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Procedure for Reporting and
Valuing the Use of KÍng
County VehÍcles . . . . . Appendíce l0.l

King County Executive
Orders, Policies and
Procedures - Use of King
County VehÍcles . . . . . . Appendice 10.2

King County Dispatch
VehÍcìe Request Form . . . Appendice 10.3

King County Motor Pool
Dispatch Trip TÍcket . . . Appendice 10.4

l4otor Pool Repair Request . . . AppendÍce 10.5

King County Work AuthorÍzation
Agreement.. .. .Appendice10.6

Daíly Gas and Oil
Report .... .... Appendicel0.T

Daily Gas/Diesel and
0Ìl Report . . . . . . . . Appendice 10.8

Kíng County AccÍdent Report . . Appendice 10.9

State of Washington Motor
Vehicle Collision Report . . . Appendice ì0.10

2.0 PURP0SE: To provide to all user agencíes the policies and procedures
gõvãFñ¡ing the use of Motor Pool veñicles, service and driver's
responsibil ities.

3.0 ORGANIZATIONS AFFECTED: Applicable to all King County Executive
ffidagencÍes.

4.0 REFERENCES:

4.1 "Procedures For Reporting and Valuing the Use of King County
Vehicles" (Appendice l0.l )

4.2 Executive Orders, Policìes and Procedures - "Use of KÍng County
Vehicles" (Appendice 10.2 )
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5.0 DEFINITIONS:

5.1 "Assigned Car" means a vehicle permanently assigned to an agency
and rented on a monthly basis.

5.2 "Dispatch Car" or "Unassigned Car" means a vehicle íssued for a
single trip or for less than three working days and rented on an
hourly basis.

5.3 "Temporary AssÍgnment" means a dispatch vehicle whích is
temporarily assÍgned for a perÍod of not less than one month nor
more than ninety (90) calendar days. Rental Ís on a monthly basis.

5.4 "Class" means a designation for a group of vehÍcles, usua'lly
determined by the size, type and usage of the vehicle. For
example, class 7l Ís a compact sÍze general use assigned vehicle.

5.5 "Size" means classifícatÍon of vehicle by size (l) sub-compact; (2)
Compact or (3) Standard (ful'l size).

6.0 POLTCIES:

Table of Contents, Section 6.0

6.1 Authorization and Use of Dispatch VehÍcles

6.2 Dispatch Rental Rates

6.3 AuthorÍzatÍon and Use of Assigned Vehicles

6.4 AssÍgned Vehicle Rental Rates

6.5 Temporary Assignment of Vehicles

6.6 Replacement Pol ícy

6.7 Private Car Use Reimbursement

6.8 Authorization for Driving Outside King County

6.9 Requirement for Driver Traíning (Driver Improvement Course)

6.10 Commercíal Credit Cards

6.ll Procedures
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6.1 Authorization and Use of Dispatch Vehícles

6.1 .l Any King County budgeted agency or other agencìes that are
authorÍzed by the County Executive having a non-King County
government agency code number for billing purposes may use
Motor Pool vehicles.

Any employee of King County and/or authorized agency may use a
Motor Pool vehicle if hÍs/her manager has provided the Motor
Pool with a wrÍtten authorÍzation (King County Dispatch
Vehicle Request Form) for that employee to use Motor Pool
services on behalf of that agency. (Appendice 10.4)

The agency manager must check to see that an employee has a

valid WashÍngton State driver's license before authorizíng the
employee's use of King County cars.

Alt persons driving a County vehícle must present a valid
Washington State Driver's license to the DÍspatcher for that
class of vehicle (Motorcycle License, Chauffeur's License) and
must show the license to the DÍspatcher each tÍme a vehicle is
checked out of the pool.

The Office of Fleet AdmÍnistratíon may request the drivíng
records of all KÍng County vehicle operators from the State
Department of Licensing and may notify employee's supervísor,
Dispatch Office and Safety Office of employee having suspended
I icense.

6.1 .2

6.1 .3

6.1 .4

6.t.5

6.2 Di spatch Rental Rates

6.2.1

6.2.2

6.2.3

The hourly use di spatch rental rates are rounded to the next
nearest whole hour of use and begins when the trip tÍcket and
keys are picked up. Rental ends when the tríp ticket and keys
are returned to the Díspatch Office.

A mÍnimum of two (2) hours shall be charged for each trip.

