College of Southern Idaho

Courtesy Vehicle Use Policy – 5.14.14
Updated:  January 1, 2011
This Policy applies to athletic department personnel and CSI employees who receive a courtesy vehicle from a corporate sponsor of CSI.
A. All vehicles and vehicle assignments must be approved by the director of athletics or applicable department head and the college president.

B. Vehicles will be assigned to a designated departmental employee.

C. All employees designated by the director of athletics or applicable department head will acquire the proper lease agreements from the corporate sponsor.  The business office will forward a copy of any documentation to the maintenance department who will properly register the vehicle with the State of Idaho and obtain license plates.  The courtesy vehicle will then be added to the college insurance policy by the business office.  Only CSI designated employees shall be insured by CSI to drive the vehicle.  CSI’s insurance policy will cover all passengers.
D. The designated employees will complete the lease value form each time a vehicle is provided or traded out.  The employee will have the responsibility to file a mileage/usage report to the payroll office by the 15th of each month in accordance with IRS regulations.
E. The athletic department/applicable department head will receive a copy of the vehicle use agreement made between the dealer and the employee.  The college employee will be responsible to keep the vehicle clean, report any problems with the vehicle to the dealer immediately and be responsible for fuel.  

F. Travel reimbursements will be made for necessary trips using the vehicle.  Vehicle mileage reimbursement will not be paid but fuel expenses incurred as a result of trips on official CSI business may be submitted for reimbursement.
G. Employee shall have use of motor pool vehicles for trips deemed necessary based upon the guidelines agreed upon by the dealer and the employee.  (i.e. Limited mileage)
H. The employee who has been assigned a vehicle is responsible for following the basic regulations governing vehicle use, including but not limited to the following:

a. State and local laws must be obeyed at all times.  A CSI employee who violates such laws is held personally liable for any consequent damages or fines.  A valid Idaho State Driver’s License is required.

b. In case of an accident involving a courtesy vehicle, reports as required by law must be filed.  Report all accidents to director of athletics and CSI security.

c. Employees and their passengers shall wear safety belts in all seating positions while driving or riding in courtesy vehicles.

Questions concerning this policy should be directed to the Vice President of Administration.

