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State Car Requests and Procedures 

 

Facilities has a limited number of fleet vehicles for employee use.   

With the exception of the 12 & 14 passenger (SGO and Athletic related) vans, it is first come, first serve.  

If the SGO/Athletic vans are scheduled for a non-SGO/non-Athletic related function and an official 

SGO/Athletic event needs to utilize them, they have the right to bump up to 72 hours before a scheduled 

departure.  See SGO van guidelines form for more details.  Located in the V: drive –Facilities - Car 

Request folder   

 

Requesting a Vehicle: 

A State Car Request form must be filled out, and signed by the supervisor 5 days in advance and 

submitted to carrequests@morrisville.edu before you plan to travel.  You will need Cabinet approval 

PRIOR to submitting requests for any overnight/out of state travel.  There is absolutely NO penciling 

in, so please don’t ask. The request will be denied if the procedures are not followed. 

   

Use of Vehicles: 

If vehicle isn’t picked up within 24 hours after requested pick-up time, Facilities has the right to 

reassign to someone else. Vehicles must be returned to Facilities by the return date and time to allow the 

next scheduled person to utilize it and must be returned in the same condition as when received (clean, 

fueled, etc.) 

 

Each vehicle is equipped with:    

 1-Vehicle mileage sheet – This must be filled out by each employee utilizing the vehicle each 

time it is used. 

 2- Credit card for gas-   Each state employee has their own PIN number.  Please contact Tara 

Becker in Facilities by email @ beckertl@morrisville.edu (please ask well in advance of leaving 

campus) or the Business Office for new PIN/or reminders  #’s.   Gas card receipts should be submitted 

to the Business Office by the employee using the card.   Do not leave receipts in the vehicle. 

 3-ARI Fleet Maintenance is our emergency vehicle repair (similar to AAA).  There is a card in 

each fleet vehicle for off campus travel.  This is inside of the gray metal clipboard.  If you have any 

issues while traveling and ARI is unable to assist, please call CHP at x6074 for assistance.  They will 

call someone in Facilities that is able to assist you. 

 4- EZPASS.  This pass is only for the vehicle it is in (no switching).  Employees are reminded 

that you need to respect the speed limits in force at every toll.  (Limits do vary and they WILL contact 

us if not in compliance).   

 

Policies: 

Employees are reminded that these vehicles are for State use only.  Only State employees should be 

riding in these vehicles. 

 

A driver’s license number is required to be on file (and on each car request) and will be periodically 

checked.  

 

We ask that the vehicle come back in the same condition  as when it left our lot. (No McDonald’s 

garbage etc. please) No mud or excessive dirt. These are travel vehicles, not field vehicles. If a vehicle is 

mailto:carrequests@morrisville.edu
mailto:beckertl@morrisville.edu


 

Page 2 of 2 

 

returned in poor condition it will be taken out of service until it can be reconditioned/detailed, which 

adversely affects everyone. 

 

If you have an accident, it needs to be reported ASAP.  All accidents should be reported to University 

Police at x6410 (if on campus) local PD otherwise, your supervisor, the Business Office and Facilities. 

You are also required to fill out an MV-104 form (http://dmv.ny.gov/forms/mv104.pdf) for the college.  

If you are away from campus and have an accident, the local authorities for that area need to be 

contacted.  They should do a report and a copy should be given to you.  This report should be sent to the 

Business Office and University Police when you return to campus. 

Any of the following may result in vehicle privileges being revoked for a year: 

• Repeated abuse of vehicle procedures and policies 

• Two vehicle accidents within 12 months  

 

Pick-up and Drop-off Times:  

We are open from 7am-3pm M-F to dispense fleet vehicle keys. University Police will not be issuing  

vehicle keys after hours, & facilities staff will not allow a vehicle to be picked up outside of these hours 

Keys returned after hours can be dropped in the key slot near the rear loading dock entry doors.   

Privately owned vehicles can be left in the parking lot to the south of the building toward the fence, not 

behind the building.   

 

COVID Related Information added 9/13/21: 

 

There are currently no capacity limits with fleet vehicle use.  However, this may change at any time and 

with/without notice.  It is required that all individuals where a mask while inside the vehicle.  No 

exceptions.   
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