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Purpose: This procedure establishes guidelines for the use of College owned department-
designated, college fleet, and leased vehicles used in the conduct of College business. The
procedure includes use of vehicles for student travel.

GENERAL

1.
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Requests for use of College vehicles are to be submitted on the Vehicle Reservation Form.
Completed forms are to be submitted to the Plant Operations Department for scheduling.

All requests must be approved by the appropriate vice president.

Requests should be submitted at least five (5) working days before the date of departure.
Cancellations must be reported to the Plant Operations Department as soon as possible.
Arrangements to pick up the vehicle and keys must be made directly with the Plant
Operations Department. Keys and vehicles must be returned no later than the morning of
the first scheduled work day after the scheduled trip. Vehicle must be returned with a full
tank of fuel. Keys must be returned to authorized staff.

Fleet vehicles should be used first when conducting college business rather than driving a
personally owned vehicle.

RESTRICTIONS

1.

2.
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Generally, use of College-owned vehicles requires three or more individuals to travel
together. Exceptions are approved by the President or the Chief Fiscal Officer.

Persons who regularly drive College-owned vehicles must have their driving records verified
on a regular basis. Persons with questionable driving records (such as repeated moving
violations, DUI, or multiple accidents) will not be permitted to drive a College-owned vehicle.
College-owned vehicles are to be used only for College business.

Passenger load limits for vehicles shall be followed.

Approved requests are subject to preemption by the President or Chief Fiscal Officer for
reassignment to other requests which would more efficiently use the vehicle.

The President may also designate any college-owned vehicle for fleet use, as needed.

The operating expense of a College-owned vehicle may be charged to the department,
division or group using the vehicle. The charges will be based on standard state mileage
rates for automobiles and small vans or pickup trucks. Large vans or buses will be charged
1.5 times the standard state mileage rate.

College of Central Florida offers equal access and opportunity in employment, admissions and educational activities. The college will not discriminate on the basis of race, color,
ethnicity, religion, sex, age, marital status, national origin, genetic information, veteran status or disability status and any other factors prohibited under applicable federal, state, and
local civil rights laws and regulations in its employment practices or in the admission and treatment of students. Recognizing that sexual harassment constitutes discrimination on the
basis of sex and violates this policy statement, the college will not tolerate such conduct. The Title IX Coordinator has been designated to handle inquiries regarding nondiscrimination
policies and can be contacted at the Ocala Campus, 3001 S.W. College Road, at 352-291-4410 or Compliance@cf.edu.
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10.

Students are generally not authorized to drive College-owned or College-leased vehicles.
An exception may be made by President or designee.

Volunteers — Only volunteers registered with the College (HR) may drive College owned
vehicles. Registered volunteers may not drive leased/rental vehicles.

College owned vehicles are for in-state travel only. Individuals/groups should procure rental
vehicles/vans/buses and the appropriate insurance coverage. Exceptions are approved by
the President or Chief Fiscal Officer. As Athletics have their own designated vehicles, they
are allowed to take these vehicles out of state without obtaining permission.

STUDENT TRAVEL

1.

2.

Students participating in activities (such as field trips, athletic contests, clubs or groups) may
travel in College-owned or College-leased vehicles.

The use of vehicles for transporting students is subject to this procedure and to Policy 6.16
Travel by Authorized Personnel, Policy 7.06, Student Activities, and Policy 4.10, Educational
Trips, and the implementing procedures for those policies, and by Office of Student Life
Club and Organization Travel Guidelines.

The Code of Student Conduct is in full effect during all student travel.
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