The maximum hours per day charged for a car shal I be twel ve
(t2) hours. Charges will be assessed for use from B a.m. to B

p.m. of each day, Íncluding weekends and holidays. If the car
is kept overnight, the charges will cease at I p.m. and shall
resume the next morning at 8 a.m. The charges shall continue
until the keys and trip tícket are returned.

A maxÍmum of eight (8) hours for evenÍng use shall be charged
for vehicles used after 4:00 p.m. and returned the next
morníng. After mÍdnight no further charges will accrue if the
vehicle is returned at 8 a.m. the next day. The charges wíll
continue untíl the keys and the trÍp tÍcket are returned.

6.2.4
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6.2.5

6.2.6

6.3.1

Hourly rental rates shall be determined by the sÍze and type
of vehicle used. The categoríes are: standard, compact and
sub-compact size sedans, station vlagons, vans and trucks.
Rates shall be adjusted at the beginning of each calendar
year. However ín specÍal situatÍons, rates could be adjusted
at any period in the year.

Rental rates for temporary assignment of dispatch vehicles
wíll be charged based on the average monthly cost and usage
experienced by each respective classes of dispatch vehicles.
For example, if dÍspatch vehicles average 1,200 miles a month,
the monthìy rate will be based on 1,200 miles per month tímes
the 0&M cost per mile plus monthly replacement reserve.

6.3.3.2 A revised rental rate
shal I be charged when
serv i ce.

FES r2-7 (AP)
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the new upgrade vehicle
new vehÍcle is placed in

6.3. Authorization and Use of Assigned Vehicles

6.3.2

Motor Pool vehicles may be assigned to a single employee or
retained within the agency for use by severaì employees at the
agency manager's discretion.

County empìoyees may at tímes need to drÍve a County vehicle
home in the conduct of County business and may do so by
providing proper justífication and receivÍng príor written
approval fron the Department Director or his/her authorized
representative (R¿minÍstrative Policies and Procedures - "Use
of King County Vehicles").

A change of assigned vehicle can be made by sendÍng a written
request to the Fleet Administrator stating the dÍfferent type
of class of equipment desÍred and justifÍcation for the
change. If the Fleet AdmÍnistrator determines the request Ís
reasonable, the requested vehicle will be obtained or assigned.

6.3.3.t If an agency wishes to upgrade or purchase a vehicle
that is more expensive than the replacement cost of
the one presently assigned the requesting agency may
be charged the difference.

6.3.3

for
the

Departments/Agencies wÍth assigned vehicles contÍnually beíng
driven less than 500 mÍles each month may be asked to consÍder
relinquishing the assigned vehicle and instead make use of
dispatch vehicles as an alternative.

6.3.4
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6.3.5

6.4 Assigned

6.4.'|

6.4.2

Departments that determíne that they no longer need an
assigned vehicle must return the vehícle to the Motor Pool.
Vehicles returned to the Motor Pool may be requested to be
reassigned back to the department wÍthin the same calendar
year at no extra charge. Credit cannot be given to agencies
when returning assígned vehícle.

Vehicle Rental Rates

Monthly rental charges for assigned vehicles consist of four
elements: replacement costs, maintenance costs, operating cost
and overhead. The monthly replacement portion of the rental
cost represents current replacement value (purchase price
divided by months of estimated life) for the class of vehicle
adjusted for inflation each year.

The operatíng cost portion represents gasoline, oil, tires,
batteries, parts, maintenance, labor, other costs, and
overhead costs expressed as a cost per mile. These costs are
computed annually (actual costs for each vehicle class divÍded
by average number of miles driven by each vehicle class). The
rental rates are re-computed and adjusted each calendar year.
The vehicle class designatíons currently in use are:

M-57 Public Safety CPO Patrol (Motor Pool MaintaÍned)
M-58 Public Safety CPO Patrol (Contract Maintained)
M-59 Pubtic Safety Extended Service Vehícles
M-60 Public Safety Standard
M-61 Publ ic Safety Compact
M-62 Publ ic Safety Sub-Compact
M-63 Publ ic Safety CP0 Patrol Standard
M-64 Publ ic Safety Patrol Compact
M-65 Public Safety Traffic Standard
M-66 Public Safety Traffic Compact
M-67 PublÍc Safety Motorcycle
M-68 Public Safety Misc.
M-70 General Use Standard Car
M-71 General Use Compact Car
M-72 General Use Sub-Comapct Car
M-73 Passenger Van
M-74 Cargo Van
M-75 Pick-up Truck
M-76 Pick-up Truck, Sub-Compact
M-77 Animal Control Truck
M-79 Pick-up Truck, Sub-Compact Diesel
M-80 Standard DÍ spatch Car
M-81 Compact DÍspatch Car
M-82 Sub-Comapct Dispatch Car
M-83 Van/Pick-up DÍspatch Truck
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6.5 Temporary Assignment of Vehicle

