Administrative Regulations

Number AR 4-5
Issue 2

Subject: Operation, Acquisition, Maintenance, Retirement, and Refueling of Fleet

Assets
Purpose

To establish uniform policies and procedures for the operation, acquisition,
maintenance, retirement and fueling of the City’s fleet vehicles and various
equipment (e.g. generators, trailers, compressors), as well as the provision of
vehicles and equipment on a temporary or emergency basis.

Scope

This regulation is applicable to all City departments and offices responsible directly
to the City Manager. It is also requested that elective offices and other
independent offices and departments of the City comply with these procedures in
the interest of administrative uniformity.

Amendment

The City Manager may amend the procedures and content set forth in this
regulation as required.

Policy

The Department of Financial Management, Fleet Services Bureau (Fleet
Services), is responsible for the acquisition, maintenance, retirement, and
provision of vehicles, equipment and fuel for the City’s fleet assets. All vehicles
and equipment assigned to City Manager departments and elective offices are
Fleet Services’ assets. The mission of Fleet Services is to manage vehicle and
equipment acquisitions, preventive maintenance, unscheduled repair, and fueling
services for City departments to provide safe, reliable, cost effective equipment
and vehicles to accomplish their operational goals and purpose.

All department directors and managers are responsible for the safe and efficient
operation of the fleet assets assigned to their departments (user departments) for
the performance of specific programs and functions within their department. The
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user departments are required to comply with the maintenance, safety, and
operational requirements set forth by Fleet Services, the rules and regulations of
the City of Long Beach, and state and federal law.

V. Procedures
A. Fleet Asset Information
1. The department director and managers of the user departments are

responsible for the accounting of the fleet assets assigned to their
departments. Current parking location, driver and charge point
information must be tracked and provided to Fleet Services upon
request. Verification of the fleet inventory will take place as part of
Fleet Services’ annual MOU and budget development process and
will be scheduled accordingly.

2. Per AR 4-2, take-home vehicle information, justification for vehicles
with low annual mileage, and justification for long-term loaner/rental
vehicles must be provided to Fleet Services as requested.

3. Per Financial Policies and Procedures 7-1, vehicles and equipment
with a value greater than $5,000 must be recorded in the City’s Fixed
Asset System. Fleet Services will process acquisitions, transfers,
and retirements of fleet assets in the City’s Fixed Asset Accounting
System (FAACS). Fleet Services will also process registration and
licensing forms and pay all fees with the California Department of
Motor Vehicles (DMV).

4. Proposed purchase of any fleet asset with a cost greater than
$10,000 must be reviewed, approved, and procured by Fleet
Services, whether through grant funds, donation, or purchase. By
exception, and with prior approval of Fleet Services, a user
department may directly procure a fleet asset over $10,000.
Additions to the fleet will not be accepted or procured without
appropriate paperwork and approvals. Purchase documentation
must be provided for all assets procured by departments and
maintained by Fleet Services, regardless of cost. This policy ensures
that critical asset information is input into the Fleet Services
database, the City’s FAACS and/or registration with the DMV.

5. Public Information requests for Fleet Services records will be
processed according to the California Public Records Act and the
City’s implementing regulations.

B. Operation of Fleet Assets

1. Official City Business: The use of City-owned vehicles and
equipment for any purpose other than official City business is
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prohibited. This prohibition includes, but is not limited to, any activity
not directly related to City business, before, during, and after work.

Vehicle use by City Employees/Elected Officials: Only the following
people may use or ride in a fleet vehicle: City employees, City elected
officials; agents (could include volunteers); approved independent
contractors and approved non-City employees on official City
business. Note: Approval must be obtained from the appropriate
department director before a non-City employee drives or rides in a
City vehicle.

Field employees with a City vehicle that are not scheduled to return
to their home base during their meal period may utilize a City vehicle
to get their meal. Employees assigned to an office may utilize a City
vehicle during their meal period if they have been authorized by their
supervisor to attend a work-related, off-site function, which is
contiguous to their meal period. Under either circumstance, the
employee shall not drive the City vehicle to a meal location that
deviates significantly from their driving route.

Per the Vehicle Accident Reduction Policy (Safety Policy 5.03),
employees are responsible to perform a daily safety check on City
vehicles prior to use.

Employees shall adhere to all DMV, OSHA and safety rules and
regulations when operating any City vehicle and/or piece of City
equipment.

