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Purpose
To establish guidelines for vehicle and cellular telephone allowances and the use of take-home vehicles and City-issued vehicles and cell phones.                                                                                                                                                                                                                                                                                                                                                                          
Policy
Designated employees shall be authorized to take home City owned vehicles and/or receive vehicle allowances.  Designated employees shall be authorized to use a city-issued cellular phone or receive a cellular phone allowance.  
Coverage
This policy applies to all persons occupying the positions described below.
1. The Chief of Police, Police Captain, Police Detective and K-9 Officer are authorized to take home City-issued police cars because they are expected to respond to emergencies 24 hours a day, as needed.  These vehicles are to be used for travel to and from work and for work-related activities and not for other personal use unless the individual expects that he or she may be called into work.  
2. The Public Works Director is authorized to take home a City-issued pickup truck because he or she is expected to respond to emergencies 24 hours a day, as needed.  This vehicle is to be used for travel to and from work and for work-related activities and not for other personal use unless the Public Works Director expects that he or she may be called into work (e.g., snow is imminent).  
3. The Maintenance Crew Leaders are authorized to take home  City-issued trucks because he or she is expected to respond to emergencies 24 hours a day, as needed.  This vehicle is to be used for travel to and from work and for work-related activities and not for other personal use unless the individual expects that he or she may be called into work (e.g., snow is imminent).
4. The City Manager shall receive a $100 per month vehicle allowance to cover travel expenses in Hamilton, Clermont and Warren Counties.  This stipend is pursuant to Resolution 2014-73.
5. The Assistant City Manager shall receive a $100 per month vehicle allowance to cover travel expenses in Hamilton, Clermont and Warren Counties.  
6. The Zoning and Economic Development Specialist shall receive a $100 per month vehicle allowance to cover travel expenses in Hamilton, Clermont and Warren Counties.
7. The Clerk of Council shall receive a $100 per month vehicle allowance to cover travel expenses in Hamilton, Clermont, and Warren Counties.
8. The Assistant Finance Director shall receive a $30 per month vehicle allowance to cover travel expenses in Hamilton, Clermont, and Warren Counties.
9. Employees listed in Paragraphs 1 and 2 may use their City-issued vehicle for approved travel outside Hamilton, Clermont, Warren, and Butler Counties for work related training, conferences, meetings, and functions.  If the employee has been issued a City credit card, it should be used to pay for necessary refueling while traveling.  Fuel charges made with personal credit cards will be reimbursed with appropriate receipts pursuant to the City’s Use of Credit Cards policy.  Employees do not receive mileage reimbursement when driving a City-issued vehicle.
10. Employees listed in Paragraphs 3-5 will be reimbursed at the then current IRS mileage rate for work related travel outside of Hamilton, Clermont, Warren, and Butler Counties, provided it is approved in advance.  
11. Employees receiving vehicle allowances are expected to have a vehicle available for use. Employees receiving a vehicle allowance shall have and maintain liability insurance coverage of at least $100,000 per person and $300,000 per occurrence.
12. Only employees designated in this policy shall be permitted to take home a City vehicle or receive a vehicle allowance except with prior written approval of the City Manager.  The Chief of Police may, without prior approval from the City Manager, authorize police officers to take a police vehicle home at the end of a shift if and only if they have court the following day and the City and employee benefit from the officer going directly to court rather than returning to the Safety Center.  Should an officer be authorized by the Chief of Police to take home a police vehicle, the police officer shall use the City vehicle only for transportation to and from court.  
13. The following additional provisions apply to employees who use a City-owned vehicle:
a. To qualify for personal use of a vehicle to commute between home and work, all of the following conditions must be true:
i. The vehicles are owned or leased by the City and are for City business;
ii. The employees are required to commute and from work in the vehicle for reasons unrelated to employee compensation, such as the need to be available to respond to emergency calls from home;
iii. The City believes that, except for allowable exceptions under Section 10.b. of this policy, the authorized employees do not use the vehicle for any personal purpose other than commuting; and
iv. The City accounts for the commuting use by including an appropriate amount in the employee’s gross income for tax purposes.
b. The City is required to determine the value of an employer-provided vehicle for personal purposes and add the value to the employee’s wages as reported on his or her W-2.  Separate records of business and personal use (including commuting) are required.  If the records are not provided by the employee, the value estimated for the entire year of using the automobile for personal use will be added to the employee’s gross income.
i. The City will use the commuting value option approved by the IRS, where the commuting value will be assessed at $3.00 per day (or $1.50 per day for a one-way commute) for each day that the vehicle is used for commuting.  Calculations will be made on a quarterly basis based on the number of days commuted, and the calculated amount will be added to the employee’s gross taxable income.
c. The use of a qualified, nonpersonal-use vehicle, including commuting, is excludable from the taxable income of the employee.  This applies only to employees driving the following vehicles:
i. Clearly marked police vehicles if:
1. The employee is always on call;
2. The employer must require the employee to use the vehicle for commuting; and
3. The employee cannot use the vehicle for personal use outside of the City, other than for commuting.
ii. Unmarked vehicles used by law enforcement officers if the use is officially authorized.  This means that:
1. The employer must officially authorize the use;
2. The personal use my be incidental to use for law-enforcement purposes;
3. The employer must be a government unit responsible for the prevention and investigation of crime, and of course, the Loveland Police Division meets this latter test.
iii. Qualified, specialized utility repair trucks.
iv. Any vehicle designed to carry cargo with a loaded gross weight over 14,000 lbs.
v. A passenger bus with a capacity of at least 20 passengers used for its specific purpose.
vi. Construction or specially designed work vehicles, such as bucket trucks, dump trucks, forklifts, garbage trucks, or cement mixers.
d. The City Manager shall designate which positions shall receive a City-issued cellular phone, and shall also designate which employees shall receive a stipend of $50 per month toward the cost of a personal cell telephone based on the need to be able to reach these employees outside of normal work hours.  The City Manager shall provide a list of employees to receive this stipend to the Assistant Finance Director, and may modify that list from time to time based on operational needs.  Any employee who receives a stipend must contract for cell telephone services individually, provide the City with the cell telephone number, and maintain a reliable cell telephone that can be reached at the employee’s home and places of travel.
14. The Public Works Director, due to call volume, is authorized to receive $100 per month for cell phone stipend should the Public Works Director take a stipend.

15. City-issued cell phones shall be used in strict compliance with the City’s Equipment Use policy.
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Approved by:


________________________






David Kennedy, City Manager

Effective Date: 

November 23, 2009



Amended


March 11, 2015


1936984.2
(Cross references: Resolution 2014-37, Ordinance 2009-24, Use of City Credit Card Policy and Equipment Use Policy)

Vehicle and Cell Phone Allowances, 


Use of Take-Home Vehicles
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