6.5.1 A vehicle may be assigned to a department or indívidual on a
temporary basis. Temporary assígnment shall be for a minimum
of one month but not to exceed three months, unless a ner^,

request is made by the agency and approved by Fleet
Administration.

6.5.2 Approval of assignment of a temporary vehicle will be
dependent on avaí'lability of vehícle ín the Motor Pool.

6.6 Vehícle Replacement

6.6.1 Vehicles will be repìaced on the basis of a prescrÍbed
standard críteria as outlined herein.

6.6.1.'l The following mÍnimum mÍleage replacenent criteria
will be consídered for King County vehicles:
(l ) General Purpose AutomobÍ'les 80,000 miles
(2) PolÍce Patroì Vehicles 80,000 miles
(3) Police Traffic Vehicles 80,000 miles
(4) Potice Motorcycìes 45,000 míles

6.6.1.2 Vehicles which do not meet the above criteria will
not be removed from the fleet for rep'lacement unless
the affected agency or the requestor submÍts written
justífication for these exceptions to the Fleet
Administrator for his review and approval,
documentíng extenuating circumstances. Some of
these circumstances may be:

6.6.1.2.1 Accident damage to the vehícìe.

6.6.1.2.2 Excessively high repair/operating costs of
the vehicle.

6.6.1.2.3 ContÍnued operation of the vehicle whích
would represent a safety hazard.

6.6.1.2.4 Excessíve downtÍme, which makes Ít
economically unfeasable to retain the
vehicle.

6.7 Drivíng OutsÍde Kíng County

6.7.\ County vehicles may not be driven outside of King County
without authorization by the driver's divÍsíon manager.
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6.8 Requirement for Driver Training (Driver Improvement Course)

6.8.t Emp'loyees routíneìy assigned driving responsibÍlities shall be
traí ned Í n-'dã'loãñ3Ï-ve drí vi ng. Di vÌ sion managers sha'l I contact
the Safety and Workers Compensation 0ffice to coordinate this
traínÍng as needed.

6.9 CommercÍal Credit Cards

6.9.1 Fleet Administration may íssue commercíal credit cards to
divisions and/or indivíduals as required to perform assigned
tasks.

6.9.1.1 Individuals whose job responsibílities are of a 24
hour nature.

6.9.1.2 IndivÌduals who must travel outsíde King County.

6.9.1.3 Credit cards may be issued when King County fueling
facilities are not readily avai'lable to fleet users.

6.10 Markíng of King County Cars

6.10.1 All County vehÍcles are required by law (RCI,I 46.08.065) to
have identífying markÍngs. VehÍcles used in mass
transportation, driver traíníng, or by law enforcement
agencies for undercover or confidential investigatÍve purposes
are exempt from the requirement. The law specÍfies that the
King County Insignia (or other insignia incorporating the
words "King County" into the desígn) shall not be less than
síx inches ín diameter at its smallest dimension. The agency,
department, or dívision name sha'I1 appear on both sÍdes of the
vehicle in letters at least 1 1/4 inches high. Vehicle
operators and agency managers must ensure their respective
vehicles are in compliance wíth this statute.

6.1'l Motor Pool Bi I I i ngs

6.ll.l Fleet AdmÍnistratÍon shall prepare monthly billing for Flotor
Pool servíces and shall submit same to the Office of FÍnancial
Management-AccountÍng Service for processÍng. Billing sha'll
Ínclude charges for rental of assigned cars, dispatch car use
and charges for any other services or material s provided by
the Motor Pool.

6.12 Parking in the King County Garage

6.12..l King County Assígned Vehicles
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6.12.1.1 Authorizatíon to park assigned County vehÍcles ín
the County Garage shal'l be obtained from Facílities
Management.

