ORDER: APPROVE AMENDED TAKE-HOME VEHICLE POLICY
CHANGE AFFECTS ONLY THE SUPERVISORS

Motion was made by Robert Blackmon, duly seconded by Mike Pickens, to
approve amended Take-Home Vehicle policy change affects only the Supervisors.

The vote on the motion was as follows:

Supervisor Mike Pickens, voted yes
Supervisor Jeff Busby, voted yes
Supervisor Robert Blackmon, voted yes
Supervisor Chad McLarty, voted yes
Supervisor Mike Roberts, voted yes

After the vote, President Busby, declared the motion carried, this the
3rd day of March, 2014.
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TAKE-HOME VEHICLE POLICY

WHEREAS. the County Board of Supervisors intend to adopt a poiicy authorizing home

storage of personally assigned vehicies justified when home storage allows for more efiicient
utilization of the vehicle and the employes’s work hours.

WHEREAS. this policy updates and outiines the situations when a County emplovee i3

aliowed 0 1ake 2 County Vehicle home overnight on @ regular or pzriodic basis: provides the
conditions that must be met for approval: and the ax consequences.

NOW

.THEREFORE. BE. IT RESOLVED:

I. APPLICATION

Al

B.

1t is the policy of the Board of Supervisors tha: uunos: discretion is exercised by
Departraent Heads in evaluating and authorizing County emplovees to take vehicles home
on a regular or periodic basis.

Authotizarion for home storagz of personally-assignzd vehicles is justified when home
storage allows for the more efficient utilization of the vehicle and the emplovee’s working
hours resulting in increased productivity.

Ii. AUTHORITY AND RESPONSIBILITIES

Al

1.

Regquesting Department:

Authorization 10 take & County vehicle home on & regulur basis shall be 2
Function of the Department Head.

Permanent Venicle Assignment. In reviewing whether 10 authorize an emploves or class
of emplovees 1o take 2 vehicle home on a regular basis, the Depariment Head shall
consider whether doing so is in the best interest of the County and specifically. whether
the Tequest meets the following guidelines:

a. Specialized \'ghicles. The emplovee or job classification has the primary responsibiiity
10 tespond 1o emergencies that utilize a specialized vehicie That carrigs squIpment. 100l
or parts used in the emploves's performance of his‘her job (i.e. animai care duties,
emergency mainienance. ransporting prisonere. raveling over rough terrain: or

b. “On-Call” Empiovess, The emploves has the primary responsibiiity (e respond 1o
smergencies and is required to be availabic 10 respond to gmeargency Incidems o7
situations that mayv oceur during off dury hours and the tasks 10 be
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a.

performed require immediate travel to o site thal is not the emplovee’s regular office or
work base: and.

Restrictions. The employvee understands and agrees that County Vehicles may not be
used for personal use or non-County business. may not be driven by a non-County
emplovee, and should be locked and parked in a secure place. Unless otherwise
determined by an official action of this Board. the assignmen: of a County vehicle 1=
neither a priviiese nor 2 right of any County employe.

Periodic Vehicle assitmment. In reviewine whether 1o authorize an employee or class of
emplovees to 1ake a vehicle home on a periodic basis. the Depariment Head shall
consider whether doing so is in the bsst interest of the County and. specifically. whether
the request meets the following guidelines:

Practicalinv. The employee s situation is such that check-out of 2 County Vehicle from
a County facility ar the start or end of a normal workday would bz both impractical and
uneconomical due to losi productive fime when attending out of County meetings,
conferences or mandatory education courses:

Justified Use. A County vehicle (as oppesed to use of an emplovee’s personal vehicle
with mileage reimbursement) is justified. Examples of when a County vehicle might be
needed would e due 1o the number of passengers being transported;

Authorization, The emploves ts authorized to drive a County vehicle. This is
accomplished by Department Head approval and showing a valid driver’s license and
proof of insurance.

Restrictions, The emploves understands and agrees that County vehicies may not be
used for personal use or non-County businsss: may not be driven by a non-County
eraplovee; and should be locked and parked in a secure place. Unless otherwise
determined by an official action of this Board. the assignment of 2 Counry vehicle 15
neither a privilege nor a tight of any County employee.

Review. Department Heads shall conduct annually a review of individuals authorized o
take vehicies home on a regular basis 10 ensure that the above guidelines continue 1o be
sarisfied.

Reporting. The Deparmen: Head will ensure that proper payroll coding is documented
within the payvroll system for cach employes that wkes home & vehicle to refiset the
benefit. Each January, Deparunent Heads shall provide

the County Invenmory Clerk a Hst of all emplovess authorized to 1ake home County
vehicles. in & format set forth by the Board of Supervisors. The list shall include the
following:

a. Emploves Name:
b. Emploves Number:
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III.

¢. Emplovee’s Current Job Classification:

d. Tvpe of Vehicle Assigmad:

e. County Vehicle Number,

. Actuai Mileage from Emplovee’s home 1o his‘her Pomary Work Location:

g. Number of days worked,

h. Cenification by the Departmem Head that emplovees have been advised of their
responsibilities regarding allowable uses of the vehicles and vehicle safery.

Public Works — Fleet Services Division:

Reporting. Each January the Board of Supervisors will provide 10 the Inventory Clerk a
list of all emplovees authorized 1o 1ake home County vehicles. The list shall include the
following:

a. Emplovee Name:

b. Emplovee Number:

¢. Emplovee’s Current Job Classification

d. Typz of Vehicle Assignud:

¢. County Vehicle Number:

f. Acwal Mileage from Emplovee’s home 1o his‘her Primary Work Locavion:
g. Number of davs worked.

