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I. INTRODUCTION

Effective: 10/1/2006

This procedure addresses the assignment of state transportation vehicles to employees, as
well as the "pooling" of other transportation vehicles. In regards to the assignment of
"individually assigned" vehicles, the primary guidelines are contained in the
Commissioner's policy memorandum as displayed in this chapter. The policy dictates the
"to whom" and "for what purposes" a Highways' transportation vehicle may be assigned an
employee. Any transportation vehicle not individually assigned to an employee must be
placed in a motor pool.

The term "individually assigned vehicles" is defined as: "those vehicles which are assigned
(within the guidelines of the Commissioner's policy) for the exclusive use of an employee
for a week or more." All "individually assigned vehicles," regardless of their reason for
assignment, require a completed and approved "Request for Assignment of a DOH
Transportation Vehicle", Form DOH-55 prior to vehicle use. This form is displayed in the
Forms Section of this volume with pertinent form completion and processing guidance as
follows.



II.

"REQUEST FOR INDIVIDUAL ASSIGNMENT OF A DOH TRANSPORTATION
VEHICLE", FORM DOH-55

Form DOH-55 is to be used to document the circumstances and to solicit the necessary
approval for each "individually assigned vehicle". It is a single-part form, which is normally
completed, signed by the employee's supervisor, and transmitted to the District
Engineer/Manager or Division Director for approval. Provisions for higher-level
managers'("H", "C" and Commissioner's) authorization is also provided on the form in the
event that the assignment will be an exception to the Commissioner's policy. All approved
original Forms DOH-55 are to be retained at the District or Division headquarters with a
photocopy being sent to and retained at the assigned employee's organization.

The maximum assignment period for any approved Form DOH-55 is one calendar year.
Prior to the end of each calendar year, all employees with an individual vehicle assignment
that must be continued into the upcoming year will complete a new Form DOH-55 and
submit it for approval. Year-to-year assignments will automatically become invalid unless a
new Form DOH-55 has been filed and approved.

Additionally, as noted on the bottom of Form DOH-55, any change in the particulars of the
approved assignment (that is, parking location, assignment period, reassignment of
employee, etc.) will require the completion of another Form DOH-55 and resubmission for
approval.

A. PARKING AT THE DOMICILE

Those employees authorized to park a state vehicle at their domicile for the
purpose of using that vehicle to commute to or from their work are the recipient
of a taxable fringe benefit which must be reported to the Internal Revenue
Service. This benefit and the reporting requirements also extend to those
employees who are "picked-up" and "dropped-oft" at their domicile even
though the state vehicle may be assigned to another employee and parking
location.

To satisfy the IRS requirement for this taxable fringe benefit, the
Administrative Operating Procedures of Section II of this volume, "Taxing
Fringe Benefits", must be followed and the prescribed form must be completed
and sent to Finance Division.

B. ASSIGNMENT JUSTIFICATION

Specific justification for each assignment must be documented on each Form
DOH-55. The stated justification must coincide with that permitted in the
Commissioner's policy memorandum. If the assignment is to an employee
specifically referenced by title or classification in the Commissioner's policy to
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be assigned a vehicle, then the justification is simply, "By Commissioner's
policy".

As stated previously, if an assignment is needed which falls outside the
approval authority of the District Engineer/Manager or Division Director or is
an exception to the policy, a written request, by the District Engineer/Manager
or Division Director, must be made to the Commissioner. This request must be
completed and endorsed by each C and/or H level manager within the
respective chains of command. In these cases, the justification for the exception
must also be stated on the form.

MOTOR POOL MANAGEMENT PROCESS

Motor pool managers must keep all vehicles assigned to their pool in proper working
condition at all times. In addition to this responsibility, pool managers will grant temporary
use of motor pool vehicles to authorized Highway personnel. The following procedures
provide a helpful guideline for motor pool managers.

A. MOTOR POOL MANAGEMENT DUTIES

Procedurally, (see Volume IV, Chapter 7 of the DOT Administrative Procedures) a
preventive maintenance report is printed weekly for each motor pool vehicle. Pool
managers will ensure that preventive maintenance is performed and documented in
REMIS. Copies of the vehicle maintenance request(s) and any additional
documentation must be retained for a period of 2 years.

