minimispersonal travel, such as a brief stop for a peisemand which
is not out of the way; or

(2) a monthly vehicle allowance of not more th@d@&month.
Board authorization is required for use of Distuehicles for personal use other thamn
minimisuse. Board authorization is required for montréhicle allowances in excess of

$250/month.

The Board may authorize the use of District velsidier personal use by management
level personnel as part of compensation.

11-2 MARKINGS

All District vehicles shall be marked with the Dist logo as required by Utah Code
Ann. § 41-1a-407(1)(a) and (b). The GM shall haiscretion to determine whether
particular vehicles are marked and in what fashiomaccordance with Utah Code Ann. 8
407(2)(d)and (e).

11-3 PERSONAL AUTO INSURANCE DEDUCTIBLE

Personal vehicles used for District business masinbured. The District may require

confirmation of insurance before employees are ai#bd to use personal vehicles for
District business.
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If an accident occurs while a District employeedisving a personal vehicle while
engaged in District business, the District, undee following circumstances, will
reimburse the employee for the amount of his oneéicle insurance deductible:

1) The accident is reported to the applicable lamforcement agency
promptly; the agency completes and prepares a trepod the employee promptly
provides his or her supervisor with a copy of thpart, along with proof of insurance
coverage for the vehicle involved.

(2) The employee did not cause or contribute t® dlccident by acts or
omissions which were intentional, reckless or dyosegligent.

3) At the time of the accident, the employee ballision damage insurance
coverage on the vehicle involved.

Payment by the District under this subparagrapHinsted to the amount of the
deductible up to a maximum of One Thousand Dol{&is000.) If the damage to the
vehicle was caused, or contributed to, by the acmissions of a third party who was
not a District employee, the employee involved Ishel reasonably and promptly to see
that the District is reimbursed by the third pastythe third party’s insurer.

11-4 CONDUCT

All District employees shall use safety restraiassrequired by law when in any motor
vehicle on District business. All District empl@geshall exercise reasonable care, obey
all traffic signals and laws, and act courteoushgl aesponsibly while operating any
motor vehicle on District business.

11-5 DRIVER LICENSE AND RECORD

Each District employee who is required to operathicles as part of his or her duties
with the District shall maintain a valid driver éinse of the appropriate class. District
employees are expected to know whether their dutrgk the District require a
Commercial Driver License.

Each District employee is expected to report prdynat his or her supervisor upon the
occurrence of any of the following events:

(2) Any suspension, revocation or invalidity ofetldriver license of that
employee, if that employee is required to operataacles as part of his or her duties;

(2) Any change in the class, status or restristioha driver license of that

employee which may require a change in work assamsby the District in order to
comply with applicable law; and
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3) Any citation for driving under the influencé alcohol, and any citation
for a moving violation, received while driving adbiict vehicle.

The District may periodically obtain the drivingcoed of any District employee who is
required to operate vehicles as part of his or dhaties. District employees shall
cooperate as reasonably requested to make suchgdracord available to the District.

11-6 AUTHORIZED REIMBURSABLE TRAVEL

It is the policy of the District to reimburse Trass and employees for reasonable costs
associated with authorized travel while on Disthasiness. Trustees are authorized to
attend conferences, seminars or meetings when dttemdance is related to their duties
as District Trustees, and in the judgment of thearBoor the Chair of the Board,
attendance will benefit the District. Trustee #hreimbursement shall be authorized in
advance by the Board or the Chair. Payment of €austimbursement will be supervised
by the GM. Employees are authorized to attendezentces, seminars or meetings when
their attendance is related to their duties asribistmployees and their attendance will,
in the judgment of the GM, benefit the District. |l &avel of District Employees for
District business shall be approved in advancénbyGM.

11-7 TRAVEL ARRANGEMENTS

Except as approved by the GM or the Board, tram@ingements shall be made with the
assistance of the GM, including registration fonfesences, seminars, or other meetings,
transportation, lodging, car rental, etc. In mgkiravel arrangements for transportation,
lodging and car rental, the District should consideveral available service providers
(including, for example, the Utah State Travel CHfi private travel companies and
reservation services, or on-line internet serviceisall seek the best available rate given
the needs of the traveler and the District, andsiecific details of the planned travel,
and shall inquire about the availability of disctaior price concessions for government
employees. The GM need not price hotel accommaadstfor seminars where the
Trustee or employee will be staying in the hotekrehthe conference meetings will be
held. The GM shall act reasonably to documentstieps taken to conform with the
provisions of this Section 11-7.

11-8 PER DIEM TRAVEL ALLOWANCES AND ADVANCES

Travel expenses shall be reimbursed, and may benadd, based upon the city per diem
allowed under IRS guidelines for deductible expsnsé&ravel expenses not otherwise
defined under IRS guidelines shall be arranged aputoved in accordance with the
provisions of Section 11-7 above. The GM may autlkeoa reimbursement or advance
under special circumstances in excess of the eitydem allowed under IRS guidelines,
so long as the decision is documented by the GM.
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Instructions and forms requesting travel advanted e adopted by the GM. It is the
traveler’s responsibility to obtain approval famegh in advance to process the advance
request in a routine manner. |If travel plans cleary if for any other reason the per
diem amount advanced exceeds that allowed by IR8eljes, any excess must be
returned to the District promptly.

Receipts shall be kept to the extent required Ipliegble IRS city per diem guidelines,
or if the traveler seeks to be reimbursed for egpenn excess of IRS city per diem
guidelines.

The GM may provide District employees or Trusteeth wrepaid telephone cards for
District travel in amounts not to exceed $20 pendi

11-9 CREDIT CARDS
District credit cards may be used for authorizeavel to pay reimbursable travel

expenses if used in a manner consistent with aplicaple instructions of the GM and
the District’'s Fiscal and Budget P&P.

11-4



	MWDSLS PP 2009-6-22.pdf

