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Objective:

To describe the guidelines for the assignment of city vehicles for use as Take-Home vehicles by
city employees.

Exemptions: Sworn police officers driving both marked and unmarked vehicles are exempt from
the provisions of this policy and may be assigned vehicles in accordance with the Charlotte-
Mecklenburg Police Department’s department directive for the assignment and use of city
vehicles. Non-sworn employees of the Charlotte-Mecklenburg Police Department are subject to
all sections this policy.

Policy:

The city’s daily operations require the use of vehicles by city employees. Certain positions have
on call and incident response requirements or travel requirements which necessitate the
designation of assignment of city vehicles for after-duty hours and/or commuting use.

1. Permitted Use of City Vehicles:

A. All vehicle operators must comply with the current city policy on Driving
Authorization (MFS 3). City employees may operate city vehicles and other city
equipment for which they possess a valid city driving permit. Non-city employees
performing work for the city or private citizens participating in the Charlotte Area
Transit System’s Vanpool Program may also operate city vehicles if authorized by
the supervising Department Director or their designee.

B. City-owned vehicles shall be assigned and used only in performance of official
duties and not for personal use (except for commuting and incidental stops which
do not add significant time to the trip or cost to the city). Transporting other city
employees to and from work is permissible provided the employee responsible for
driving the vehicle has Department Director approval to transport other employees
to work, and the person being transported lives reasonably near the route normally
taken by the employee to whom the vehicle is assigned.

C. Generally, city vehicles will not be used to transport non-city employees except as
necessary to conduct city business. However, when the vehicle is used by a city
employee for an out-of-town business trip, the spouse or other family members may
ride if approved by the Department Director.



2. Take-Home Vehicles:

Employees may be assigned a city vehicle to take home. Such assignment is for the
convenience of the city and must be made by a Department Director, or their designee.

A. A Department Director shall consider the following conditions for assigning a
city vehicle for take home use:

i.  The job regularly requires the employee to go directly from the employee’s
home to a worksite (and from worksite to home) without first going to a
standard work location and the nature of the employee’s work requires the
use of a city vehicle.

ii.  After normal duty hours, job requirements include one or more of the
following:

1. Use of special vehicle mounted equipment or equipment
routinely carried in the vehicle.

2. Response to emergency situations.

3. Supervision of off-shift employees or contractors on a regular
basis (at least an average of twice a month).

ili.  Public Health and Safety Requirements: When unity of command and 24-
hour emergency response preparedness require a reserve pool of off-duty,
approved staff to respond in an official capacity.

B. Employees who are assigned a city vehicle to take home must pay a commuting
fee to the city as follows:

i. ~ The commuting fee will be computed on a per mile basis for the round trip
distance between the employee’s home and their assigned permanent work
location. (See Appendix A - Procedures for the Assessment of Commuting
Fees)

ii. ~No commuting fee will be due if the employee is assigned an Exempt
Vehicle. The Director or their designee must approve in writing each
exemption to the commuting fee and keep such documentation in the
department, available for audit purposes.

iii.  Ifthe commuting fee paid by the employee is less than the daily commuting
rate established by the Internal Revenue Service, then the difference will be
considered as income (for tax purposes) to the employee.

iv.  The commuting fee is waived on those days that an employee is in “On Call
Pay Status”.
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v.  The commuting fee is determined by the City Manager, or designee.

C. A take-home battery electric vehicle may be assigned to a city employee. As the
city budget allows, and as these vehicles are available, employees may be
compensated a weekly stipend for the costs incurred with charging the vehicle. The
weekly stipend will be processed through the city’s Payroll Unit within the Human
Resource Department. Details for authorization and procedures can be found in
Appendix B - Procedures for Electric Vehicle Charging Compensation.

D. A take-home vehicle may be assigned to a city employee that is part of a carpool
transporting at least three (3) city employees to and from the work location.

E. City vehicles assigned to take home must be parked at a location that is within a
45-mile radius of Charlotte-Mecklenburg Government Center, department’s
headquarters, or applicable service division’s headquarters, either at the employee’s
primary residence or a location approved by the Department Director, or designee.

