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Chandler Gilbert Arc
Vehicle Sharing Operational Procedure
 Updated 7-2019

Subject:  Vehicle Sharing 
[bookmark: _GoBack]Purpose:  To establish a consistent process whereby CGArc vehicle(s) are shared with other individuals and/or organizations through a Vehicle Sharing Agreement
· At this time, the CGArc DTA Program and Arc Enterprises are the sole sources of vehicles for sharing, therefore this agreement is written as such.   

When a preliminary agreement has been arrived at, the person requesting the vehicle (Borrowing entity) will: 
1. Fill out, sign, and return the Vehicle Sharing Application
2. Vehicle Sharing Application is reviewed by CGArc Mobility Manager or designee for feasibility as follows:
· The CGArc Mobility Manager contacts the Department Directors regarding the requested vehicle use timelines and numbers.  
· The Department Directors review their vehicle schedules, and return to the CGArc Mobility Manager time/date schedule specifying potential vehicle(s) available during these times. 
· The CGArc Mobility Manager verifies that the above vehicle availability meets the intent of the agreement.
3. Borrowing entity is contacted and meeting is scheduled to review need and ensure all vehicle sharing contingencies are met.  At this meeting:
· All items noted on the Vehicle Sharing Agreement are reviewed and signed by CGArc Mobility Manager and representative of the Borrowing Entity.


4. When all required information is received and reviewed for accuracy by the CGArc Mobility Manager, all documents will be copied with copies forwarded to:
· Business Office Mobility Management Representative
· Borrowing entity 
· Department staff involved in coordinating use of the vehicle(s) 

On the day of use, the dispatcher or designee will:
1. Ensure vehicle availability
2. Ensure vehicle has adequate fuel
3. Ensure that the driver has  correctly signed out vehicle including:
a. Name
b. Contact information, i.e., cell phone number
c. Sign out date and time

On the day of use, the individual using the vehicle will:
1. Sign out vehicle on the vehicle sign-out sheet
2. Pick up the key and vehicle trip book
3. Complete a pre-trip walk-around of the vehicle with the dispatcher or designee noting any issues
4. Record beginning and ending mileage for each trip on Vehicle Trip Log, Form #750
5. Follow all traffic laws and CGArc rules in accordance with CGArc Policies and Procedures and Fleet Services Manual

Upon Vehicle return, the individual using the vehicle will:
1. Record ending mileage on Vehicle Trip Log, Form #750
2. Report to transportation dispatcher/designee indicating any identified vehicle concerns at this time.
3. Complete a post-trip walk-around of the vehicle with the dispatcher or designee noting any issues
4. Return book and key, note time returned on the sign-in area on the van sign out form. 

Related Forms
Vehicle Sharing Application
Vehicle Sharing Agreement
Volunteer Agreement Form
MVD application for record
Behind-The-Wheel check

Related Documents
MVD record
Proof of insurance documents
Driver Training certifications

*Other documents as required/agreed upon  
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