VEHICLE USAGE DATA ENTRY

1)
It is mandatory on all trips, both short or long one-day trips, and trips requiring extended usage (more than one day), that the driver enters the date of the trip, trip-ending odometer reading, total trip mileage, driver initials, and trip description on the MV3 form provided for the vehicle.  DO NOT SKIP LINES.

2)

For an extended usage trip (more than one day), it is mandatory that the driver 

complete the information stated in number 1 for each day of the trip.  

Example:  If you are leaving the University to travel to a hotel that you are staying at overnight to attend a conference, you must enter the information stated in number 1 when you arrive at your destination for that day of the trip.  When you leave the hotel on the day of your return trip back to the University, upon arriving at the University, you must enter the information stated in number 1 on a separate line.

3)
When using a vehicle for extended travel or on long trips, it is mandatory that you provide the Maintenance Department a copy of the receipt for fuel purchased during your trip. The copy of the receipt is important so that all fuel purchases are recorded by the Maintenance Department on the MV3 form.  You may send a copy of the receipt to the Maintenance Department, noting the date of the trip, and the fleet number of the vehicle used.
4)
Should you notice that the car requires repairs, please do not note this on the MV3 form.  Please enter the information you wish to provide the Maintenance Department to repair the item requiring attention on the Vehicle Checklist Form provided in each vehicle folder.


Should the vehicle you are driving require repair during your trip, the Maintenance Department or University Police Department should be contacted immediately so that the driver can receive instructions on how to handle the situation.

If repairs are made during a trip, a copy of the receipt for the repairs should be provided to the Maintenance Department in the same manner as the purchase of fuel is reported.  

Additional reminder:  

When returning to the University, please do not park the vehicle in the vehicle storage area.  Please park the vehicle between the Maintenance Administration Building and the Receiving Warehouse.  This will assist the Maintenance Department in locating vehicles that return from trips so they can fuel the vehicle and address any maintenance concerns immediately.