F. At no time should a City of Charlotte vehicle be parked at any location that may
reflect negatively on the city or that is not consistent with upholding a positive
public image unless it is in line with performance of official duties.

G. Inspecial cases a Department Director may authorize overnight use of a city vehicle
for periods of one week or less.

3. Take-home Vehicle Assigﬁments:

All take-home vehicle assignments must be reviewed and evaluated by the Department
Director or their designee annually during the month of December. A list of take-home
vehicles, including at a minimum Fleet Management identification number, make, model,
and assigned employee, must be sent by each department annually to Fleet Management
during the month of January to be recorded in the City’s Fleet Management software. When
reviewing take-home vehicle assignments, the following conditions should be considered:

A. Current requirements of the job;
B. Productivity;
C. Availability of pool or other City vehicles; and
D. Cost to the City.
Definitions:

1. Special Equipment: Specialized equipment are tools necessary for the performance of official
duties; instruments of communication devices that are mounted on the vehicle; large and bulky
items; or tools, instruments or equipment of such value as to raise the potential for loss and
the resultant liability.

2. On Call Pay Status: Employees are designated as being in “On Call Pay Status” if: (a) they
are required to remain on-call for emergency work during scheduled off-duty hours, and (b)
they have been approved by the Human Resources Director to receive payment for such hours




at the rates established by the City for on call pay from time to time.



3. Exempt Vehicles: Employees who drive the following vehicles are exempt from the
commuting fee and reporting of commuting usage. (IRS Rules as determined by City Legal)

A. Clearly marked police and fire vehicles.

B. Unmarked vehicles used by law enforcement officers.

C. Vehicles designed to carry cargo with gross weight over 14,000 pounds.

D. Bucket trucks.

E. Delivery trucks with seating only for the driver, or only for the driver plus a jump seat.
F. Dump trucks.

G. Flatbed trucks.

H. Passenger buses used as such with a capacity of at least 20 passengers.

I Trucks or vans specifically designed and used to carry heavy tools, testing equipment

or parts if the shelves, racks or other permanent interior construction which has been
installed to carry or store such heavy items is such that it is unlikely that the truck or
van will be used more than infrequently for personal purposes.

Responsibilities and References:

1. Related City Policies include:

A. MFS 3 Driving Authorization

. MFS 8 Vehicle Accident Reporting

B
C. MEFS 16 Fleet & Motorized Equipment Asset Management
D

. MFS 18 Employee Travel and Reimbursements

E. HR 4 Maintenance of a Drug and Alcohol-Free Workplace

F. HR 10 Senior Management Automotive Policy

2. Department Directors are responsible for:
A. determining the assignment of take-home vehicles to appropriate city employees;

B. consulting with the City Attorney’s Office if it is unclear as to if the vehicle
assignment qualifies for the assessment of commuting fees or if the usage will be
exempt;
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C. reporting to HR any staff that are assigned a non-exempt take-home vehicle;

D. reporting to HR any staff who commute in non-exempt city vehicles as
passengers;

E. monitoring vehicle usage;
F. ensuring compliance with the provisions of this policy; and

G. providing Fleet Management notification when a vehicle is assigned as a take-
home vehicle or is removed from take-home designation.

3. During the first week of December each year, the Human Resources Department shall
provide to each Department a list of employees charged the commuting fee, reporting
commuting usage and/or receiving the fixed plus rate. The report will also be generated
and provided to each Department each time the IRS commuting fee changes and will
include the employee’s name, Department, commuting fee deducted and computed
mileage.

