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l. Purpose

The purpose of this regulation is to establish policies and procedures governing the
assignment, use and reporting of transportation for employees and officials engaged in
official City business. This regulation covers compliance regarding the use of City-owned
vehicles and the Take-Home Vehicle Program (THVP).

For transportation policies specifically related to business travel outside of the City, please
reference AR 4-1. AR 4-2 is not applicable to the Employee Commute Incentive Program
(ECIP). Please refer to the program guidelines and exclusions for ECIP information. For
information regarding driver responsibility and the safe operation of City-owned or personal
vehicles, please refer to AR 4-5 and Safety and Health Policy 5.03 - Vehicle Accident
Reduction Policy.

Il. Scope

This regulation is applicable to all City departments and staff under City Manager direction.
Policy adherence by elected offices and other independent offices and departments is
strongly encouraged in order to promote administrative uniformity.

Fleet Services Bureau will act as manager and administrator of the City’s fleet per AR 4-5.
Departments may develop their own internal policies and procedures to supplement the
management of their assigned City assets, provided it does not conflict with the regulations
stated herein.

. Amendment

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

IV. Citywide Commitment to Clean Transportation

The City of Long Beach is committed to clean air for all residents by supporting the cleanest
available transportation options for City departments and their employees. The Long Beach
Climate Action Plan (LB CAP) was adopted by the City Council in August 2002 which calls
for the reduction of greenhouse gas (GHG) emissions by 40% below 1990 levels by 2030,
with the ultimate goal of achieving net zero emissions by 2045. The largest contributor to
GHGs is the transportation sector and the LB CAP includes a number of actions designed
to reduce emissions and shift to cleaner low- and zero-emissions vehicles to move
people. Actions in the LB CAP indicate that the most impactful way to reduce emissions
and the environmental footprint of the City’s fleet is for the City to transition the City vehicle
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fleet to expand zero-emission vehicle fleets, increase electric-charging infrastructure and
minimize the size of the fleet to what is strictly and operationally necessary. Additionally,
City employees should, whenever feasible, prioritize the use of zero emissions or, if
unavailable, alternative fuel or hybrid-powered modes of transportation while conducting
City business.
Employee Transportation Options for City Business
Employees requiring transportation to perform their official duties may be authorized to
utilize the following types of transportation:

A. Privately Owned Vehicle (Mileage Reimbursement)

B. A City-owned vehicle checked out from any dispatch pool on an ‘as required’ basis.
Such vehicle may not be kept overnight without the prior approval of a department
head.

Public Transportation (Such as bus, train, taxi or ride share)
Commercial Vehicle Rental

Motor Pool (City owned)

nmmo o

Department-Assigned Vehicle (City owned)

For all employee transportation needs, City departments and their employees shall first
prioritize the use of zero emissions or, if unavailable, alternative fuel or hybrid-powered
modes of transportation while conducting City business, while still meeting operational
needs. In some cases, the most convenient option may not be available or constitute the
best use of taxpayer funds.

Whether department-assigned or utilizing the citywide motor pool, all City-owned vehicles
shall be used only for official business and not for personal use. Personal use is defined as
any use of the vehicle that is not directly related to the scope of duties of an employee’s job
description. This includes, but is not limited to, operation of the vehicle for personal use on
errands during, or outside of, normal working hours, transportation of non-City personnel or
family, or use of the vehicle as storage; with the exception of de minimis use in accordance
with Section XI. Based upon Internal Revenue Service regulations, personal use of a City-
owned vehicle constitutes a taxable fringe benefit, with benefiting employees subject to
applied tax implications.

No City-owned vehicle shall be driven to and kept at any employee's home overnight, except
as an approved participant or formal exception of the Take-Home Vehicle Program.

Rental vehicles are permissible when a City vehicle is not available and are dependent upon
the unique needs of a department. All vehicles, rented or otherwise, are subject to the
provisions of this policy, including but not limited to, vehicle utilization standards and
potential reporting requirements. Please check AR 4-5 for further information regarding
rentals.
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VL.

VII.

Employees are responsible for compliance with applicable City policies, including a
department’s internal travel and reimbursement policy, prior to utilizing any of these
transportation methods.

