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STATE OF MAINE 

INTERIM 

POLICY AND PROCEDURE ON THE USE OF STATE-OWNED VEHICLES 



OFFICE OF 
10 FY 1 74-'75 NO. -------

THE GOVERNOR DATE~M~a~y~2~3,~1~97~5~---

POLICY AND PROCEDURE ON THE USE OF STATE OWNED VEHICLES 

WHEREAS, the State of Maine operates a large fleet of niotor vehicles 
and, 

WHfREAS, it is essential that the public interest in the operation of 
these vehicles be protected, and, 

WHEREAS, in view of the foregoing, it is encumbent on all public 
officials to take appropriate measures to insure the proper utilization of the 
resources of the State. 

NOW, THEREFORE, I , JAMES B. LONGLEY, Governor of the State 
of Maine, do hereby direct all department and agency heads to abide by the 
Pol icy and Procedure on the Use of State Owned Motor Vehicles attached hereto 
and made a part hereof. 

Implementation of said Policy and Procedure on the Use of State Owned 
Motor Vehicles is defined as follows: 

Encl. 

1. Within 30 days of the issuance of the Executive Order, 
each department/agency, which presently operates state­
owned vehicles, shall prepare an implementation plan and 
submit said plan to the Governor and the Commissioner of 
Finance and Administration. 

2. Within 60 days of the issuance of the Executive Order, 
each department/agency shall effectuate the plan of 
implementation. 

Governor 



The aim of ·the State of Maine Policy and Procedure on the Use of State­
Owned Vehicles is to create a uniform policy and procedure on the use of 
state-owned vehicles. Further, it is the objective of this policy to allow 
£or the most effective and efficient utilization of these vehicles. It is 
the prerogative of each department or agency to further restr~ct these 
policies as circumstances warrant. The guidelines once finalized by each 
department/agency should be made available to every employee within that 
department/agency who has a need to operate a vehicle on state business. 
In addition it should be understood by every employee that the operation of 
a state vehicle must conform to all the laws, rules and l""'egulations of the 
State of Maine. 

Any amendments to the Policy and Procedure shall 
Governor of the State of Maineo 

The policies and procedures are listed below: 

be initiated by the 
t:.J () It M f.,,, d /.All--t-' :( :.:;, 

p.e ' Coue;Q f\kl('S o 

l.O Identification 

L 1 Each state-owned motor vehicle shall be properly identified. 

l.2 Proper identification shall be by legal registration plate(s) issued 
by the various State of Maine departments) and attached to the proper motor 
-vehicle. The registration cer-tificate shall be kept in the glove compartment 
of the vehicle. 

1.3 The use of further identification, such as decals, is at the discretion 
of each department/agency. Any such identification must be approved by the 
Secretary of State. 

2.0 Use 

2.1 State vehicles are furnished for use by state personnel exclusively on 
state business and for incidental use related thereto. Occupancy of state·" 
o\med vehicles by persons other than state employees is not permitted except 
when such persons are travelling for the convenience of the state and in 
connection with state business. The Department 1 s head must formally appr•ove 
any use of state vehicles by members of an employee's family; this informa­
~ion must be kept on permanent file. Nothing in this paragraph shall preclude 
the use of state-owned vehicles in emergency situations involving the pre­
servation or protection of life, property or the public welfare, 

3.0 Authorization for Use 

3.1 Department heads or their authorized representatives are responsible for 

4.0 

the assignment and effective and efficient utilization of equipment in their 
respective organizations. 

Storage Policy 

State vehicles shall be stored on state grounds at all times, except as 
provided herein. 

A vehicle may be garaged off state grounds when it is being 
used to transport state employees while on overnight travel. 



4.12 

4.13 

A state vehicle may be gat1 aged off state grounds because of the 
late conclusion of a day's work or in preparation for use the 
next business day~ t-Jhe:r•e it is clearly in the best interest of 
the state to do so. 

The intent of this excer,tion is that travel be accomplished in the 
most efficient and effective manner. When travel on an ensuing bus 
iness day is a substantially shorter• distance from the employee 1s 
residence to the destination that from the typical storage location 
(employee's headquarter's). it .is intended that the employee be allO\oJed 
to store the vehicle at his residence in preparation for that trip. 