Forms and Exhibits:

Exhibit 1 — Rates for Fees and Reimbursement for Vehicle Usage
Exhibit 2 — Non-Exempt City Vehicle Commuting Usage Authorization Form

Exhibit 3 — Non-Exempt City Vehicle Commuting Usage — Quarterly Report Form




Exhibit 1 — Rates for Fees and Reimbursement for Vehicle Usage (Updated
Annually)

CITY OF CHARLOTTE
INTER-OFFICE COMMUNICATION

DATE: December 22, 2015

TO: City Manager’s Executive Cabinet
Finance Liaison Committee

FROM: Sherry Hite
Financial Services Manager

Finance Office

SUBJECT: = City Mileage Rates - 2016

The IRS has established new rates effective January 1, 2016.
Effective January 1, 2016, the following rates are to be used:

Flat Rate Reimbursement for Private Vehicle Usage: fifty-four cents per mile (change from
fifty-seven and a half (57.5) cents per mile)

Commuting Fee: nineteen (19) cents per mile (change from 23 cents per mile)
Commuting Trips: $3.00 per day (no change)
Related, the "Senior Management Automotive Policy"(HR 10) reimbursement rate for out-of-county

business trips will be fifty-four (54) cents per mile.

Please inform affected employees of these changes.

Thank you.




Exhibit 2 — Non-Exempt City Vehicle Commuting Usage Authorization Form

CITY OF CHARLOTTE
NON-EXEMPT CITY VEHICLE
COMMUTING USAGE AUTHORIZATION

Effective EmplDYEG Name
Employee # . whose round trip commting mileage is miles is
hereby authorized to use a non-exempt City Vehicle for commuting purposes pursuant to
City Policy BS52.

Department Head/ Tresignee Date
Effective N

Employee # hereby authorize a weekly payroll deduction as reimbursement to
the City of Charlotte for non-exempt City velicle commuting usage. This amount is based on

round trip mileage of miles from my principal residence to my penmanent place of
business times. Ialso understand that a refund will be made if the days of actual usage are less
than the total days deducted.

Signatore Dafe

Effective » please discontinue the Non-Exempt City Vehicle Commuting Usage
deduction being withheld from the pay of Employee
#

Depariment Head/Thesignee Date

*Amount subject to change by management. No additional authorization required to
change dedaction amount according to new established rate.

For Payroll Use Only:

Miles x Current Rate of X ddayshweek = CARUSE general
deduction




Exhibit 3 — Non-Exempt City Vehicle Commuting Usage — Quarterly Report
Form

Revised 05-01-04 CITY OF CHARLOTTE
NON-EXEMPT CITY VEHICLE
COMMUTING USAGE
Criarter Ending
Empdoyee Name Employee 1D Number
Dale Moath hionth kionth
{ ] [ J { ]
i
2
3
)
5
[3]
7
[
[£]
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
20
27
28
29
30
31
Total Days
Marked
The above marked days are cerified as days on which a nonexempt City vehicle was used by the undersigned
for commuting purposes.
WME _ Department Approval Date
For Payroil Use Only
Days deducted Days marked including "oc™ days
Less: Days marked excluding "oc”™ days » daily rate $3.00
Days owed to employee Total IRS imputed value
x Daily rate Less: Amount paid by employee
[Amount owed to employes IRS imputed value assessment
" Positive figure indicales a refurd due to the empdoyes. Negative figure indicates an addiional amount owed
fto the City.




Appendix A - Procedures for the Assessment of Commuting Fees
. Employees Using Non-Exempt City Vehicles for Commuting Purposes
A. Authorization

1. A Department Director authorizes an employee to drive a non-exempt City
vehicle for commuting purposes and certifies the city employee’s
commuting mileage by signing the Commuting Usage Authorization form.
(Exhibit A2) Commuting mileage is determined by the distance from the
employee’s home to his/her assigned permanent work location.

2. City employee certifies his’/her commuting mileage and authorizes Human
Resources to deduct a weekly amount based on the commuting mileage and
approved cents-per-mile rate by signing the Commuting Usage
Authorization form.

3. The Commuting Usage Authorization form is sent to the department’s
Human Resources Manager who will coordinate with Human Resources
Payroll after it has been completed and appropriately signed.

4, Changes in the commuting mileage or cancellation of the deduction require
anew Commuting Usage Authorization form to be completed and executed.
Employees are required to promptly notify management when a change
occurs in their daily commuting mileage.