6.13 King County Garage Access Card

6.'l3.1 The loaníng or transferring of assígned "King County Garage
Access Card" for the purpose of parkíng in the County Garage
ís prohíbited.

6.'14 Use of Seat Belts

6.14.1 Driver and passenger of King County vehícles shall wear seat
belts at all times when the vehicles ís being operated.

6.15 Traffíc Víolatíon

6.15.1 VehÍc'le parking and movíng violatÍon citatÍons are the
responsÍbilîty of the vehicle operator. CitatÍon fines should
be paid promptly.

6..l6 SmokÍng Ín Vehicles

6.16.'l SmokÍng in King County vehicles ís prohÍbìted.

6.17 Insurance Coverage

6.17.1 Any authorízed King County emp'loyee acting in good faith
within the scope of their employment is covered by the
County's self-ínsured program white drÍvíng a County car.

6.17.2 County employees actíng Ín good faÍth withÍn the scope of
theír employment are covered by the County's self-ínsured
program whÍle passengers Ín County cars.

6.17.3 A Trave'l Accident LÍfe Insurance pol icy becomes effectÍve for
both driver and County employed passengers for each
indÍvídually authorÍzed tríp outsíde the County.

7.0 PROCEDURES

Table of Contents, Section 7.0

7.1 Reserving and/or obtaining Dispatch Vehicles

7 .2 Temporary Ass í gnment of Veh í c'l e

7.3 Operating Automated Fuel Pumps
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7.4 ReportÍng Fueì Usage

7.5 Vehicle Accident Reportíng

RESPONSIBILITY ACTION

Manager

Dri ver

7.1 Reservíng

7.1 .1

7 .1.2

7 .1.3

7.1.4

7 .1.5

and/or Obtaíníng a Dispatch Vehicle

Dispatch car should be reserved the day
before Ít is needed and provide the
Dispatcher wíth the driver's.name, agency
name, tÍme and date of return and "low
org" number.

Before enterÍng the vehÍcle perform a
"walk-around" inspectîon of the vehicle to
determine genera1 condítÍon. any body
damage noted shou'ld be immedíatety
reported to the Dispatcher. All vehÍcle
systems shal 1 be checked for proper
operation prÌor to moving the vehÍcle from
the garage.

Ensure that the vehÍcle is adequately
fueled before leavÍng the garage.

When returning the vehÌcìe, park on the
desígnated level, wrÍte the stall number,
mÍleage, mal functions or írregular
operations of the vehicle, and if the car
nçels washing or cleaning, on the trip
tÍcket and return the car keys, trip
ticket and Garage Access Card to the
Dispatch 0ffice.

When returnìng a díspatch vehicle, if a
parkÍ ng stal I i s not avai'labl e on the
desígnated parking levels, drive to the
Dispatch OffÍce where the Dispatcher wí11
direct the driver to an avaílable parking
stal I .

7 .1.6
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Dri ver 7.1.7

7.1 .g

Di spatcher

FES 1,2-L (AP)
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If the Dispatch OffÍce Ís closed when
returnÍng the vehicle place the completed
trip ticket, keys and Garage Access Card
through the mail slot in the DÍspatch
Office door.

If the Garage door Ís down when returnÍng
the vehicle, the drÍver shall gain access
to the garage by use of the "County Garage
Access Card" whÍch Ís issued with the
vehicle keys and tríp tícket.

When possíble coordínate vehicle requests
for possible carpoolÍng.

Issue keys, garage access card and trip
ticket for dispatched vehicle. Trip
ticket wíll Índicate locatÍon of the
vehicle in the garage, vehícle number,
starting mi'leage and departure time.
(Appendice 10.5)

l,lhen necessary, issue appropriate vehícle
fuel card to driver.

AssÍgnment of a Vehicle

Submit wrítten request to F'leet
Administrator requesting such assÍgnment,
gÍvÍng date vehicle is needed, type of
vehÍcle needed, date vehicle will be
returned and budget charge number.

Automated Fuel Pumps

Know the vehícle odometer reading
(mileage) before attempting to use the
mach i ne.

Locate the fuel card reader to activate
the fuel pumps. Fuel card reader is
located (l) on or near the fuel island or
(2) inside the oíl house at computerÍzed
fuel sítes.

Follow "prompts" dísplayed on the screen
through each step of the procedure.
(Instructions are also posted on the
machine itself. ) Be sure to enter correct
odometer readings Ínto the fuelíng system.

