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Administrative Regulation
     
	AR #204

	
	Responsible Department:  
Financial Services, 

Main Ext. 22427

	Subject: Automobile Allowances & Mileage Reimbursement
	Effective Date:

06-1-03

Amended Date:  4/26/06

	Relationships to adopted policies, ordinances
AR#125 Authorization and Operation of city owned & leased motor vehicles 
	Cycle of Review:
Annually 

	Approvals:   

 FORMCHECKBOX 
        Jan Dolan, City Manager                                                      Date approved: _5/24/03______
 FORMCHECKBOX 
        Craig Clifford, Chief Financial Officer                      Date approved:  _5/24/03______  
                                                     


Sec. 1
Purpose 

To provide guidelines for payments and/or reimbursements for the use of personal motor vehicles on official City business.

Sec. 2
Policy
1. Automobile Allowance Authorization – 

a. The Mayor and City Council members shall be responsible for authorizing monthly automobile allowances for themselves and all Charter Officers.

b. The City Manager shall be responsible for authorizing monthly automobile allowances for the Assistant/Deputy City Managers, General Managers and any other city staff member or position, that requires extensive travel to conduct City business or has extensive ‘on-call’ requirements. 

2. Mileage Reimbursement - Those who receive a monthly automobile allowance are not eligible for mileage reimbursement compensation.

All other City staff members authorized by their supervisor to use their personal motor vehicle for Driving on City business can be reimbursed at the current IRS rate per mile.

3. Appropriate license and training – All persons receiving Auto allowances or Mileage Reimbursement shall have a valid driver’s license appropriate to the type of vehicle being driven.  In the event employees have their State of Arizona driver’s license revoked or suspended, the allowance or reimbursement will be suspended.  Employees shall report the revocation or suspension of their driver’s license to their supervisor.  

4. State and Local Traffic Laws – All employees receiving allowance or reimbursement shall comply with all applicable state and local traffic and parking laws.  In the event of a violation of such laws, the driver shall be personally liable for any criminal or civil citation penalty issued (including parking violations).  Compliance with all applicable state and local traffic laws includes, but is not limited to: 

· The driver shall possess a valid Arizona driver’s license.

· The driver and all authorized passengers shall wear seat belts as required by Arizona Revised Code.

5. Accident Reporting - All City employees who operate a City-owned vehicle shall comply with related policies and procedures for reporting of accidents as defined by the Risk Management Division.

6. Fringe Benefit/Non-Cash Compensation Value and Taxation – Per IRS regulations, Automobile Allowances paid under an unaccountable plan (no receipts) must be considered a fringe benefit under federal employment tax laws and the value will be included in the employee’s gross pay.  The value of the allowance will be included as taxable income for income and social security purposes.    

Sec. 3
Responsibilities

1. Employee/Department Management – 

a. Upper Level Department Management must submit requests to start monthly Auto allowance payments, for any position not specifically described above, to the City Manager for approval.

b. Employees must submit Mileage Reimbursement Requests (indicating the business purpose and miles driven) to his/her supervisor for approval.  

2. Financial Services/Payroll – 

a. Collect and maintain central records of all authorized Auto Allowances, make payments and withhold and report employee taxability. 

b. Collect and maintain Mileage Reimbursement records and make reimbursement of this employee business expenditure. 

c. Auto Allowance and Reimbursement records shall be maintained in one location and shall be readily available to the Council and the public upon request.  

Sec. 4
Review Procedures/Responsibilities

· City Manager:  The City Manager shall:

1. Annually review and authorize a list of Automobile Allowance assignments by department/work unit with the Financial Services General Manager.

2. Review and authorize requests to start monthly Automobile Allowance payments for positions as requested by management or Human Resources.

· Upper Level Management:  Upper Level Management or his/her designee shall:

1. Identify all employees who drive on City business and maintain a list of driving positions whether using a City vehicle or their own personal vehicle. 

2. Monitor Mileage Reimbursement expenditures to ensure they do not exceed the department’s annual budgetary limits.

3. Submit requests to the City Manager for Automobile Allowance authorization only after determining that a City Vehicle or Mileage Reimbursement would be unfeasible or unduly burdensome and after considering the volume of City business travel the employee undertakes in the course of carrying out their principal job assignments. 

Supervisors:  Supervisors shall:

1. Prohibit any employee without an appropriate drivers license in his/her possession from driving on City business.  Only those employees who maintain the appropriate driver's license shall be allowed to submit and receive an Auto Allowance or Mileage Reimbursements. 