Motor pool managers will prepare and submit Form OE-28, Equipment Repair
Requests, and report, in REMIS, the equipment down time during all necessary
repairs to motor pool vehicles.

Every Wednesday meter readings of all pool vehicles must be made, recorded on
Form DOT-12, Daily Work Report, and entered into REMIS. In order to collect
and/or confirm these readings, the pool manager may be required to take a physical
meter reading of the vehicle(s) in question.

It is the responsibility of the motor pool manager to ensure one Highways’ Gas &
Lube Credit Card is located in the glove compartment of every pool vehicle. In
addition, the pool manger will make available, when necessary, one ARI fuel card. At
management’s discretion loaner fuel cards may be issued. The motor pool manager
will request all ARI fuel receipts upon return. These receipts are to be grouped by
E.D. number and retained for a 2 year period. In situations where a receipt is lost,
damaged, or not legible the pool manager will request an email from the employee
providing all necessary information (amount charged, fuel grade, station name,
location, etc.).

In addition to the fuel cards, the motor pool manager must provide every motor
vehicle with registration and insurance information. Every vehicle will contain
Highways’ current insurance contacts phone number and accident information.
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If a motor pool vehicle is involved in an accident, the employee assigned the vehicle
will complete and submit a copy of Form AR-13, Report of Motor Vehicle Accident,
and provide any available police report to the motor pool manager. The accident
report must then be forwarded to the District Equipment Supervisor for processing.
Also, motor pool managers will photocopy the employee’s driving license.

B. REQUEST FOR TEMPORARY ASSIGNMENT OF A MOTOR POOL
VEHICLE BY DOH PERSONNEL

DOH employees may request the temporary use of a motor pool vehicle(s) by
contacting the Division/District motor pool manager. The request must contain
specific dates of use and the accounting information to be charged. Unless
additional information is required, the motor pool manager will provide details,
to the employee, on securing the vehicle’s key. When loan periods are lengthy,
motor pool managers may consider transferring the vehicle to the loaned
organization. Once transferred, all daily reporting to REMIS will be entered by
the loaned organization.

The pool manager will keep track of all loaned vehicle(s) E.D. number,
beginning mileage, and hours reported. Employees will report daily, to the pool
manager, the hours of vehicle use and any other necessary accounting
information. Alternately, a standard number of hours (8, 10, etc.) per day may
be given by the employee, upon vehicle assignment, with an understanding to
only report exceptions to the motor pool manager. Employees, at the end of the
assignment will refuel the vehicle, clear all trash, provide the ending mileage
with all ARI fuel receipts, report any condition/operation issues, and return the
motor pool vehicle’s keys and ARI fuel card to the pool manager. Either the
motor pool manager or the employee will return the pool vehicle to the motor
pool.

EXHIBIT - COMMISSIONER'S POLICY MEMORANDUM

Effective: 6/29/2012

"CLICK" here to view and print Commissioner's Policy Memorandum

EXHIBIT - VEHICLE USE AGREEMENT

Effective: 9/1/2006

"CLICK" here to view and print VVehicle Use Agreement

EXHIBIT - GUIDANCE FOR IMPLEMENTING THE ASSIGNMENT AND USE OF
TRANSPORTATION VEHICLES POLICY

Effective: 10/1/2006

"CLICK" here to view and print Guidance for Implementing the Assignment and Use



http://sharepoint.wv.gov/sites/dot/highways/correspondence/Email%20Distributions/Memos%20from%20Secretary/ASSIGNMENT%20AND%20USE%20OF%20TRANSPORTATION%20VEHICLES%20POLICY.pdf
http://sharepoint.wv.gov/sites/dot/Docs/DOH%20Forms/EquipmentOperatorAccountabilityPolicyAcknowledgementStatement.pdf
http://sharepoint.wv.gov/sites/dot/policies/DOH/Section%20IV%20Related%20Resources/VehicleGuidance.pdf
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