Employees operating City vehicles and equipment must hold a
current, valid, and appropriate DMV operator’s license(s) for each
vehicle or piece of equipment that they are assigned to use and
operate (e.g., Class A, B, C, and special endorsements). Operation
of City vehicles and/or equipment with a suspended or inadequate
operator’s license is expressly prohibited. Any employee in violation
of this requirement may be subject to disciplinary action in reference
to Civil Service Rules and Regulations, Article VII Personnel Actions
and Appeals, Section 84, Subsection (1).

Cell Phones and Driving: All employees shall comply with any and
all City policies and State laws regarding cell phone use in vehicles.

Per the Long Beach Municipal Code Chapter 8.68.160, all smoking
(including vaping) in a City vehicle is prohibited.

Applying or displaying personal paraphernalia on fleet assets is
prohibited. Personal paraphernalia shall include, but not be limited
to, items such as: stickers, antenna balls, stuffed animals, signs, etc.
No items shall obstruct the driver's view and/or impair the safe
operation of the vehicle/equipment.
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Per AR 4-4, all City vehicles engaged in official City business shall
have a City Seal displayed, unless exempted. Refer to the AR for
details. Fleet Services shall standardize city seals, vehicle numbers,
and vehicle lettering/graphics. Any request for an exception to the
standardization shall be made in writing from the requesting
department director to the Fleet Services Manager.

In the event a traffic or parking violation is incurred by an employee
while driving a City vehicle, it is the responsibility of that employee to
pay the fine and any administrative or late fees associated with the
violation. Upon receipt, Fleet Services will forward the violation
notice to the administrative officer of the appropriate department. If
the department cannot determine which employee incurred the
violation, the department will be responsible to pay for the fine and
fees.

Complaints from the public regarding the behavior of a City employee
while driving a City vehicle will be reported to the administrative
officer of the appropriate department. Serious complaints may be
reported to the appropriate department director, as well as the City
Manager and may result in the suspension of driving privileges.

It is the responsibility of the vehicle/equipment operator and
ultimately the user department to maintain a clean vehicle and/or
piece of equipment. Departments may check with Fleet Services for
a list of contract car washes and other vehicle/equipment cleaning
alternatives.

Employees shall drive according to the City’s fuel conservation
standards, which include, but are not limited to:

a. Consolidate trips whenever possible

b. Use alternate transportation when practical (shared ride,
walking, etc.)

C Carpool when possible

d Drive within the speed limit

e Maintain optimal tire pressure

f. Remove excess contents (weight) from the vehicle

g Avoid fast starts and stops

h Do not idle the vehicle, except in accordance with Engine
Idling Policy, AR 4-6

i. Ensure proper maintenance of the vehicle

- Use of air conditioning should be minimized.

Employees that receive a monthly auto allowance are not generally
eligible to drive a City or rented vehicle. Exceptions include travel to
a construction site, escorting a delegation, or traveling as a group
(which includes employees who do not receive an auto allowance)
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to an off-site work-related meeting or conference, or similar
circumstances.

For “personally assigned” vehicles, please refer to the established
policies and procedures, Administrative Regulation AR 4-2.

Fleet Services will equip City vehicles with telematics devices and/or
cameras to collect data remotely to enhance efficiency and safety of
staff and residents through monitoring of vehicle and driver location
and performance. Telematics devices may include GPS and other
technological devices to transmit information over long distances,
typically from vehicles to a management system.

Vehicle and Equipment Maintenance

1.

2.

Vehicle and Equipment Modification

a. To ensure safe operation, modifications and changes to City
vehicles and vehicular equipment are to be made only by or
through Fleet Services. Departments may not make
modifications to City vehicles and equipment.

Preventive Maintenance (PM)

a. Preventive maintenance on a regularly scheduled basis is
essential to the safe operation of a vehicle fleet and takes into
account varied users and potentially harsh operational
conditions. It ensures potential safety issues are promptly
repaired and other maintenance issues are addressed before
they become serious. Preventive maintenance consists of
required manufacturer's service and in-depth safety
inspections to help ensure employee safety, compliance with
state and federal regulations, and to minimize City liability.

b. The department director and managers of the user
departments are responsible to ensure the fleet assets are
made available in a timely manner, upon request by Fleet
Services for preventive maintenance and inspections. When
notified, the department must make the vehicle or equipment
available and deliver it to Fleet Services before scheduled
maintenance becomes overdue. Failure to comply may result
in the confiscation of the fleet asset to achieve required
maintenance and/or limiting of fueling until the vehicle is
turned in for service.

Vehicle repairs will be done as deemed necessary by Fleet Services
staff. However, at the department’s request, a department approval
process for repairs exceeding the levels below can be implemented.
In that case, repairs will be approved by the appropriate user
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department’s supervisor, manager, or designated department fleet
coordinator. Safety-related repairs, however, are always at the
discretion of Fleet Services.