A state vehicle may be garaged at an employee's residence when the 
vehicle is an instrumental part of the employee's equipment, need­
ed to fulfill the employee's job function, and the employee is sub­
ject to respond to emergencies involving public protection or safety 
on a 24-hom~ basis o This exception is not meant to include adminls­
tr'ative pe:r•sonnel of agencies involved in pr•otection of the public 
interest. 

This exception is intended to omit from this general policy~ those 
law enforcement personnel regularly assigned to field duty and field 
personnel directly concerned with the maintenance and operations of 
transportation facilities who are frequently called for emergency 
duty during other than regular working hours. 

A vehicle may be garaged off state grounds when there is no space 
available on state grounds. 

4. 2 A file shall be maintained by each depar·tment on those vehicles 11hich fall un·· 
der exception numbers , 12 (on a regula:t" bas is), o 13 and , 14. The follm-ting infor•mat: ion 
shall be included: Registration number of vehicle, type of vehicle, and. job func>· 
tion of those employees who store the vehicle. 

4.3 Any further exception to the storage policy must be approved by the depart 
ment head responsible. A statement, in writing, citing the exception and the jus 
tification shall be for"Warded to the Commissioner of Finance and Administration, 

5,0 Assignment 

5.1 No vehicle shall be assigned to an individual for exclusive use, except where 

5.2 

5.21 

5.22 

it is clearly in the best interest of the state to make such an assignment. 
Assignments may be made on a weekly~ monthly or seasonal basis. 

Criteria for the assignment of a state-owned vehicle shall include the following: 

Materials of Equipment - Any unusual materials or equipment which 
makeup an integral par•t of an employee 1 s ability to perform his 
job function and which would require substantial time to remove 
after each use shall constitute sufficient reason for vehicle 
assignment, provided that the operator meets the mileage and time 
criteria below. 

Job Function - An individual whose job function requires a direct 
response to emergencies involving the public interest and who is 
allowed to store a state vehicle at his personal residence may be 
assigned the exclusive use of a state-owned vehicle. 



5.23 

5.3 

6.0 

6.1 
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Field Per•sonnel - Every effort shall be made to assign a state 
vehicle for exclusive use to any individual who reports mileage 
in excess of 300 miles per Heek or 15,000 miles annually and 
who is absent from his headquarters location on state business 
for at least three days per week durinB the period of assign­
ment. In regard to the absence re(\uirement, it is intended that 
the employee is not at the headqyarters location for a signifi­
cant pa:rt of those days included in the three-day requirement. 

Any passenger vehicle assigned to an individual which is--not utilized for at 
least 13,000 state business miles shall be reassigned to another employee Hho meets the 
mileage criterion or an intradepartmental motor pool. The assignment of state ve­
hicles will be revieHed periodically to assure that they are being properly utilized. 

Record of Use 

Ao.y person using a state~owned motor vehicle shall maintain the appropriate re­
cords required by the ovming/operating agency. Such records shall include at least 
the following information: 

a) Make of vehicle 
b) Year of vehicle 
c) Hodel 
d) Registration plate number 
e) Date of travel 
f) Odometer reading at the start of each day the vehicle is in use 
g) Cost of operation (including fuel~ oil, lube. tires and repairs) 
h) Signature of person operating the vehicle 

This infor'mation shall be made available for audit. 

7.0 Maintenance 

7.1 Maintenance schedules for state-owned vehicles shall comply with those recom-

7.2 

. 7. 3 

7.4 

8.0 

8.1 

mended by the vehicle manufacturer. Whenever possible~ this shall be accomplished 
through the use of state facilities. 

Expenditures for minor repairs and emergency repairs, not to exceed a reason­
able 2mount for each such expenditure~ are authorized during pel~ iods of travel Hhen 
such repairs are required to that the motor vehicle being used may return to its 
assip;ned base, Approval for major emergency repairs must be obtained from a res~ 

ponsible agency official. Repairs are to be paid Hi th a credit card \vhenever possible. 

Purchasinp: of supplies Hill conform Hith the policy of the Bureau of Purchases . 

J\11 state-mmed motor vehicles must receive and pass ·a semi-annual safety check 
by an "Official Inspection Station" as required by the motor vehicle laws of the 
State of Baine. 