Manager

Dri ver

7.1.9

7.1 .10

7. t .l'l

7.2 Temporary

7.2.1

7.3 OperatÍng

7 .3.1

7 .3.2

7.3.3
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Fuel Site CoordÍnator

Dri ver

7.4.3

Drí ver

7.3.4 Contact Fleet Administration for any
problem connected with the operatíon of
aut,omated fuel pumps.

7.4 Reportíng Fuel Usage

7.4.1 For manual fuel sits, complete all fields
offiel and oil Report"
form upon completion of dispensing fue'l
(Appendice 10.8 and 10.9)

7.4.2 For all fuel sites, complete all
ffi of a."Daily Gas/Diesel
and 0i'l Report" form for al 1 oi I i ssues.

FES r2-r (AP)
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STOP AND IDENTIFY YOURSELF TO

THE OTHER PARTY.

@of your
vehicle. Record the date, time
and locatÍon of the accident,
na¡nes and address of occupants
of other vehícle(s), description
and I Ícense numbers of other
vehicle(s) involved, the name of
the dríver's Ínsurance company
and pol icy number and the names
and addresses and tel ephone
numbers of any witnesses.
Answer the questions on the back
side of the form and describe
how the accident happened,
distrÍbute the form as follows:
one copy to the Motor Pool
Garage Supervisor, one copy to
the 0ffice of Safety and

When automated fuel sÍtes are on the
manual system, see 7.4.'l above.

7.5 Vehicle Accident Reporting

7.5.1 King County is self-Ínsured for automobile
liability. If you are involved in an
accÍdent while operatíng a County vehicle,
ensure that the followíng procedures are
fol I owed:

7.5.1 . I

7.5.1.2
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Worker's Compensatíon, 210
TermÍnal Building, King County
Internationa'l Airport, one copy
to Vehicle Operator's
Supervísor, and one copy to the
Office of Risk Management, Room
6.15, King County AdminÍstratíon
Building. (AppendÍce 10.10)

7.5.1.3

injuries to any person or
property damage that milh't
exceed $500. A copy of the
State of Washington Motor
Vehicle CoìlisÍon Form can be
found in the glove compartment
of your vehicle or can be
obtained from any law
enforcement agency. In the
section of thÍs form where the
name of your insurance company
Ís requested, insert
"Se'l f-insured Certificate No.
33. " Turn a copy of the
completed form into the law
enforcement agency within whose
jurisdictÍon the accídent
occurred (for example, withín
Seattìe city lÍmits, the Seattle
Police Department, in
unincorporated King County, the
King County Police). Copy no. 4
must be forwarded to the Office
of Rísk Management, Room 615,
KÍng County Admi ni stration
Bui 1 di ng. (Appendice I 0. I I )

7.5.1.4 DO NOT GIVE ANY STATEMENTS OR

ent is
seFiõu5-ãnõ/or there are bodÍly
injurÍes, notify Risk
ívlanagement, 296-7432 as soon as
possible following the accídent.

I ete the State of Washi
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DrÍ ver/Passenger

Agency 7 .7 .'l

7.6 Vehícle Injuries to Kíng County Employees

7.6.1 Iniury sustaíned through a vehicle
accident by a County employee ís covered
by the King County Self-Insured Worker's
Compensatíon Program. Injury must be
reported to that offíce the day they
occur, Íf possible, telephone 296-0510.
(Please refer to King County Safety
Standard I'lo. 13, "Accident Reportín9",
published Ín August, 1980.)

7.7 Special Servíce Requests

FES r2-7 (AP)
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Agencíes that want special Motor Pool
services or equipment, which are not
already covered in the general rental
rate, shall complete a King County Work
AuthorizatÍon Agreement, including alì
applícable charge numbers, and submit ít
with a memo statÍng reason for request for
specía'l service or equipment to the Fleet
Administrator. Some examples of requested
services are: (l ) equipment repaÍr; (2)
radio Ínstal'lation or repair; (3) special
fabrication and labor. (Appendice 10.7)

Maintenance - Assigned Vehicle

Ensure that the vehicle ís taken to the
County Motor Pool Garage for scheduled
maintenance as indícated on the
"Maintenance Due" sticker located on the
instrument panel of the vehícle.

Perform schedul ed mai ntenance on al I
County vehÍcles in accordance with
establíshed maintenance schedule. Current
maintenance schedule is:

7 .8.2.1 General purpose vehi cl es - 6,000
míles or four months.

