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PURPOSE
The purpose of this policy is to provide clear expectations for operators who rent fleet vehicles from the Missouri University of Science and Technology Parking and Transportation Services, ensuring safe operation and responsible use during the rental period. This policy is intended to protect operators, the public, and fleet assets by promoting accountability, minimizing risk, and ensuring vehicles are used in compliance with all applicable laws and University Policy.

POLICY
All individuals who rent a fleet vehicle are responsible for its safe, lawful, and appropriate use for the duration of the rental period. Operators shall comply with all traffic laws and University requirements, use vehicles only for authorized business purposes, and ensure vehicles are properly secured and parked when not in use.
Operators shall exercise reasonable care to prevent damage, theft, or misuse of fleet vehicles. Any accidents, damage, mechanical issues, or violations shall be reported promptly in accordance with established procedures. Unauthorized use, negligent operation, or failure to follow parking and usage requirements may result in loss of fleet privileges and/or disciplinary action.

PROCEDURES

Vehicle Reservation and Authorization

Fleet vehicles shall be reserved through the University’s shared calendar system prior to use. Vehicles shall be used only for Official University Business. Authorization to operate a fleet vehicle is limited to approved operators, faculty and staff, who possess a valid driver’s license and meet University eligibility requirements. Personal use is prohibited.
Vehicle Pickup and Inspection

Operators shall present a valid driver’s license at the time of vehicle pickup and shall inspect the vehicle prior to use to ensure it is in safe operating condition. This includes checking for visible damage, verifying fuel level, and confirming cleanliness. Any pre-existing damage or mechanical issues shall be reported prior to operation. Operators shall ensure all required items, including keys, fuel cards, and documentation, are obtained at the time of pickup, as reflected on the 101-A Car Rental Checklist form.

Operation of Vehicles

Vehicles driven on Official University Business shall be operated only by authorized employees or, when it is to the advantage of the University, by approved non-employees. All operators shall comply with the following:

· Operators shall possess a valid driver’s license appropriate for the type of vehicle operated.

· Passengers in University Vehicles shall be limited to employees, students, or guests traveling on Official University Business. Authorized passengers who are properly licensed may operate the vehicle in accordance with these requirements.

· Operators shall obey all posted speed limits and traffic laws and shall operate vehicles in a safe and courteous manner. The University shall not be responsible for traffic violations incurred by operators.

· Operators shall not operate a vehicle while under the influence of alcohol, illegal drugs, or any substance that impairs their ability to drive.

· Operators and all passengers shall wear seat belts while the vehicle is in operation. No vehicle shall be operated with more occupants than available restraints. Compliance with seat belt requirements is the responsibility of both the operator and passengers.

· Operators shall not text or use wireless communication devices in a manner prohibited by law while operating a vehicle. Where use is permitted, operators should limit such use and, when necessary, safely pull off the roadway before engaging in communication.

· Smoking is prohibited in all University Vehicles.



Parking and Security

University Vehicles shall be parked in compliance with all applicable laws and University requirements. Operators shall secure vehicles at all times when unattended by locking doors and safeguarding keys. Valuables and sensitive materials shall not be left in plain view. Operators are responsible for any parking violations, fines, or citations incurred during use.

Fueling and Maintenance

Operators shall use the correct fuel type for the assigned vehicle and shall maintain adequate fuel levels during use. Fueling shall be completed using the provided fuel card. Vehicles shall be returned with a full fuel tank. Any warning lights, mechanical issues, or maintenance concerns shall be reported promptly to Parking and Transportation Services. All fuel receipts must be turned into Parking and Transportation Services.


Accidents, Damage, and Reporting
In the event of an accident, damage, or other incident, operators shall prioritize safety and contact emergency services when necessary. All incidents shall be reported promptly to Parking and Transportation Services in accordance with established procedures. Operators shall not admit fault or liability at the scene. When feasible, operators should document the incident, including photographs and relevant details.

Vehicle Return
University Vehicles shall be returned to the designated location at the scheduled time. A drop box will be located outside of Parking and Transportation Services for ease of after-hours return. Operators shall remove all personal items and ensure the vehicle is in a clean condition. If needed, operators may run the vehicle through any Club Car Wash. All issued items, including keys, fuel cards, and documentation, shall be returned to Parking and Transportation Services. Any damage or issues identified during use shall be reported at the time of return.

Compliance and Consequences

Failure to comply with these requirements may result in suspension or revocation of operator privileges and may lead to disciplinary action. Operators are responsible for any fines, tolls, or penalties incurred while operating a University Vehicle.
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