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RESOLUTION No. _90-03
BOARD OF SUPERVISORS, COUNTY OF MONO

A RESOLUTION BY THE MONO COUNTY BOARD
OF SUPERVISORS APPROVING AND ADOPTING
THE MONO COUNTY VEHICLE POLICY IN
ACCORDANCE WITH MONO COUNTY CODE
SECTION 2.83.020

N\
WHEREAS, the Mono County Board of Supervisors has re-
pealed sections 2.83.030 through 2.83.050 of the Mono County

Code, effective _february 2, 1990 ; and

WHEREAS, the Board of Supervisors wishes to provide
uniform rules and regulations that govern the use and opera-
tion of vehicles on county business,

NOW, THEREFORE, be it resolved that the Board of Supervi-
sors does hereby adopt and approve the Mono County Vehicle
Policy manual attached hereto as Exhibit "A" and incorporated
herein, in accordance with Mono County Code Section 2.83.020.

PASSED AND ADOPTED this 2nd day of January , 1990
by the following vote:

AYES ¢ Supervisors Andrea Lawrence, Dan Paranick, Donald L. Rake,
Bill Reid, Rebert:J. Stanford.

NOES H None

ABSTAIN: |None

ABSENT :

G ENR

DONALD L. RAKE
Clerk the Board CHAIRMAN

BOARD OF SUPERVISORS

ATTEST

APPROVED AS TO FORM:

Ny s e oaenss)

NEIL MCCARROLL
ASSOCIATE COUNTY COUNSEL

DATE: January 2, 1990
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MONO . COUNTY

VEHICLE POLICY MANUAL

I. PURPOSE OF POLICY:
The purpose of this Vehicle Policy Manual is to:

Provide uniform rules and regulations that
govern the use and operation of vehicles on
county business.

Establish a uniform policy on transportation
for officials and employees in the conduct of

county business.

Establish a uniform policy on use of private
vehicles in the conduct of county business.

Establish basic responsibility for the proper
use of county vehicles.

This vehicle policy does not apply to the Mono
County Sheriff's Department for the proper use
of the department's assigned vehicles.

This vehicle policy does not apply to
Sheriff's Department personnel utilizing other
county or private vehicles in the conduct of
county business.

This vehicle policy manual has been approved
by Resolution 90-03 of the Board of Supervi-
sors, in accordance with Mono County Code,

Section 2.83.020.

This manual is intended to provide a
replacement policy for Mono County Code,
Section 2.83.030 through 2.83.050, which were
repealed by the Board of Supervisors on
1/2/90; effective 2/2/90 .

II. APPLICATION OF POLICY:

These rules and regulationé shall be applicable to the use of
employee—~owned, county-owned and county-leased passenger vehi-



cles, light trucks, and heavy trucks and equipment by all county
officers, employees and volunteers, including elected and ap-
pointed Department Heads. They shall also apply to all vehicles
used, owned or operated by special districts governed by the

Board of Supervisors.

Under these regulations, elected and appointed Department Heads
have basic responsibility for proper use of vehicles assigned to
their departments; and the use of motor pool vehicles by their
employees.

In setting forth these rules and regulations, the Board of Super-
visors directly and specifically charges the County Administra-
tive Officer and each agency/department head with the responsi-
bility of ensuring that all officials, officers, and employees of
their agency/department who operate vehicles on county business
are thoroughly aware of the contents hereof, and that they comply
with these rules and regulations at all times. Violation of
these rules and regulations shall constitute a violation of Mono
County Code, Section 2.83.060 and 2.83.070.

III. RULES AND REGULATIONS:

Limitations:

(A) Use of a county vehicle for any purpose other than county
business is prohibited.

(B) Transportation of members of any employee's family or of any
other person not connected with county business, is prohib-
ited, except for members of families accompanying employees
on officially authorized trips.

(C) Use of a county vehicle other than during an employee's
regular working day or officially assigned duty is
prohibited.

(D) Use of a county vehicle to travel to and from an employee's
home is prohibited, except as permitted in these rules and

regulations.

(E) Use of a county vehicle for transportation to home or res-
taurant for meals is prohibited unless in route while on
field duty or attending a meeting on official county busi-

ness.



(F)

(G)

(H)

The use of employee-owned vehicle used on official county
business shall be subject to these regulations. -

Employees assigned a county vehicle on a 24-hour basis shall
complete the mileage claim form, monthly, indicating the
total business and non-business mileage driven. (Use form
entitled "motor vehicle pool reports of usage").

Uses of County Road Department vehicles or equipment for any
reason other than for Road purpose as defined in Streets &
Highways Code, Section 2101, is strictly prohibited.