7 .8.2.2 Publ ic Safety Patrol/PursuÍt
cars - 4,000 miles.

Perform a safety check on al I
vehicles receivÍng maíntenance
servíce in accordance with
current preventatÍve mai ntenance
program.

Agency/Dri ver

Motor Pool
Superví sor

7 .8 Schedul ed

7.8. t

7.8.2

7.8.2.3
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Dri ver

Motor Pool Supervi sor

Drí ver

8.0 RESPONSIBILITIES

7.9 Unscheduled Maintenance

7.9.1 Emergency Repairs - Normal Work Hours 7:30
am - 4:30 prn, MondaY through FridaY.

7.9.1 .l Shall, if the venj!le_j_l_!q1g_!9
drive, tãke vehicle to the Motor

7.9.1.2

Foõl-Garage and complete a
"Motor Pool Repair Sheet."
(AppendÍce 10.6) or;

Ca'll the Motor Pool Garage
Supervísor 296-5050, stating the
nature of the problem,
indicating that the vehícle ís
eÍther inoperable or unsafe to
dri ve.

Ensure that a mechanÍc or a tow
truck is dispatched to the site
of the vehicle.

Repair - After l'lonnal l^lork Hours
7:30 am, Monday through FridaY'

and hol idays.

Shal'l use his/her best iudgment
to get vehicle repaired or to
the County l4otor Pool Garage.
(See Section 9.0)

7.9.1 .3

7.9.2.2 Ensure that department manager
and Motor Pool Supervisor are
informed of vehicle failure and
the action taken as soon as
possÍ bl e.

7 .9.2 Emergency
4:30 pm -
weekends

7.9.2.1

8.1

8.2

The King County l4otor Pool unless otherwíse authorized, is 
_

responsible for vehicle maÍntenance of the County Motor Pool fleet
of passenger cars, light trucks and motorcycles.

County agencies are responsíble for ensuríng that their assigned
vehicles-are availab'le to the Motor Pool Garage for al l schedu'led
mai ntenance.

Fleet Administration Ís responsible for ensuring that Motor Poo'l

and Garage charges are forwarded to the Office of Financíal
Management-AccountÍng ServÍces ín a timely manner.

8.3
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08.4 The user is responsíble for keeping the assigned vehicle clean and
reporting any vehicle malfunctíons to the Motor Pool SupervÍsor
Ímmedíately.

9.0 GENERAL INFORMATION

Any tÍme a vehicle becomes unsafe to operate, the first and most
importantthingtorememberÍs:GetofftherffiiclDo

e you have determined to be unsafe to
drive. CertaÍn vehícle emergencíes may occur whÍch can easÍly be
remedied at a servÍce station (for exampìe; broken fan belt, radiator
hose, etc.) If there was no credÍt card issued, the driver may make the
necessary purchase, either by cash or by the use of his/her own credit
card. He/she shall obtain a receipt wÍth the equipment number and
license number noted on ít. The purchase must not exceed $25 including
tax. If estÍmated cost of repairs exceeds $25 the ffiiüãFTñãll have the
vehÍcle towed to the County Garage. Reimbursement shall be obtained by
presenting the receípt to the Fleet AdminÍstration 0ffice. This type of
purchase shall be made only in an energency and the Garage should be
notífíed, if possible, before the purchase is made. (See Section 7.9)

Below is a partíal list of King County fueling sítes which may be used
by drivers of County vehicles:

Bruggers Bog 19547 25th Ave. N.E., Seattle
Cadman l910l N.E. Union Hill Road, Redmond
County Garage 5th and Jefferson, Seattle
Diamond 20827 Auburn-Black Diamond Road, Auburn
Fall City 4343 Preston-Fall City Road S.E., Fall City
I s saquah 23240 S.E. 74th Street, Issaquah
Lake Young 16623 S.E. l76th St., Renton
Redrnnd 7733 Leary Way N.E., Redmond
Star Lake 26701 28th Ave. S., Kent
Summit 22801 S.E. 272 Street, Maple Vaìley
Sunset PÍt .13831 18th Ave. South, Seattle

I O.O APPENDICES

lO.t Procedures for Reportíng and Va'luíng the Use of King County
Veh i cl es

10.2 Executíve Orders, Polícies and Procedures - Use of KÌng County
Vehi cl es

'10.3 King County Dispatch Vehicle Request Form

'10.4 King County Motor Pool Dispatch Trip Ticket
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.l0.5 Motor Pool Repair Request