Light duty vehicles: $2,500
Heavy duty vehicles: $5,000

D. Vehicle Breakdown, Accident, or Damage

1.

In the event of a fleet asset breakdown, once in a safe environment,
the employee should follow the vehicle breakdown or flat tire
procedures, which are generally located in the glove box or on the
windshield visor of the vehicle and contact Fleet Services
immediately. Once contacted, Fleet Services will determine the
repair strategy (e.g., mobile mechanic dispatch or tow to Fleet or
vendor facility). If Fleet Services staff determines that a vehicle may
be unfit for safe operation, the vehicle will be placed out of service in
accordance with the City Safety Lockout Tag Out procedure and
must not be operated until released by Fleet Services.

In the event of an accident involving a fleet asset, the employee
should follow the accident reporting procedures, which are generally
located in the glove box or on the windshield visor of the vehicle and
Fleet Services should be contacted immediately thereafter. Within
48 hours, a copy of the Vehicle Collision Report should be forwarded
to Fleet Services and the vehicle should be taken to the Fleet
Services main facility for pictures, evaluation, and repair. Fleet
Services will not initiate repairs without the completed Vehicle
Collision Report.

User departments are responsible for reporting any and all accident
damages to the Risk Manager.

Accident damage will be assessed and repaired through Fleet
Services. The cost of the repairs will be charged to the user
department. If the accident is the fault of an outside party, Fleet
Services will submit a billing statement to the City Attorney’s Office.
Upon payment by the outside party (or their insurance company), the
amount paid will be credited back to the user department directly or
through Fleet Services’ monthly JV process.

Non-accident vehicle damage (scrapes, dents, broken/inoperative
items) must be reported to Fleet Services as soon as practicable
after it occurs or discovery. Fleet Services will make a determination
to repair the damage or not, considering the vehicle’s use, age, and
replacement status. Similar to an accident, an Incident Report is
required prior to repair/release of the vehicle.
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6. Worker's Compensation Coverage: City employees injured in fleet
vehicles in the course and scope of their duties are covered by
worker's compensation coverage. Worker's Compensation
coverage does not apply if the employee was acting outside the
course and scope of his/her employment at the time of the accident.
E. Acquisition of Fleet Assets
1. Fleet Services formulates a vehicle replacement plan annually based
upon standardized vehicle life cycle, mileage criteria, and vehicle
condition. An annual replacement plan is reviewed and approved by
the City Manager prior to the beginning of each fiscal year.

a. Proposed replacement purchases shall be reviewed and
approved by departments prior to the actual purchase. If the
department’s needs have changed, Fleet Services will assist
in researching the best current option.

b. Fleet Services will evaluate each replacement for possible
downsizing in terms of utilization, vehicle size, capacity,
engine, and options during this process in an effort to reduce
the fuel consumption, emissions, operating and maintenance
costs. Fleet Services will work with the departments to
downsize wherever feasible.

C. Adjustments to the replacement plan can occur during the
course of the fiscal year due to unexpected anomalies in the
condition of the fleet asset resulting in acceleration or deferral
of planned purchases, accident damage, changes in
operational use or regulatory requirements, budget
enhancements, policy change, or other extenuating
circumstances as approved by the Fleet Services Manager.

2. The Fleet Services Manager shall have the authority to initiate out-
of-cycle replacement of vehicles/equipment that meet and/or exceed
one or more of the following criteria with concurrence of Department
of Financial Management, Budget Management Bureau (Budget

Office).

a. Lifecycle (mileage or age exceeded)

b. Total loss caused in an accident

C. Beyond economical repair

The City Manager reserves the right to deny or suspend the

replacement of vehicles/equipment by written notification to the Fleet

Services Manager and the Budget Office.

3. Per Financial Policy and Procedure 5-1, grants that involve the

acquisition or maintenance of fleet assets should be reported to Fleet



AR 4-5
Page 8

Issue 2

Services upon the initiation of the grant application, utilizing the Grant
Application Data Form (GADF).

Per Financial Policies and Procedures 3-6, lease-financed fleet asset
acquisitions must be pre-approved by Fleet Services in conjunction
with a financing evaluation by the Budget Office.

Fleet Services is responsible for the preparation of technical
specifications, coordinating the purchasing process, and monitoring
the delivery and acceptance of fleet assets, as well ensuring that fleet
assets are in compliance with all current regulatory requirements
(e.g., South Coast Air Quality Management District, California Air
Resources Board, California Regional Water Quality Control Board,
Highway Patrol, Department of Motor Vehicles). Fleet Services will
work with user departments by this process and user department
approval is required prior to the bid process for all technical
specifications, terms and conditions, with the exception of mandated
safety and/or regulatory requirements.

