SPARTAN Vehicle Use and Assignment Responsibilities (revised 10/01, 6/02, 8/02, 7/07)

SPARTAN Drivers and staff are able to use all vehicles based on job duties, routes and passenger loads.  Drivers and staff who use vehicles are responsible for the following:

Responsibility



                     Frequency

	Keep ample supply of PO’s in silver tray.  Call Jane McIlroy and ask

for more when there are 5 PO’s or less in the silver tray.
	As Needed 

	Record EACH PO in the Expenditure report form in the silver tray.
	Daily as used

	Complete vehicle Pre-Trip Form

· Report cleanliness of bus – interior and exterior to dispatch daily.  Call Gracie Ward about scheduling vehicles to have exterior wash.

· Call Gracie to schedule vehicles due for routine maintenance – 3,000 or 24,000 or 48,000 mile service

· Call Gracie when vehicle needs repairs

· Call Gracie when vehicle needs inspection sticker
	Daily – at the start of each trip/route

	At the end of each route

· Fuel up the vehicle

· Clean interior of vehicles – trash, sweep, & mop

· Secure seatbelts

· Return wheelchair tie downs to their place

· Check to be sure all seats are empty

· Turn off radios

· Shut and lock windows

· Lock Doors

· Hang the keys in the building
	Daily – at the end of each trip/route

	Turn in Weekly Pre & Post-Trip reports and place a new sheet in the silver tray.  Send report to Gracie Ward.
	Weekly at the end of duty on Friday.


To complete administrative requirements and reports, SPARTAN drivers and staff are assigned vehicles.  The following is a list of responsibilities for each driver or staff person to COMPLETE FOR EACH (AND EVERY) VEHICLE ASSIGNED TO HIM/HER:
1. Locate the vehicle and get a copy of the expenditure report to complete the Vehicle Monthly Report.  If PO’s are missing, call Gracie Ward and track down the PO expenditure amount, vendor, and date.  Send the completed Vehicle Expenditure Report to Gracie Ward (Fax 806.894.2759).  REPORTS ARE DUE AT THE FIRST OF EACH MONTH.
2. Work with Gracie Ward to get vehicle winterized or ready for summer weather.

3. Work with Jane McIlroy to replace vehicle registration form and Gracie Ward for insurance cards and alternative fuels information in silver trays.

*NOTATION TO DRIVERS – If you are not able to communicate with Gracie Ward and get the approval/schedule for completion of vehicle repairs, PLEASE CALL Brian Baker.

