[bookmark: _GoBack]Vehicle & Gas Usage Charge Policy
A new procedure applied retroactively to July 1, 2011 has been established relating to usage of the MSJ vans and busses.  The new procedure will assign the costs of using the MSJ vehicles, including gas and some maintenance fees, to the correct program or cost center.  If you or your departments plan to use one of these vehicles in the future, please read the following outline carefully.
 Vehicle Usage Charge
Each person signing out a van or bus will be required to provide the department or cost center to be charged when checking out the vehicle with Campus Safety.  At the end of each month, Fiscal Operations will allocate a charge of 50 cents per mile to the cost center listed on each checkout sheet.  The 50 cent rate includes both an average gas per mile charge as well as a small additional fee for vehicle maintenance.  These charges will appear in 10-xxxx-6243 (travel) or in the student club account provided by the club representative checking out the vehicle.
 Gas Purchases
The maintenance department will continue with their schedule of filling up the vehicles twice a week.  If additional gas is needed while the van is in your possession, we ask that you completely fill the vehicle up and charge the expenses to 10-6700-6411 on your expense report or credit card report.  When returning the vehicle to campus, if the gas gauge reflects less than ¼ of a tank remaining, we ask that you stop on your way in and completely fill up the vehicle.  All supervisors have permission to approve gas expenses in account 6700-6411.
Budgeting
We will make a good-faith best guess at reallocating the budgeted fuel costs to those cost centers that typically use the MSJ vehicles.  It is likely we will not get this completely right and will need to gain the experience of this year to make it right.  However, the change in policy should not increase the vehicle usage and therefore, no additional money will be added to the overall budget.  So, if you typically do not use the MSJ vehicles for your program or event, now is not that time to start unless you can find the funds somewhere else in your budget.
 Safety and Security
Attached is the Bus & Van Procedure from Police Chief Tim Carney.  Now is a great time to review and familiarize yourself with the policy.
Please call if you have any questions or concerns.