B. Reporting

1. Employees report quarterly their usage of vehicles by completing the
Commuting Usage Quarterly Report form (Exhibit 3). Employees check the
days on which they drive the non-exempt City vehicle to and from work. A
special notation (OC) should be marked on days an employee drives and is
in an “On Call Pay Status”. Commuting fee is not charged for days marked

OC.

2. The Commuting Usage Quarterly Report form is sent to Payroll Section of
the Human Resources Department after it has been completed and
appropriately signed.

C. Calculation
L. A deduction established by the authorization form shall be withheld weekly

from the employee’s pay.

2. A refund will be made to the employee if the amount deducted exceeds the
computed amount of usage.
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3. Even though the city is charging for use of the vehicle, IRS still requires the
daily imputed value of $3.00* (round trip) less the amount charged per day
by the City to be applied to the employee’s Federal, State and FICA taxable
wages. FICA taxes will be withheld from the imputed value applied to the
employee’s earnings record. Federal and State taxes will not be withheld.

Please see Exhibit 1, Rates for Fees and Reimbursement for Vehicle

Usage
4, Following are two scenarios which describe the calculation performed by
Payroll.
Scenario 1
Round trip commuting miles 10
Cents / mile rate 24
Days in quarter deducted 63
Days in quarter used 60

Amount deducted by Payroll system.
10x .24 x 63 =§151.20

Amount to refund employee.

10 x .24 x (63 — 60) = $7.20

IRS imputed value.

($3.00 x 60) - $151.20 + $7.20 = $36.00

Scenario 2
Round trip commuting miles 24
Cents / mile rate 24
Days in quarter deducted 63
Days in quarter used 60

Amount deducted by Payroll system.
24 x .24 x 63 = $362.88
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Amount to refund to employee.

24 x .24 x (63 -60)=$17.28

IRS imputed value

($3.00 x 60) - $362.88 + $17.28 = ($165.60)

No imputed value since calculation is negative.

D. Passengers
Employees commuting in non-exempt City vehicles as passengers are not charged

for commuting miles. However, they must complete the Commuting Usage
Quarterly Report form, since the IRS requires an imputed value of $3.00 (round
trip) per day to be applied against their earnings record. FICA taxes will be
withheld.
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Appendix B - Procedures for Electric Vehicle Charging Compensation

Employees Using City Battery ELECTRIC Vehicles for Commuting Purposes

A. Authorization

1. An employee who is assigned a take-home battery electric vehicle (BEV) under
this policy may be eligible to receive a weekly BEV stipend for charging the
vehicle.

2. An employee seeking eligibility for the BEV stipend must submit a completed
and signed BEV Stipend Eligibility Authorization form to the Payroll Section of
the Human Resources Department.

3. Employees receiving a BEV stipend are required to get authorization from their
supervisor before using city-issued forms of payment to pay for fueling.

4. Employees receiving a BEV stipend are required to promptly notify their
supervisor and the Payroll Section of the Human Resources Department if they
have been reassigned to a non-BEV or they no longer take home a city vehicle.
Employees who continue to receive a BEV stipend without being assigned a take-
home BEV may be required to repay the city for such BEV stipend payments.

B. Procedure

1. A BEYV stipend may be paid to eligible employees weekly, as the Council
Adopted budget allows. The stipend amount will be reviewed and adjusted as
needed based on charging and market data. The Payroll Section of the Human
Resources Department will notify all eligible employees of any changes to the
BEYV stipend amount.

2. Employees must charge their assigned BEV such that charging the vehicle for
the employee's commute does not interfere with their ability to carry-out their
duties during their scheduled workday. City employees may charge at home, at
publicly available charging stations, or city property as appropriate. For
guidance on how to charge, please refer to Electric Vehicle Charging 101.




CITY OF CHARLOTTE
BATTERY ELECTRIC VEHICLE
STIPEND ELIGIBILITY AUTHORIZATION

Effective Employee Name

Employee # , is hereby authorized to receive a Battery Electric Vehicle charging stipend
pursuant to City Policy MFS 20, Appendix B. Please note that employees receiving a BEV stipend
are required to get authorization from their supervisor before using city-issued forms of payment
to pay for fueling,

Department Head/Designee Date




