P & P: General - Vehicles

VEHICLE POLICY

GENERAL

The Manager of Field Operations (MFO) will ultimately be responsible for all vehicles and equipment assigned to their field office. They will familiarize themselves with all regulations in their province that may affect the use of vehicles or equipment and will ensure that these regulations are followed by field staff at all times. They will also ensure that proper programs of preventative maintenance exist to ensure that all vehicles and equipment are in safe operating condition.

VEHICLES

DU does not wish to own any more vehicles than necessary. Employees are expected to supply their own vehicles to carryout out their day to day work. This a condition of employment. The exception will be employees required to operate full size 4WDs.

VEHICLES – EMPLOYEE-OWNED

Employees are required to supply a vehicle to carry out their day to day work if it is required in the normal course of their position. Exception are 4WD, full size vehicles which will be at the discretion of the employee and MFO.

Employee-owned vehicles are reimbursed at current government rates or three-tier rate. Suggestion: Call Canada Customs & Revenue Agency (CCRA) for appropriate IT Bulletins. A tax accountant may be of benefit. DU can not offer advice. Each situation will be different.

The vehicle reimbursement (kilometers and money) is recorded on each employee’s Web location. The onus is one the employee to ensure this record fairly represents payments made to him/her.

Employees are reminded to check their automobile insurance policy to ensure they are properly covered while they are on business use. Many policies restrict the operators to personal use only. It is the employee’s responsibility to ensure that their automobile insurance policy properly covers them while they are on business use.

The vehicle must be capable of doing the job. The MFO will make the final decision.

Employees can only change from one system to another on January 1 of the year.

VEHICLES – EMPLOYEE-OWNED – THREE-TIER

Those employees wishing to claim these rates should obtain the permission of the MFO prior to using their vehicle, and should follow normal expense account procedures.

TIER I – indicates the rates paid for mileage from 0 – 18,000 kilometers.

TIER II – indicates the rates paid for mileage from 18,001 – 24,000 kilometers.

TIER III – indicates the rates paid for all mileage over 24,000 kilometers.

Mileage is accumulated from January 1 to December 31.

There are two categories for each level. Newer refers to vehicles less than 4 model years old and older to vehicles 4 model years or older. The model year of a vehicle changes on January 1 of the year. In the calendar year ended December 2000 all vehicles from 1997 to 2000 are considered newer.

1. The company will provide tool boxes, canoe racks, and hitches, as required, with the approval of the MFO.

2. The Company will pay for all towing of stuck units, but will not pay for towing units because of breakdown.

3. Insurance deductible will be paid by the employee in the event of an accident.

4. The Company will provide pool or rented units during repairs, if necessary, but these occurrences must be reasonable. No personal use of pool vehicles is allowed.

5. Revenue Canada requires a trip diary to be kept – the Company will supply a two-part diary which must be attached to the expense account.

6. MFOs should ensure drivers operating their own vehicles are providing business use insurance. The minimum coverage must include $1,000,000 Third Party Liability, but due to increased risk, it is suggested that employees increased their coverage to $2,000,000. 

7. If an employee changes job function/classification, it may result in the employee owning a vehicle that is not recommended for the new position. The employee will have one year from the effective date of the new position to replace his vehicle with an approved type. The employee will be entitled to the rate of the previous job function/classification until he replaces the vehicle (maximum one year). If, after a year, the employee chooses to continue to operate his old vehicle, he must obtain the MFO’s approval and upon receiving approval will be reimbursed at the lesser rate of his new job function/classification and the level of the vehicle being operated.

8. The Per Kilometer rate includes occasional towing of light utility trailers. Pulling a single snowmobile (ATV) is not eligible for towing rates. Should an employee be required to tow a small airboat (less than 16 feet) or two snowmobiles or ATCs on the same trailer, he may claim Category #1 towing rates. If he is required to tow a large airboat (over 16 feet) or a heavy-duty flatbed with a load, the employee may claim Category #2 towing rates. The rates are:

	Province
	Category 1
	Category 2

	
	
	

	British Columbia
	$.020
	$.030

	Alberta
	.015
	.025

	Saskatchewan
	.015
	.025

	Manitoba
	.015
	.025

	Ontario
	.015
	.025

	Quebec
	.020
	.030

	Maritimes
	.020
	.030


9. Employees will be reimbursed for the lower of the rate payable for the vehicle entitlement of their position category or the rate of the actual vehicle driven. If an employee supplies a different vehicle than the entitled vehicle, the MFO must approve it.