Mileage & Alternative Transportation Reimbursement

At the discretion of department management, employees may be authorized to operate their
privately owned vehicle within the scope of their job duties for official City business and
receive mileage reimbursement. Use of a privately owned vehicle for City business should
be considered first before utilizing other authorized modes of transportation. Regular
transportation from home to work is not considered travel for City business. Per the City's
Personnel Policy 4.5 Hybrid Work Program, travel between the alternate work location and
the primary work location will be at the employee's expense. Therefore, in calculating
mileage reimbursement, employees must use the primary work location.

This regulation establishes general reimbursement guidelines for the direct cost of
transportation by City employees during the performance of their official duties. Individual
departments are responsible for employee reimbursement for the approved business use of
a privately owned vehicle through mileage reimbursement or public transportation in
accordance with the City’s reimbursement guidelines and Department direction.

Mileage traveled on official City business must be recorded daily. Mileage driven for
personal usage, including to and from work, shall be recorded as personal use and excluded
in computing the amount of reimbursement. In general, mileage from the employee’s home
to the first point of duty, and from the last point of duty to home shall not be considered as
business mileage. If the continuity of a day’s travel is interrupted by a personal trip, these
personal trip(s) shall be deducted from the mileage claim. Mileage reimbursement shall use
the current IRS mileage reimbursement rate. For mileage reimbursement policy for travel
on City Business, including employees receiving an auto allowance, please refer to either
AR 4-1 or as directed by the employee’s bargaining unit.

The department is responsible for reviewing, validating and approving all mileage and travel
expense reimbursement claims. The City will not provide gas, oil, or service of any kind to
personal vehicles. Reimbursement policies and procedures of the City are included in AR
4-1, in addition to the policies and procedures specific to each department.

Additional policies regarding the operation of a privately owned vehicle while on City
business are included in the City’s current Vehicle Accident Reduction Policy and AR 4-5.

Any employee receiving transportation allowance is generally ineligible for mileage
reimbursement, City vehicle assignment or Take-Home Vehicle Program participation. Refer
to AR 4-1 and 4-5 for additional guidance.

Certification of Insurance

Any individual authorized to receive mileage reimbursement for use of their personal vehicle
on City business must file a valid certificate of insurance coverage for that class of vehicle
with the employee’s department prior to use of personal vehicle for City duties, per the City’s
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Vehicle Accident Reduction Policy. The City is not liable for any damage to an employee's
privately owned vehicle.

Motor Pool

All department-assigned vehicles are considered pooled vehicles during normal business
hours. City assets shall be made available for shared use by employees whose official duties
require intermittent transportation but who are ineligible for an individually assigned City
vehicle. Employees may also use the citywide Motor Pool managed by Fleet Services where
the need is temporary and short-term. Any long-term use of the Motor Pool or rental vehicles
are subject to Fleet review and approval.

The following rules apply to the use of the citywide Motor Pool:
A. Use of motor pool vehicles is limited to authorized use.

B. User must make a reservation after obtaining department approval. Reservation
signifies acceptance of all department charges associated with motor pool use.

C. Department will be responsible for the daily rental fee, plus any damage to the vehicle
caused while in user’s possession. Fuel costs are included in the rental fee.

D. Department will be charged a day’s usage for reservation, regardless of use, or for
reservations cancelled with less than 24 hours’ notice.

E. Motor pool rentals shall only be parked overnight at City facilities unless the vehicle
and user are approved participants of the Take-Home Vehicle Program (Section Xl).

F. Motor pool users are required to acknowledge and comply with motor pool usage
procedures, available on the Intranet.

Departments are responsible for the appropriate authorization, tracking, and reporting of
motor pool units as requested.

Utilization

Fleet optimization requires regular review of all City assets to maximize efficient use of public
funds and emissions reductions. The optimal number of vehicles for any department is the
minimum number of City owned assets required to conduct regular and essential operations.
Maintaining City services with the lowest number of supported assets is critical in ensuring
department fleet expenses are managed in a fiscally responsible manner.

All City vehicles, including those used for pooled use, are subject to utilization standards
and review (AR 4-5). Please see AR 4-5 for more information regarding the City’s policies
on Fleet vehicle acquisition and retirement.

Individual Assignment of City Vehicles

Due to the environmental impact and significant costs of every vehicle, departments should
only individually assign vehicles when absolutely necessary and operationally feasible.
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Departments should first consider alternative means of transportation, such as mileage
reimbursement or pooled use, rather than individual assignment of a department vehicle.
City vehicles should only be individually assigned to an employee for ongoing operational
needs - not for temporary or intermittent use. Individually assigned vehicles are to be utilized
as pool vehicles by the department during normal business operations. Department-
assigned City vehicles should be assigned individually or made available as pool vehicles,
prior to consideration of providing a transportation allowance or mileage to qualifying
employees. Individually assigned vehicles are subject to utilization standards and review
contained in AR 4-5.