VEHICLE OPERATION:

(A)

(B)

(C)

(D)

(E)

(F)
(G)

County officers, including elected officials and Department
Heads, shall be responsible for the proper use of vehicles
by department personnel, in accordance with these rules.

Employees are prohibited from carrying passengers in county
vehicles who are not a party to county business.

Employees are required to observe all traffic laws at all
times. Fines and penalties imposed by a court for viola-
tions while on county business are the personal responsibil-
ity of the driver.

Parking citations issued to a county vehicle are the respon-
sibility of the driver. 1If the employee cannot be identi-
fied, then the Department Head responsible for the vehicles
shall be responsible.

All county-owned vehicles are to be maintained under a
preventive maintenance program, to ensure safe operation and
to reduce unscheduled down time.

The use of seat belts and shoulder restraints is mandatory.
It will be the driver's responsibility to report all mechan-

ical defects to the county shop Supervisor, and his/her
(driver's) Department Head.

ACCESSORY EQUIPMENT:

(A)

(B)

No county employee shall install or cause to be installed in
or on the county vehicle any article of personal property
without prior approval of the employee's Department Head.

County equipment may be installed in privately owned vehi-



cles utilized for county business upon the recommendation of
the Department Head and approval of the County Administra-
tive Officer. Upon installation of the county equipment,
the owner of the vehicle shall be responsible for any dam-
age, theft or misuse of the equipment involved. The county
may assume responsibility for any damage or theft of equip-
ment in writing in advance.

CREDIT CARDS:

(A)

(B)

(C)

Iv.

Credit cards shall only be used when it is impractical to
use county pumping stations. Credit cards may be issued for
authorized out-of-county travel. The employee shall
promptly return the receipts for any credit card purchase to
the county fiscal officer or Department Head.

Except for use in purchasing other items on an emergency
basis, credit cards shall ONLY be used for gas and oil

purchases.

The cost of items purchased which are not in compliance with
this section shall be recoverable from the employee by the
county as a civil debt owed by the employee to the county.

i

USE OF PRIVATE VEHICLES:

General:

The use of privately owned vehicles shall be allowed when such
use is determined to be in the best interests of the county, and
approved by the County Administrative Officer.

Prior to use of a privately owned vehicle on county business,
under the special vehicle allowance program, one or more of the
following conditions must be met:

(A)

County officials, elected and appointed Department Heads,
and employees approved by the County Administrative Officer
shall be eligible for "Special Vehicle Allowances." Deter-
mination of eligibility for a "Special Vehicle Allowance"
will be made subject to one or more of the following condi-

tions:

(1) Only those persons requiring regular transportation as
part of their normal duties, and who travel not less
than an average of 500 miles per month on Official
County Business.



(A)

(2) The employee's duties require that the employee be away
from a permanent work station a minimum of 60% of the
normal work day, at least three (3) days per week.

(3) The position requires the continual availability of a
vehicle.

(4) The position requires a vehicle with special equipment
(emergency equipment).

All other employees that do not qualify for the special
vehicle allowance, but who are occasionally authorized by
the Department Head to use a private vehicle, shall be
eligible for "mileage rates"™ as approved by the County
Administrative Officer.

CONDITIONS OF USE: (Private Vehicle)

(A)

(B)

(C)

(D)

(E)

(F)

A valid cCalifornia Drivers License shall be in the driver's
possession at all times.

Private vehicles shall be insured to the minimum
requirements as established by law and verification of
insurance maintained within the vehicle at all times.

Proof of insurance for the vehicle shall be filed with the
Insurance Department.

The vehicle shall be in sound mechanical condition, adequate
for providing the required transportation in a dependable
manner.

The vehicle provided, shall be a conventional 4-wheeled
enclosed vehicle. Under no circumstances is a 2-wheeled or
3-wheeled privately owned vehicle to be used on county
business. However an employee may ride his or her personal
motorcycle to and from work, but not on county business.

The vehicle so provided shall be at the sole risk and use of
the owner, and such liability and property damage occurring
as a result of the use of the vehicle shall be the
responsibility of the owner.

MILEAGE CLAIMS:

(A)

Only those employees authorized private mileage by their
Department Head may submit claims for reimbursement. All



CLAIMS shall be submitted not later than 5 days follow1ng
the 20th of each month in which the mlleage is accrued.

(B) Only those miles traveled in the performance of OFFICIAL
county business may be claimed as follows:

(1) Miles driven to and from an employee's home and the
assigned regqular work location are not eligible for

reimbursement.

(2) Miles driven during the work day which vary from a
direct route from one county business location to

another are considered not eligible personal miles.