10.6 King County Work AuthorÍzation Agreement

t0.7 KÍng County Daily Gas and Oil Report

10.8 Kìng County Daily Diesel and 0íl Report

10.9 King County Auto Accident Report

10.10 State of tlashington Motor Vehicle ColIision Report.

MPOPERAT
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PROCEDURES FOR REPORTING AND VALUING

I. I ntroduction

In December 1985, the Internal Revenue service (IRs) issued final
regulatÍons on taxing the personal use of employer-provided vehicles.
The IRS consÍders commuting to and from work (includíng off-duty
call-outs) ín an employer-províded vehÍcle (other than-those exempted -
see Appendíx A) as personal use. No exempt vehícle usage shall be
reported.

The regulatíons have the effect of requiring that the ímputed value of
the personal use of an emp'loyer-provided vehicle be Íncluded in the
employee's taxable income for Íncome tax, social security (FICA) and
PERS I purposes. King County, under an option provÍded by'law, has
elected not to withhold income taxes. FICA and PERS I contributions are
wi thhel d.

Department/Division Managers are requested to appoint a vehicle
coordinator to Ímplement these procedures for their Department/Division
and to ensure that each employee who is assÍgned or commutes in a KÍng
County vehÍcle is aware of these procedures and to whom they are to
report the data.

A'll employees are responsib'le for maintaÍning the required data for the
reporting of their personal use of County vehicles.

The employee procedures for reporting informatíon ín complÍance wíth the
federal regulatÍons will vary depending on two factors: (l) whether the
employee is a "control employee" (see III below) and (2) whether the
vehicle is unassÍgned (dispatched on a daily basis) or assigned.

Cou 's General Administrative Policíes and Procedures - "Use of

It is ímportant for all employees to compìy wÍth the Polícíes and
Procedures on vehicìe usage. The Executive Policy forbids personaì use
of vehícles except for approved commutÍng use and reasonable
accommodation of meals, physical needs and approved breaks.

III. Defínítion of Control and Non-Control Employee

A control employee is defined as any e'lected official or any employee
who is appointed by the County Executive and approved by the County
Councíl (í.e., Executive Dept. Director, CAO, Board and Commíssion
Members) per County Charter Sections 340.10 and 340.40. All other
employees are "non-control " employees.

II.
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IV.

A. Vehicle Log Form

For, assl'9ned vehicles, ô log should be maintained for each vehicleratner-Ih|!] each emp-loyee. For unassigned vehÍcles, employees willmaintaÍn theÍr o'n rogs of ail pffie.
Vehicle log forms can be obtaÍned from department vehicle
coordÍnators or the Motor Pool DÍspatch Office ãt t¡,ä tÍme avehiclg is.dispatched to an. employäe. _ Each ¿epàrtmeñt will produce
and maintaÍn a supp_ly of vehicig iog forms. Ii is important thatall entrÍes on the lôg be legÍbìe.

See Appendix C for two versÍons of the King County VehÍcle Log, onefor non-control employees 0is_ting cornmute tripsånty) an¿ iñã'second for control employees (listing all trÍpi).

descriptions not in your key list, an_appropriate description
should be_ placed Ín thg resþectÍvé columir. 'Diiió rã*t iray be useato sÍflif.y repetitive informatíon or signature. piãase see
Appendix B for a sample log form.

B. Assigned Vehicles

Employees wilì need adequate records or suffícÍent evidencecorroborating the total business and personal use of assígnedvehicìe: lgt exempted per Appendix A.' The recorãs-must bã made ,'at
or near" the time of use. A vehicle log will remain in each
assigned vehicle at all times.

Control EmPloyeg: using permanently assigned vehicles wíll record
@le lõg'eactr uuiiåeii an¿ personal trip. Eachtrip entry must ínclude-all columns of the horm. 

-

I'lon-Çonlrol Fmployees wil ì use the vehicle log (Non-control
version) daily to record commuting trÍps because fringe benefitvalue is calculated on a per-trip-basis.

C. Unassigned Vehicles

Alì control and non-contro'l employees wíll maintain theÍr own logto reflect commuting use of unassígned vehicres.
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V.

D.