2. Review the driving records from the Arizona Department of Transportation Motor Vehicle Division (MVD) for individuals recommended for employment for full-time, part-time, permanent, temporary, contract, or volunteer driving positions prior to an offer of employment.  
3. Review the driving record for each employee in a driving position at least once per year.  The employee's driving record must be checked before an employee is promoted, transferred, placed, etc. into a driving position.  An employee who does not have a permissible driving history shall not be promoted, transferred, placed, etc. into a driving position. If a department head requests, the Human Resources GM may approve an exception to this requirement.

4. Immediately remove from a driving position any employee or contracted worker whose license is cancelled, expired, refused, revoked, suspended, or restricted in a manner, which affects the employee's ability to drive on City business.

5. Periodically checking with each employee in a driver’s position to verify that an appropriate license is in the employee's possession. 

6. Prior to approval, ensure that requests for Mileage Reimbursement are accurate and reflect only travel in conjunction with City business.

Employees:  Employee shall:

1. Maintain in his/her possession the appropriate valid driver's license at all times while driving on City business.

2. Maintain vehicle liability insurance in accordance with Arizona statutes. 

3. While driving on City business, comply with all license restrictions issued by MVD. 

4. Immediately notify his/her supervisor of: 

a.
A change in status of his/her driver's license 

b.
An arrest for a violation of any part of the Arizona Revised Statutes (ARS) concerning driving under the influence of drugs or alcohol.  No employee will drive on City business after consuming alcoholic beverages of any other substance that may impair driving.  Any physical or mental impairment affecting the ability to operate a vehicle safely must be reported immediately to the supervisor. 

The notification must be made as soon as the employee becomes aware of the change in status or arrest, and no later than before the start of the employee's next scheduled work shift.

5. Refrain from driving on City business after there has been a change in status of his/her driver's license, even if the cancellation, expiration, refusal, revocation, suspension, or restriction has ended, unless the license has been reinstated.  Proof of reinstatement must be provided to the supervisor before driving on City business. 

6. Be aware of, understand, and comply with federal, state, and local laws and the City policies applying to the operation of vehicles on City business. 

7. Pay all traffic fines, appear for a court date, and maintain financial responsibility (auto insurance).  Failure to do so may result in a license suspension. A driver’s license suspension is cause for discipline. 

Financial Services/Payroll:  Payroll shall:

1. Receive the Mileage Reimbursement forms and process Auto Allowances and Reimbursements according to the payroll schedule for such payments.  

2. Update procedures, forms, and processes each year according to IRS tax law changes.

Sec. 5    Program/Process Controls

· Each department is responsible for budgetary controls over all Auto allowance and Mileage Reimbursement expenditures.

· City Manager is responsible for authorizing Auto Allowances – to be reviewed annually with the Financial Services General Manager.

· Supervisors are responsible for review and approval of all Mileage Reimbursements – to be submitted to Payroll.  

Sec. 6    Procedures

1. Payroll will process authorized monthly Automobile Allowances as part of the bi-weekly payroll process. Authorized value will be split over the first two pay periods within a month.

2. Employees eligible for mileage reimbursement must complete a Mileage Reimbursement form and submit to Payroll for payment processing.  Contractual Workers should submit a Mileage Reimbursement form to Accounts Payable for processing.  See the City Intranet site for an electronic copy of the Mileage Reimbursement form.  

When submitting for reimbursement the form must include:

· Name of employee

· Destination and business purpose of trip

· Date of trip

· Total trip mileage

· Parking costs (include receipts)

· Authorizing signature of the employee's or contractual worker's supervisor

Sec. 7
Definitions/Glossary

· Driving on City Business: The use of a motor vehicle to carry out the duties of the position. Driving on City business includes driving a vehicle owned, leased, rented, or otherwise controlled by the City, as well as the use of a personal vehicle on City business. 

· Driving Position: A job that requires driving a vehicle on City business regularly or occasionally as part of the range of duties. This includes permanent, temporary, full-time, part-time, contract, or volunteer positions requiring driving vehicles on City business.
· On-Call – An assigned time period, outside of an employee’s normal work day, where the employee is not required to remain on City premises but must be available to willingly respond to and/or report to work when called.  Employees that are in on-call status must leave word at home or with City management as to where they may be reached at all times.  
· Upper Level Management:  City Manager, Assistant City Manager, Deputy City Manager, Charter Officials, General Manager, or equivalent department head.  

· Work Place:  The place that is noted in the City’s HR and payroll records as the place where an employee regularly performs his or her normal office functions or reports for duty at the beginning of a shift.
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