(3) Employees who do not regularly report to a specific
facility and those who occasionally report to different
work locations shall claim only the mileage that is
greater than the normal commute to their assigned work
locations.

(4) Employees who are called out in an emergency, excepting
on-call employees, during off-duty hours may claim
mileage between their homes and the location of the
emergency.

(5) Employees who are required to attend night meetings or
meetings away from the normal work location may claim
mileage between their home and the meeting location.

SPECIAL VEHICLE ALLOWANCE:
General:

The County Administrative Officer may designate an automobile
allowance of a specified sum to certain county officials and
employees in lieu of the payment of mileage, and in lieu of a
county provided vehicle. An allowance so authorized is permis-
sive and not mandatory upon those to whom it applies.

Vehicle Allowance:

Vehicle allowances shall be paid monthly, based upon amounts
established by the County Administrative Officer.

Eligible Classifications:

The following classifications that meet certain conditions for
the use of private vehicles, and are approved by the County



Administrative Officer, would be eligible for a monthly vehicle
allowance.

(a) Elected and appointed Department Heads.
(b) Elected officials and officers.
(c) Designated employees.

Persons on a county vehicle allowance who must use a county
vehicle, due to the unavailability of their own vehicle, will
reimburse the County at the daily rate equal to the daily rate of
their allowance (annual allowance %365).

Mileage Rates:

All other employees authorized to use their vehicles on county
business will be eligible for monthly payments as follows:

Payment = IRS allowance rate x monthly business mileage.
USE OF COUNTY VEHICLE:

General:

It shall be the responsibility of the Department Head to effec-
tively utilize all vehicles assigned to that department.

When not in use on county business, all county vehicles shall, at
all times, be kept at designated location on county property, or
on county leased or rented property.

V. OVERNIGHT RETENTION OF COUNTY VEHICLES:

General:

Except for those county vehicles specifically assigned to an
individual county official, department head or department, county
vehicles shall, when not in use on county business, at all times,
be kept on county property, or county leased or rented property.
Upon Department Head recommendation and approval by the County
Administrative Officer, any vehicle may be granted an exemption
from this requirement.

EXEMPTIONS :

Justification for overnight retention shall be based upon the
following:

(A) The county official or Department Head is required to



participate regularly in official county business after
normal business hours.

(B) The employee who must -respond to emergencies which require
immediate response and attention during off duty hours for
the protection of persons or property, specifically requir-
ing their presence in a supervisory or technical capacity to
reduce the emergency. Such emergencies must require immedi-
ate travel to the emergency scene.

(C) On-street parking will not be permitted. The employee using
the vehicle must provide off-street parking.

(D) Temporary overnight retention is permitted:

(1) When an employee is returning from an officially
authorized trip after working hours or leaving before
work hours.

(2) When an employee is working on a Special Assignment
such as a criminal or civil investigation requiring

continuous availability of a county vehicle.

(3) When an employee requires the use of a county vehicle
to attend a meeting or training session in or out of
the county, and such assignment has been approved by
the Department Head.

Procedure:

(A) Permanent Overnight Storage

Requests for approvals for permanent home storage of county
vehicles shall be submitted to the Department Head, who shall
then transmit the requests along with recommendations to the
County Administrative Officer for approval.

(B) Temporary Overnight Storage

Department Heads shall be authorized to grant temporary overnight
retention of vehicles to individuals. Such permission shall not
exceed a total of seven (7) consecutive nights or ten (10) nights
in any one month without the prior written approval of the County.
Administrative Officer.



VI. MOTOR VEHICLE POOL:

General:

The motor vehicle pool fleet established is to serve those de-
partments and their employees that do not utilize an assigned
vehicle, or furnish a private use vehicle. Operation and use of
the motor pool vehicles shall be in accordance with the policy
rules and regulations established herein.

Operation:

Motor pool vehicles assigned at Bridgeport and Mammoth Lakes,
will be administered by the Public Works Department. Each
vehicle will have a trip ticket book, clipped to the operations
board, located in the Public Works Department, under the
vehicle's key ring, which includes a fuel key. '

Usage-Procedure:

The user of a vehicle will, before leaving the building, £fill in
all appropriate information on the trip ticket. On return of the
vehicle, the user will £fill the vehicle with fuel, enter gallons
used, and ending mileage on the form, write new mileage in next
sheet, and deposit completed form in collection box.

User will note any operational deficiencies of the vehicle under
comments. If the time appears serious, the user will notify the
Shop Supervisor immediately.

VII. VEHICLE SERVICING:

General:

It will be the Department Head's responsibility to schedule the
vehicles assigned to his department for service and maintenance,
with timely notice to the Shop Supervisor. The next service
mileage will be placed on the dash of each vehicle by the Shop
Supervisor.