When required by regulation, new vehicles and equipment
purchases will be alternative fuel vehicles (e.g., compressed natural
gas, liquefied natural gas, hybrid electric, electric, propane, or other
viable technologies). In addition, City policy is that whenever
available and economically and operationally feasible, alternative
fuel vehicles will be procured. Department approval of the
recommended alternative fuel vehicle purchase will be requested. If
it is determined (and well-justified) that the recommended alternative
fuel vehicle cannot meet operational needs, the department may
request additional information on other options.

Fleet Services will determine the cost for enhancements, upgrades,
downgrades and reassignments upon request by user departments
or the Budget Office. In general, the costs for fleet assets will include
acquisition, outfitting (purchase and installation of non-stock
equipment which excludes radios and computer equipment), capital
replacement and operating and maintenance costs.

Capital replacement costs can be excluded when the fleet asset is
not intended for replacement in the future. This circumstance is
common for grant-funded fleet assets. However, grant-funded
assets with a projected continuing need should have capital
replacement budgets through the enhancement process.

The acquisition and capital replacement costs for reassigned fleet
assets will be determined based on the capital replacement funds
collected up to the date of reassignment, the cost to replace the asset
and the remaining useful life of the vehicle.
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The Fleet Services Manager reviews and approves all fleet asset
enhancements, reassignments and alterations to vehicles and
equipment with a cost greater than $10,000. All requests for the
aforementioned changes should be submitted by memorandum to
the Fleet Services Manager for review and approval.

Departments requesting enhancements should first contact Fleet
Services to obtain a Fleet Services Vehicle Enhancement Request
package that indicates the intended use of the fleet asset or
equipment, justification for the change, the recommended source of
funding for the action requested, auxiliary equipment requested, and
expected ongoing operational costs. All mid-year changes approved
through the Fleet Services Vehicle Enhancement Request process
will be included in the subsequent year department budget as well
as the Fleet Services budget. Enhancements requested through the
annual budget process will be reviewed and approved by the Fleet
Services Manager.

F. Receipt of and Donation of Fleet Assets

1.

Fleet assets that are offered as a donation to the City must have
Fleet Services approval before any City department accepts the
donated fleet asset. City Council approval for the receipt of a
donation is also required.

Departments that want to donate a City fleet asset to another agency
must submit a memorandum to Fleet Services indicating the fleet
asset for donation, the fair market value of the asset, the public
purpose of the donation, and the intended recipient of the donation.
If approved, the department must receive City Attorney and City
Manager approval to proceed with a request to the City Council.

G. Vehicle and Equipment Retirement

1.

Fleet assets may be retired when they have exceeded their useful
economic lifecycle and have been approved for replacement, have
been deemed un-repairable due to collision or major breakdown (i.e.,
totaled), or have been determined to be surplus (i.e., no longer
required to provide City services or programs).

All fleet assets must be retired by Fleet Services. Fleet Services can
sell fleet assets through live or internet auction, or can salvage an
asset.

(@)  On a case-by-case basis, as approved by the City Attorney, a
fleet asset can be sold for fair market value.
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Missing or Stolen Fleet Assets

1.

In the event that a fleet asset is missing or stolen, a Police report and
Supervisor's Report of Incident form should be forwarded to Fleet
Services. Fleet Services will submit the paperwork to retire the asset
from FAACS.

Fleet Utilization Review

1.

In order to minimize the size of the City’s fleet and its expense, Fleet
Services will conduct a full vehicle utilization review biannually. In
this review, departments will be required to respond and justify their
low-use vehicles.

As part of the review, Fleet Services will analyze utilization and set
the low-utilization threshold for each vehicle class. Factors
considered in setting the threshold are average use for that vehicle
type in the fleet and how often the vehicles are used. Departments
are given an opportunity to justify vehicles categorized as low-use
based on unique capabilities or other substantive factors.

Those low-use vehicles not adequately justified by the using
departments for retention after review will be turned in to Fleet
Services for redistribution or disposal.

In the years the formal review is not conducted, departments will
receive a copy of their utilization for internal review only.

Fleet Services will also perform a review of each vehicle’s utilization
at the time of replacement to ensure minimum utilization thresholds
are met.

Provision of Temporary Vehicles and Equipment

1.