Department head approval is required for a vehicle to be permanently assigned. Prior to
approval, both of the following criteria must be met to qualify for full-time assignment:

A. Management or non-management employee’s work assignment includes anticipated
work in, or supervision and inspection of, field operations AND;

B. Individually assigned vehicles must meet the minimum utilization requirement for
normal business operations. Individually assigned vehicles are not exempt from City
utilization standards and review.

Departments are responsible for the appropriate authorization, tracking, and reporting of
individually assigned units as requested. Additionally, units must be made available for
regular maintenance and citywide emergency response regardless of assignment.
Departments are responsible for ensuring that fleet assets are made available upon request
by Fleet Services for maintenance, inspections, safety and regulatory compliance.

Take-Home Vehicle Program (THVP)- Overview & Acceptable Use

A department operation’s timely response to the protection of persons and property is the
primary rationale for allowing City employees to take City-owned vehicles home. Employee
assignment of a take-home vehicle is discouraged due to the significant cost to the
department and taxpayers, liability issues and potential IRS impacts to the employee. No
City-owned vehicle shall be taken to an employee’s home except as expressly outlined by
this policy, or as indicated in the applicable Memoranda of Understanding (MOU). All
participants in the program must apply for and receive authorization under the Take Home
Vehicle Program (THVP) or be authorized by the City Manager as an exception explained
herein, before actual take-home use.

The Fleet Services Bureau manages THVP. A department’s default should be to have on-
call employees respond to after-hours callouts by first retrieving a City vehicle parked at a
City facility and then proceeding to the callout site. If a department determines that a City
take-home vehicle (with its specialized equipment) is necessary, and the employee can still
respond to after-hours callouts within a reasonable amount of time, then that employee is
eligible to participate in the THVP. In this case, “reasonable” is considered 30 minutes or
less. Due to the high costs of take-home use, issuing take-home vehicles to employees
who cannot respond within 30 minutes is highly discouraged. Departments should not
default to the approval of a take-home vehicle solely for standby or callouts. Both the
following criteria must be met:
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A. Employee is required to work on, inspect or supervise field operations using specialized
equipment, AND

B. Employee is required to respond to an emergency within a critical amount of time for
the protection of persons and/or property, which is not possible if first retrieving a
vehicle parked at a City facility.

All employees using take-home vehicles must live within 22 direct line miles of the City limits,
unless specifically approved annually in writing by the City Manager. For exceptions outside
of the 22-mile radius, the City Manager can consider requiring reimbursement for commuting
costs. Exceptions are discouraged not only because the extended response times may not
justify the assignment, but also due to the high costs and wear and tear associated with the
longer distance traveled. The cost of non-compliance will be reported annually by Fleet
Services.

Personal use of any City vehicle at any time is strictly prohibited, including take-home
vehicles. However, the City recognizes and authorizes necessary de minimis personal use
(such as a stop for a lunch break on the way between a work site location and the
employee's home) of assigned take-home vehicles. De minimis personal use is only
approved as a means to facilitate an immediate emergency response. Use of a City take-
home vehicle during non-working hours or not on call, including while on vacation, is strictly
prohibited. Transporting of any non-City personnel in take-home vehicles is also prohibited,
except as a direct result of an employee’s scope of work.

Take-Home Vehicle Program (THVP) — Eligible Vehicles & Approved Participants

According to Internal Revenue Service requirements, take-home vehicles must be equipped
with specialized equipment such as emergency lighting, heavy tools and testing equipment
to qualify for the program and remain untaxed. Further, IRS regulations have identified
vehicles within this classification to include clearly marked police and fire vehicles,
unmarked police vehicles used by law enforcement officers if the use is officially authorized,
and pickup trucks that have been specially modified and clearly marked.

IRS regulations, however, identify vehicles other than those listed in the paragraph above,
as "qualified nonpersonal-use vehicles" and thus as a working condition benefit. The value
for the use of the qualified nonpersonal-use vehicle by an employee shall be excluded from
the employee's wages.