County Administrator Office:
Audit. The Counry Administraior shall provide periedic audit of emploves’s use. and

whether departments are properiy tracking and reporting this benefit.

Pavroll and Tax. The Pavroll Clerk shall be responsible for reporting taxable iTinge
benefits, as appropriate. as required by Jaw.

EMPLOYEE TAN CONSEQUENCES

A, Taxable Frnge Benefit. Internal Revenue Service (IRS) regulations require an emplover

B.

provided vehicle 1o be treated as & non-cash taxable fringe beneflt when 1t is used for the
emplovee’s personal benefit.

Potential Tax Exempujons. In the following situations. vehicles are generally considered
exempt because they are categorized as “qualified non-personal use vehicles™ and there
are no 1ax consequences for emplovess authorized 10 take vehicles home thai fall in thess
categories:

Clearly marked police and fire vehicles.

Unmarked vehicles used by law enforcement officers if the use 18 officiall
authorized.

3. An ambulance or hearse used for its specific purpose.

4. Anv vehicle designed to carmy cargo with a loaded gross vehicle weight over
14,000 pounds.

Dielivery trucks with seating for the driver only. or the driver plus a folding jump
seal.

1.
2.

h
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A passenger bus with a capacity of at least 20 passengers used for its specific
purpose.

School buses.

Tractors and other special purpose tarm vehicles,

™

C. Commuying Valuation Rule, The County shall use the IRS Commuting Valuation Ruie to
evaluate the value of the working condition beneflt for use of the vehicle. Under this
rule. the County will determine the vaiue of 2 vehicle provided 10 an employvet for
commuting by valuing such one-way commutz (home 1o work or work te home) al S50
1f more than one emplovee commutes in the vehicle. this value applies 1o each employvee.
Unless the emploves reimburses this amount o the smployer, the amount is included in
the emplovee’s wages. This rule may be used if al! of the following apply:

1. Emplover owns or leases the vehicle and provide it 10 an employee © use in vour

business,

For bona fide non-compensalory business T2asons. vou require the employee 10

commute in the vehicle.

3. Emplover establishes a writien policy allowing no personal use other than
commuting or de minimis personal use {such as a stop for personal errand).

4. The emplovee does not use the vehicle for personal purposes other than
commuting and de mirinis personal use. and

5, The emploves is not 2 government contiol emploves. A government control
emploves is either
- an elecied official. or
- an emploves whose pay is at leust Federal Governmenmn Executive

Level V (£145.700 for 2012

!J

0. Cems-Per-Mile Rule. The County shal! use the IRS Cems-Per-Mije Rule 10
determine the taxable benzfit value of the vehicle on Comtrol employvees and apply that
value 1o the miles driven as a commute or de minimis personal use. Mileage will be
reported in the Daily Trip Log maintained in each vehicle.

Uinder this rule, the County must meet one of the following 1ests:
1. The emplover reasonably expects the vehicle 1o be regularty used in the trade or
business throughowt the calendar vear: or
2, The mileage 1251 is met.
x. A vehicle is considered "regularly used in the business” if:
+ At least 50% or more of the 1otal annual mileage each vear is in the
emplover's business: or
o Ttie generally used gach workday 10 transport a luast three emplovees o and
from work. in an emplover spongored commuting vehicle pool.
b. ‘The mileage test is met if the vehicle is drivan by emplovees at least 10,000 miles
(business or personal} per vear and use of the vehicle is prmarily by emplovees.
¢. The value of the personal use of a vehicle may be figured at 36 cents per mile plus
3.5 ecents for el and maintenance costs for 2 1o0tal of 60,30 cents per mile.
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d. The cents-per-mile method is restricted 1o vehicles with a fair market vajue not 10
exceed $16.000 for cars and $17.300 for wucks.

EXEMPTIONS
A, This policy doss not apply 1o the following individuals or when the following
condirions exist:

1. Emplovees driving vehicles used the Counny sponsored car and van pool

programs:

Emplovees utilizing specialized vehicies that carry 10ols or parts for repair or

emergency vehicles: or

3. Employees doving vehicles which cannot be garaged at 2 County facility which
15 secure — as determined by the County Fieet Manager,

!J

REFERENCES
Internal Revenue Service Publication 15-B (Rev. January 2012) “Emplover’s Tax
Guide 10 Fringe Benefits.”
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Lafavette County Take-Home Vehicle Justification Form

Department:

Emploves Name:;

Emplovee Title:

Vehicle Type:

Justification for take-home vehicle:

Address of Residence:

Numbzr of miles from residence 10 primary work site:

Number of miles from residence 10 Counny fimits 11f residence is outside the Countyy:

Number of callouts within the last 12 month psnod:

Special equipment on venicle:

Remarks:

Begin Date:

Emplovee Signawre:

dare:

Supervisor Stgnature:

date:

Eiected Official Deparunent Head:

datg:

Marck 30200



Driver's Certification

! certifv the following is & true and compicte hist of rraffic viclations (other than
parking violations) for which I have been convicted or forfeited bond or collateral Guring the past
twelve months.

Offense:

Date of conviction: Locauon:

Tyvpe of vehicle operated:

If no convictions are listed above. [ cortify that T have not been convicted or forfeited bond or
collateral on account of any violation during the proceeding twelve months.

Emplovee signature: Dae:

March 3. 2014
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