In the event that a vehicle is unavailable in the City fleet, a rental
vehicle may be requested from Fleet Services. Rental vehicles may
be provided for such circumstances as: out of the City seminars,
major vehicle repairs, vehicle accident damage, etc., and requires
department approval. Any rental costs, fuel, or normal preventive or
repair maintenance costs for the loaner/rental vehicle will be charged
to the user department. Damage or accident repairs will also be
charged to the user department during the loan/rental assignment.

Fleet Services operates several Motor Pools in the City, where
employees can reserve and check out vehicles for temporary use.
Available Motor Pool vehicles include specialized equipment and
larger trucks. Motor Pool vehicles have a rental cost to cover their
use and maintenance which is charged to the using department.
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Loaner vehicles are available at no charge to customers whose
vehicle is receiving scheduled preventive maintenance.

User department requests for a long-term loaner vehicle (over a
month or greater than the repair period) should be submitted by
memorandum to the Fleet Services Manager for review and
approval. The memorandum should indicate the purpose of loan,
vehicle and auxiliary equipment requested, funding source, and term
of loan period. An annual review and approval of any long-term loan
will be coordinated in conjunction with the annual budget process.

In the event of an emergency (e.g., natural disaster, civil unrest, or
terrorist activity) or special event, the provision of vehicles or special
equipment (e.g., heavy-duty cranes, bulldozers, dump trucks) will be
coordinated by Fleet Services. Any associated cost for the rental,
lease, or purchase of equipment will be charged to the user
department.

Fleet Equipment Charges

1.

User departments will reimburse Fleet Services for all costs and
associated overhead for services, fuel or materials provided for
assigned fleet assets and/or special requests.

Estimated annual fleet equipment charges will be prepared by Fleet
Services during the annual budget process. Estimated annual
charges by equipment including capital replacement, lease charges,
maintenance, commercial (outside vendor), fuel and other
miscellaneous charges will be submitted to each department for
review and approval. All fully-approved mid-year vehicle
enhancements will be included in the department’s subsequent fiscal
year base budget provided the Budget Office recommends the
requested action.

Only actual costs, including overhead, will be billed on a monthly
basis to user departments. Monthly billing reports by vehicle and bill
item will be forwarded to specified department fleet coordinators or
other designated department staff.

It is the responsibility of the user department to inform Fleet Services
of changes in billing charge points.

Customer Service

1.

An annual customer service survey will be distributed to
departmental fleet coordinators.

Vehicle and Equipment Fueling
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The City’'s fuel system for unleaded, diesel, aviation, propane and
natural gas is operated and maintained by Fleet Services. The fuel
system is only for use by City fleet assets, unless a fueling
agreement is approved by the City Council.

Fleet Services strictly controls the distribution of fuel to avoid product
theft. Fuel use is monitored via automated systems, Fleet Services
staff, and departmental review.

All City employees with a valid City ID can fuel a vehicle through
Fleet Services’ automated system (Fuel Focus). All transactions are
monitored and assigned to both the vehicle and the operator. Fuel
keys for use with fuel cans (for small equipment) can be assigned to
authorized users at the department’'s request. It is the user
department'’s responsibility to safeguard fuel keys against misuse or
misappropriation. These transactions are also closely reviewed.

Lost fuel can keys should be reported to Fleet Services immediately
for deactivation and replacement. Repeated loss of fuel can keys
may result in loss of fueling privileges and charges to the user
department.

Emergency fueling during contingencies and disaster is available
through Fleet Services and it's assigned mobile fuel trucks.

Drivers will maintain a minimum of one-half (1/2) tank of fuel in City
vehicles and equipment to better prepare for emergency situations.
Battery electric vehicles should be maintained with one-half (1/2) of
a battery charge.
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CITY OF

LONGBEACH

Administrative Regulation 4-5
Conditions of Employment and Service

ACKNOWLEDGEMENT FORM

My signature on this document acknowledges that | have received, read, and understand AR
4-5 regarding the Operation, Acquisition, Maintenance, Retirement, and Refueling of Fleet
Assets, and | will abide by the policy as a condition of employment/service.

I understand that the City has an interest in establishing policies and procedures with regard
to fleet vehicles and equipment and any attempt to violate this policy may result in having
my access to fleet vehicles and related privileges revoked or suspended, and may be subject
to progressive disciplinary action, up to and including termination.

I understand that any attempt to violate this policy may be subject to disciplinary action,
up to and including termination. Violations of local, state, and federal laws carry additional
penalties.

Employee Name (printed) Signature Date

Original: Personnel File or Contractor’s Service Agreement
Copy: Covered Individual

Effective Date: November 14, 2019 ;igﬁ)t LONGBEACH
{HR)® L{UMAN RESOURCES