Credit Cards 

Credit cards are issued bv the State of Maine throur;h the Department of 
Transportation for use at state facilities and by the commercial supplier with 
with the State has a contract. Credit cards are to be used for motor vehicle 
fuel, motor oil, oil filter changes, lubrications, Hash jobs, tire changes, 
tire repairs and tire mounting. Credit cards are not to be used for tire pur-
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13.2 

-4-

chases, tire tubes~ batteries~ spark plugs~ anti~fr·eeze, chains~ parts and 
accessories. 

All charge slips shall be retu~ned to appropriate business office, 

Responsibil_~ ty _of the Operator:_ 

All persons operating a state-owned motor vehicle must have on his person 
a current, legal motor vehicle operator's license valid for use in the State of 
Maine for the vehicle class being operated. 

Each operator shall immediately report any damage to a state-owned motor 
vehicle by notifying a designated representative of his/her agency. 

Each operator shall advise the appropriate individual as designated by 
the department? in writing) of any vehicle condition(s) that the operator feels 
should receive immediate attention. The designated individual shall clear the 
matter for necessary action upon receipt of such information. 

Alcoholic beverages will not be carried or consumed in State of Maine equip­
ment) including vessels, except as provided for her•ein. This policy does not 
apply to valid shipments in transit~ to evidence or confiscated liquorl to pri 
vate supplies carried as part of baggage. or to possessions of passengers on 
ferry service vessels. 

Firearms 

Privately~owned firearms shall not be transported in state-owned equipr:1ent 
unless specifically authorized~ in writing, by the various departments' commis­
sioners or agency heads. 

~ecurity and ~afety 

State vehicles shall be locked v1hile left unattended; and safety belts should 
be utilized, when available, by all vehicle operators and passengers. 

Accident Reporting 

Any accident involving the use or operation of a state-mmed vehicle must 
be reported immediately to the appropriate agency supervisor and to the Maine 
Insurance Advisory Board regardless of apparent fault, degree of personal injury 
or property damage. Any accident involving $200 of property damage· in aggx•egate 
or any degree of bodily injury must be reported to the local policy authority 
having jurisdiction by the quickest.means of communication, and to the Department 
of Secretary of State within 48 hours. 

The operator of a state-owned motor vehicle involved in any accident shall 
complete the Driver's Accident Report. In the event that the operator is unable 
to fill out the Driver's Accident Report, the authorized operator's supervisor 
shall complete the accident form. The data recorded on the Drivcr 1 s Accident 
Report is to be used in filing a Formal Notice of Accident; the Formal Notice of 
Accident shall be kept on permanent file. 



14.1 

15.1 

15.2 

16.0 

16.1 

16.2 

Location and Indentification of ired Haterials 

The following shall be kept in the glove compartment of the vehicle: 

1) The official registration certificate for the vehicle. 

2) Driver's Accident Report forms. 

3) A current list of individuals to contact as needed. 

a) The responsible official to contact in case of an emergency. 
b) The motor vehicle record form. (Unless it can be kept at a 

more convenient location) 
c) The Maine Insurance Advisory Board. 

General Comments 

It should be noted that the State purchases Comp:r'ehensive Automobile 
Liability Insurance coverinp; the use and operations of all state~owned vehicles. 
Insurance coverages include Bodily Injury, Property Damage, Excess Medical 
Payments, Non-owned and Hired Care coverages. If an explanation of the coverages 
provided is desired, contact the Maine Insurance Advisory Board. 

It should be noted by those individuals who operate their personal ve­
hicles on state business, that it is the employee's absolute responsibility to 
obtain such insurance protection as his per•sonal or business needs may require$ 
The employee's personal insurance is primary coverage in the event of any 
accident Hhether· on state or• personal business. 

Within 30 days of the issuance of the Executive Order adopting this Policy 
and Procedure, each department/agency, which presently operates state~oHned ve­
hicles~ shall prepare an implementa~cion plan. The impact of the storage and 
assignment policies shall be specifically noted in the implementation plan. 
Plans shall be submitted to the Governor and the Commissioner of Finance and 
Administration within 30 days. 

Within 60 days of the issuance of the Executive Order, each department/ 
agency shall have effectuated the implementation plan. Any request to extend the 
implementation period due to an excessive hardship to an employee shall be su.l)·· 
mitted within the 60 day period to the Commissioner of Finance and Administration 
for review and disposition; detailed justification must be provided. 