Employees who commute in vehicles assígned to another employee arepersonally responsible for reporting tñe total number of'commute
lrips (non-control.employees)'or thã number of personal miles(control employees) fôr ihe month by obtaining ã cópy of therespective log form.

E. Special Commute TrÍp Interpretations

The IRS cons.iders trips made from home by on-call employees who
must respond to an after-hours emergency as a separale commute ínaddítion to their regular commute.

II_.n employee.incurs only one round trip commute in the month, the
IRS considers thís inconsequentia'l and nô reporting is reluireá.
A commuting tríp is consÍdered to be personal use for the dríver
and each rider.

Submítting Monthly Data for payroll Reporting

The,vehicle logs for each calendar month must be submitted about the gth
(determined by the partr'cular department) of the fo]lowÍng month to thedepartment_vehicle coordÍnator (br payroit clerk) for ihð"2öin-paydaytransmittal. The employee may keep' a copy of the log for trisfrrär ownrecords.

Data will be total.g ¡y employees, with resulting data entered, at thebottom of the tast log page, -befoie 
submítting lógs, àt ioilóùð:

Control Employees

Assigned vehÍcles - For each vehicle, subtract the beginning from
9tl4Íng od_ometer readÍngs for the monúh to determine tõtal míles.
Add up alì the business miles (do not include commuting mites) ándsubtract this from the total mileage. The difference ís considered
Þy tnS to be your personal miles. -The personal miles are-divided
by the total míles resulting in the perional use Factor.-

Unassigned Vehicles - Total the number of persona'l (commute) mÍles.

Non-Control Employees

Total the number of one-way commuting trips.
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VI. Valuation Rules (For Vehicle Coordinator or Payro]l Clerk)

A. $l . 50 One-!,lay Commute Rul e ( Non-C ontrol Empl oyee )

Per the IRS regulatíons, King County will report the commutÍng
value of the personal use by each non-control employee of an
employer-provided vehicle as $1.50 per orìe-way commute.

B. Monthly Lease Value Rule (Control tmployee)

The monthly lease value for a vehicle assígned for more than 7 days
in the calendar rnonth to a contro'l employee is $193.'15. The auto
fringe benefít value for a given month equals the Personal Use
Factor (Section V -"Control Employees") tÍmes $193..l5, p'lus 5.51
per personal mile (for gas).

C. Dai ly Lease Va]ue Rul e (Contro'l Empl oyee)

The daí'ly lease va]ue is $25.75 for a vehícle whÍch is (a) assigned
to a control employee for a period of 7 days or less and (b) used
for personal commutÍng during that period. The auto fringe benefÍt
value for a given month equa'ls the Persona'l Use Factor for that
vehícle (section V - "Contro'l Employees") times $25.75 times the
number of days of assignment, plus 5.51 per personal mile (for gas).

D. Cents Per Mile Special Rule (Control Employees)

When control emp'loyees travel Ín vehícles not assigned to
themse'lves, the personal (commute) miles on that vehicle are va'lued
al22.5l per mile for the fÍrst 15,000 vehic'le miles in the year
and 'lll per mile thereafter.

VII. Posting to Payroll (For Payroll Clerk)

A column entitled "Auto FrÍnge" may be added to the deparünental payrol'l
time sheet form for postÍng to the 20th payday the total Auto Fringe
Benefit Value of the príor month for each employee. Alternatively, a
separate record form may be used.

The payroll clerk posts (nl entry code) the Auto Fringe Benefit Value
dollar amount Ín the "Regular Amount" column to "Earn Code' (DOE) ltlo.
"AB" on the Time Card Entry form.

Original logs will be retained Ín deparünent payroll offíces for síx
years.
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VIII. Paycheck and W-2 Reporting

The paycheck wilì reflect hígher amounts of Social Security and PERS I
deductíons for the vehicle fñínge benefits. There is no oiher eriãðt onne-t-pay. (0n the PlYcheck stub, the auto frÍnge benefit value amountnill appear on the left side as an earning and-on the rÍght side as anoffsettíng.deduction, which Ís necessary io accomplish tñe tax
treatment. )

0n.the year-end w-2 tax fgporting form, the auto fringe benefÍt valuetotal will be displayed (in Box l0n) añ¿ it wÍll also-be inðluãe¿ in thetotal taxable wage/compensatíon figure (Ín box l0).

TAXTREAT/
POL IC I ES