Records:

Each vehicle will be provided with vehicle fuel report forms. An
accurate accounting will be maintained and turned into the Road
Department each month, between the 21st and the 30th of the
month. It will be the Department Head's responsibility to insure

compliance herewith.
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VIII. ACCIDENT/INCIDENT REPORTING:

General:

In case of an accident, it shall be mandatory that the driver of
a county vehicle shall immediately complete an accident report on
the forms provided in each vehicle. The completed forms are then
submitted to the Department Head and Insurance Department for
further processing. If the driver is injured and unable to
complete the report, either the Department Head or the Insurance
Department will complete the forms. Any accident involving
injury to any person or damage to property shall be reported
immediately to the California Highway Patrol and an investigation
requested.

The driver must NOT admit fault nor discuss the accident with
anyone except law enforcement officers, the driver's Department
Head or Supervisor, the Insurance Department or County Counsel.

Reporting:

Employees involved in accidents or incidents involving county
vehicles or privately owned vehicles on county business shall
complete the standard accident report and incident reports as’
soon as possible, after the accident, and turn in to the appro-
priate department official.

11



MONO COUNTY ACCIDENT REPORT

DATE OF ACCIDENT APPROXIMATE TIME

DRIVER DISTRICT

COUNTY VEHICLE OR DESCRIPTION

PLACE OF ACCIDENT

DESCRIBE DAMAGE TO COUNTY VEHICLE

OTHER VEHICLE INVOLVED (COMPLETE WHENEVER AVAILABLE)

NAME OF OWNER/DRIVER

ADDRESS

DESCRIPTION OF VEHICLE (Year, Make, Model, License No.)

INSURANCE COMPANY POLICY NO.

DESCRIBE DAMAGE TO VEHICLE

NAME & ADDRESS OF WITNESSES

ACCIDENT REPORT (Include Weather)

OTHER COMMENTS

DATE OF REPORT SIGNED

(On reverse side show sketch of accident, show placement of
vehicles and snow stakes, if applicable).

12



MONO COUNTY INCIDENT REPORT

PUBLIC LIABILITY - AUTOMOBILE LIABILITY

TO : MONO COUNTY INSURANCE DEPARTMENT
FROM : DEPARTMENT

DATE OF 10SS

NAMES OF OWNER OF DAMAGED PROPERTY

ADDRESS

TELEPHONE NO.

LOCATION OF OCCURRENCE

DESCRIPTION OF COUNTY PROPERTY DAMAGE

NAME & ADDRESS OF WITNESSES

ACCIDENT REPORT TO: CHP SHERIFF'S OFFICE

WAS FIRE/AMBULANCE SUBMITTED BY

TELEPHONE NO.
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MOTOR VEHICLE POOL

REPORT OF USAGE

VEHICLE NO. DATE
DEPARTMENT
NAME s
BEGINNING MILEAGE ENDING MILEAGE
PURPOSE/DESTINATION
FUEL OIL
COMMENTS
SIGNATURE

(In addition to fuel and oil used, this form should also reflect
any repairs made or expenses 1ncurred in connection with opera-
tion of this wvehicle).

14
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WHEREAS,

RESOLUTION No. _90-56
BOARD OF SUPERVISORS, COUNTY OF MONO
AMENDING THE MONOQ COUNTY
VEHICLE POLICY

the Mono County Board of Supervisors adopted the Mono

County Vehicle Policy ("Policy") by Resolution 90-03 on January 2, 1990;

and,

WHEREAS,

the Board of Supervisors wishes to amend and restate

Article III, Vehicle Operation, (H) of the Policy.

NOW, THEREFORE, BE IT RESOLVED that the Board of Supervisors of

the County of Mono, does hereby amend and restate Article ITI, Vehicle

Operation, (H) of the Mono County Vehicle Policy to read as follows:

"(H) A valid California or Nevada Driver's License
shall be in the driver's possession at all times (valid
driver's Ticenses from other states shall require the
prior written approval of the County Administrative
Officer)."

APPROVED AND ADOPTED this 17th day of July, 1990, by the following

vote of said board:

AYES:
NOES:
ABSENT:
ABSTAIN:

ATTEST:

Supervisors Lawrence, Paranick, Rake, Reid and Stanford.
None.
None.

None.

DONALD L. RAKE, T
BOARD OF SUPERVISORS
COUNTY OF MONO

APPROVED AS TO FORM:

) -

Nancy Weljls
Clerk 0$34he Board

James S. Reed, County Counsel

Date: July 19, 1990