10. The vehicle we are reimbursing should be available each working day.

11. Whenever there is a change in the employee’s vehicle or the employee’s status, a three-tier request/change form approved by the MFO must be completed and sent to Head Office.

12. If during the year a newer vehicle replaces an older vehicle the year to date kilometers revert to zero for the year. This is the only exception.

13. Every position is entitled to LEVEL 1 unless approved otherwise by the MFO. It will be the responsibility of the MFO to determine the appropriate category for each employee. The DRO will have final approval, if necessary.

TYPE OF VEHICLES

LEVEL 1
Car, Wagon, Mini Van

LEVEL 2
Compact truck, 4WD Mini Van

LEVEL 3
Full size truck, 4WD Compact truck

LEVEL 4
4WD full size truck

The monies received for three-tier rate is a taxable benefit and will be included on T4s. A T2011 will be required to be completed annually. Vehicle expense can be deducted. Keep good records and receipts.

VEHICLE – EMPLOYEE-OWNED – GOVERNMENT RATES

1. DU will pay based on the current government rates.

2. Rates are paid from January 1 – December 31.

3. The employee is expected to provide a vehicle that is capable of doing the job.

4. According to Canada Customs & Revenue Agency (CCRA), no additional monies can be paid above the government rates (or they become taxable). Therefore, towing rates will not be paid.

5. The Company will provide tool boxes, canoe racks, and hitches, as required, with the approval of the MFO.

6. The Company will pay for all towing of stuck units, but will not pay for towing units because of breakdowns.

7. MFOs should ensure drivers operating their own vehicles are providing business use insurance. The minimum coverage must include $1,000,000 Third Party Liability, but due to increased risk, it is suggested that employees increase their liability coverage to $2,000,000. 

8. Insurance deductible will be paid by the employee in the event of an accident.

9. The Company will provide pool or rented units during repairs, if necessary, but these occurrences must be reasonable. No personal use of pool vehicles is allowed.

10. CCRA requires a trip diary to be kept – the Company will supply a two-part diary which must be attached to the expense account.

11. If an employee changes job function/classification, it may result in the employee owning a vehicle that is not suitable for the new position. The employee will have one year from the effective date of the new position to replace his vehicle with an approved type.

VEHICLES – COMPANY-OWNED

Pool vehicles should be specialized vehicles (full size 4WD) and/or be available to staff who require vehicles on a short term basis (summer students). The purchase of these vehicles may be approved by the DRO.

Employees are expected to maintain the vehicles they operate in a safe condition at all times.

ORDERING PROCEDURES – COMPANY VEHICLES

Responsibility for the actual purchase of company vehicles rests with the MFO or equivalent. These requisitions should have been reflected in budget submissions for the year the purchase is to be made. All vehicles ordered will be assigned a DU unit number by Head Office and will be charged to the Field Office where the new vehicle is to be stationed.

NEW VEHICLE INSPECTION – COMPANY VEHICLES

Before any dealer’s receipt voucher is signed, the new vehicle should be inspected to ensure all options are as ordered. Should there be any discrepancies between the bid and the vehicle as delivered by the dealer, the MFO should be notified immediately.

SALE OF COMPANY VEHICLES

Where a used vehicle is not required in some other area or where a vehicle is being taken out of service completely, the MFO will dispose of the vehicle in the most efficient manner.

In the event the vehicle is not used as a trade, the vehicle will be advertised for sale to the general public. It must be stipulated that all sales are final and on an “as is, where is” basis. The highest or any bid will not necessarily be accepted by the Company. Payment must be made immediately either by cash or certified cheque to Ducks Unlimited Canada upon the Company notifying the successful bidder. GST is to be collected on the sale. All company procedures involving the sales of assets must be followed (see Capital Assets - Disposal of Capital Assets).

VEHICLE TRIP DIARIES – COMPANY VEHICLES

Vehicle trip diaries will be supplied for all company vehicles. The trip diary remains with the vehicle. It will be the responsibility of the operator to ensure that proper and accurate entries are made.

The trip diary is used as follows:

a) one copy to stay in the book

b) one copy to be kept in the Field Office