The policy allows for both periodic physical and remote spot checks of City vehicle locations
to ensure appropriate reporting and use of City assets, including for vehicles in the Take-
Home Vehicle Program. These spot checks would be done by Fleet Services using vehicle
GPS data, where available or physical location of the City asset. Instances of non-
compliance with this policy may be referred to the City Auditor’s office or other proper
authority for further investigation.

Participants in the Take-Home Vehicle Program will operate their City vehicle in an
economic manner, in order to save fuel, reduce emissions, and increase safety. Speed limits
will be strictly adhered to unless the driver is an emergency responder enroute to an
emergency.
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All participants in the Take-Home Vehicle Program require preauthorization through the
proper approval process detailed in Section Xlll. A department head may authorize an
employee to temporarily (72 hours or less) retain a City vehicle after normal working hours,
without the prior approval of the City Manager, in an emergency or when necessitated by
extraordinary circumstances. Unless in a temporary emergency situation (72 hours or less),
departments shall not allow take-home use until all required forms and signatures are
completed and on file with Fleet Services.

All participants in the THVP must fit into one of two following categories:
CATEGORY 1 — Supervisor or Staff (including Callout Groups)

A. Must average 10 or more callouts per month. If employee is in a rotating callout group,
average of the entire group must be 10 or more per month.

B. Callout verification is required for THV Reporting Requirements. Please see Section
XIII.

CATEGORY 2 — PD or Fire Command Personnel whose duties require emergency
response. All non-Command personnel whose duties require emergency response
fall under CATEGORY 1.

Any department desiring to issue a take-home vehicle to an individual who does not meet
the guidelines specified herein must submit for pre-approval to the City Manager.

Take-Home Vehicles — Approval Process & Reporting Requirements

Any new requests or changes in THV participation must be submitted to Fleet Services
within 10 days of the change via the “Take-Home Vehicle Survey Form”. Departmental
submissions will be reviewed for completeness and compliance. Any department proposed
exceptions will be confirmed and submitted to the City Manager for approval. Exceptions
may include, but are not limited to, mileage for overnight parking location beyond 22 miles
from the City Limits, below minimum number of documented callouts, or vehicles lacking
specialized equipment.

If an employee falls under “Category 1” of an approved THV user, departments must provide
verification of 10 or more callouts on average, per month. Verification can include, but are
not limited to, callout logs, work orders, supporting timesheets, etc. All verification submitted
to Fleet Services must be signed by a department supervisor.

Fleet Services Bureau will use reasonable means to validate employee data regarding the
Take-Home Vehicle program. This validation will include, but is not limited to, vehicle spot
checks using a vehicle’s telematics as well as employee ID badge scans for fuel refills
relative to expected vehicle utilization.

Departments with vehicles authorized to be taken to employees’ homes are required to
review assignments and justifications annually. This annual survey is a review of current
department take-home vehicle information that should already be on file with Fleet Services
with completed survey forms, including City Manager approvals (if applicable). Fleet
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Services requires the following information be provided by the department to adequately
report on the program:
A. Department, bureau and division
Employee name and classification
Unit number, make, model & qualifying specialized equipment
Employee work site address
Primary residence on record where the City vehicle will be parked
Average number of documented after-hours callouts per month
Whether the employee is part of a rotating callout crew

IOMMOO D

Qualifications to take vehicle home per Sections Xl & Xl or Justification for taking
vehicle home if not compliant with Sections XI & XII

|. Any additional information requested by Fleet Services

Department information for take-home vehicle assignments will be reviewed annually by
Fleet Services Bureau and incorporated into a consolidated report on Citywide take-home
vehicles, which will be submitted to the City Manager by November 30™" annually. Fleet
Services will include information on total participation change, total take-home program
costs, potential savings opportunities and policy compliance. Fleet Services shall maintain
records including signed take-home vehicle reports and department requests for exceptions.

Definitions

Callout - An instance of being summoned on-site, in order to deal with an emergency or to
perform repairs. For the purposes of this administrative regulation, a Callout refers to after-
hours work.

City Business — Any authorized work or activity performed by a City employee or other
person on behalf of the City.

Specialized Equipment — Includes but is not limited to: City badging (identifying City
decals), emergency lighting affixed to the vehicle, City radio, or heavy tools, testing
equipment or parts not easily transported in a private vehicle.

Take-Home Vehicle - A City-owned vehicle permitted to be driven to and from an
employee's place of residence and their assigned work location, for after-hours emergency
response.

Telematics — Or vehicle GPS systems, it is an onboard communication system consisting
of GPS receivers and other data-transfer devices.
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