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 ARIZONA DEPARTMENT OF ADMINISTRATION
		     GENERAL SERVICES DIVISION – FLEET MANAGEMENT OFFICE (FMO)
1501 W MADISON  PHOENIX, ARIZONA 85007
(602) 542-4375
	

		
VEHICLE STATUS REPORT

	
Reservation #: ____________________  Reservation Dates: ___________________ - ___________________  

Make: _______________________ Model: _______________________  License Plate: ___________________  Odometer/Mileage: _____________________  

Renter’s Name: __________________________________________ Renter’s Phone:___________________________  Renter’s Agency: __________________



	
ACKNOWLEDGEMENT OF VEHICLE CONDITION

	
Vehicle condition is described below.  Deviations (neglect, damage etc.) will be billed to the agency under AAC R2-15-203(F)(3).

	Initials:


	

	Describe damage (excluding superficial scrapes or dings less than approximately the size of a dollar bill):
Exterior:_____________________________________________________________________________________________________________ 
Interior:______________________________________________________________________________________________________________

	Items
	OK
	Note Discrepancy
	Items
	OK
	Note Discrepancy

	Cleanliness (interior or exterior)
	
	
	Fuel tank full
	
	

	Horn
	
	
	Visible leaks
	
	

	Spare tire/jack stand/lug wrench
	
	
	Wheels/tires
	
	

	Windows/windshield/wipers
	
	
	Other:
	
	

	INSPECTION AND USE

	Statewide Motor Vehicle Safety Policy RMD 16-001 – Provides requirements for individuals who operate vehicles in the scope of employment (i.e., for an operator to have been identified, trained, approved, and possess a valid license).
	Initials:

		OPERATOR RESPONSABILITIES

	Proper Use of a State Vehicle ARS § 38-538.02 – Vehicles may be used for official use only.  Transportation of family, friends, pets, personal weapons or any use not essential to accomplishing official business, is prohibited. 
	Initials:
 


	Distracted Driving – Any activity that could distract a driver from the primary task of operating a vehicle is prohibited. 
	

	No Smoking ARS § 36-601.01 & AAC R2-15-203(F)(5) – No smoking in any state owned vehicles (SOV).
	

	Domicile-to-Duty AAC R2-15-202(B)(1) – Take-home SOVs require written Agency and ADOA Director approval and FMO annual review to remain valid; additional requirements must be met by Agency including maintaining logs of travel.   
	

	Vehicle Incident Reporting AAC R15-203(C)(2-4) – Accident reporting shall: (2) be timely (within 24 hrs), (3) include witnesses’ (i.e. passenger, property manager, etc.) names and telephone numbers and (4) police report (within10 days). 
	

	Out-of-State Travel ARS § 38-626.01 – Agency head may authorize SOV travel into states of the US adjoining AZ.
	

	International Travel SAAM 50-15-2.6 – SOV travel to Mexico requires authorization by ADOA FMO and State Risk.
	

	False Reporting ARS § 38-421 – Falsifying or misreporting routes or odometers could result in criminal prosecution.
	

	FUEL CARD

	[image: C:\Users\111968\Desktop\10 Mile Radius.jpg]Refueling – When within 10 miles of the Capitol area drivers are required to refuel at ADOA or ADOT facilities.  
ADOA Gate Security – The ADOA FMO security gate is open weekdays 5:30 AM- 5:30 PM.  ADOA does not add FMO fuel station access to all state agency cards.  Some State ID cards are not compatible with the system.
Fuel Stations Accepting Voyager – When applicable, Voyager is accepted at every major gas station.
Accurate Mileage Reporting – Agencies may be charged a fee for inaccurate reporting.


	RESERVATION MODIFICATION OR CANCELLATION 

	Extensions R2-15-203(G) – Vehicles shall be returned by date specified, unless extension has been approved by FMO Administrator.
Late Policy R2-15-205 – Fleet Management shall hold a reserved taxi for one (1) hour beyond stipulated time. If the requesting agency does not pick up the taxi or notify the FMO, the request shall be canceled and the taxi dispatched to the next requestor.  
No-Call No-Show R2-15-205 – If requesting agency fails to pick up a taxi, FMO shall bill the agency for one (1) day rental fee.

	Check Out:  I understand that I am expected to read and comply with all statutes, rules, policies and procedures outlined above, as well as applicable to my position, any of which may be amended from time to time.
Print Name:_____________________________________________  Sign:_____________________________________________  Date:____________________ 




Questions, comments, concerns? Contact the Fleet Management Office at (602) 542-3110 or reservations@azdoa.gov DRAFT


Repairs, Towing, or Purchase Approval – Call ADOT (602) 712-7044 Mon-Fri, 6:00 AM-3:30 PM, or 1-877-800-8520 anytime.DRAFT
DRAFT
DRAFT
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DRAFT
DRAFT
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