Vehicle Use Sheets
1.
You must fill out the Vehicle Use Sheet for each trip even if you do not purchase gas.

2.
A trip shall be defined as leaving the office and returning to the office.

a.       If you leave early and do not return until late and you make multiple stops, you do not have to write down each and every stop.  However, at a minimum, you must write down the farthest destination and including the beginning and ending mileage.

b.      Failure to fill out Vehicle Use Sheets may result in the loss of driving privileges. 

3.
You must fill out all sections of the form i. e.; name, date, destination, purpose, odometer readings. When fuel is purchased, enter total gallons, total cost and odometer reading.

4.
Attach all receipts to the Vehicle Use Sheet and send to the Finance Department at the end of each trip.

a.       If a vehicle is assigned to you specifically, you may send Vehicle Use Sheets and receipts in weekly. However, Vehicle Use Sheets still must be completed for each trip.

b.      Please keep a copy of all Vehicle Use Sheets and receipts that you send to the Finance Department.

5.
If you have any questions please feel free to call the finance department 493-1600.
6.  Gas Receipts that are turned in without a Vehicle Use Sheet will result in a payroll deduction.

