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UTHSC-H of Texas Health Science Center at Houston

Institutional Vehicle Fleet Management Plan

“Fleet Plan”

Overview:  The purpose of this Fleet Plan is multifold including but not limited to the establishment of rules, policies and procedures for the effective and efficient use of the Institutional fleet; compliance with required components of the State Vehicle Fleet Management Plan; reduction in costs of the maintenance of the Fleet; and a clear delineation of accountabilities and guidelines for all individuals associated with driving or operating UTHSC-H vehicles. The primary goal is to manage a responsive transportation service to support the mission of the UTHSC-H.

Current State:   UTHSC-H currently consists of a fleet of 80 vehicles; 23 vehicles are leased and 57 are owned (28/72 split).

•
Of the leased vehicles, 7 are between 1997-2000 and 16 are between 2001-2003 in age.

•
Of the owned vehicles, 2 are prior to 1986; 7 are 1988-1990; 20 are 1991-1994; 15 are 1995-1998; and 13 are 1999-2000 in age.

•
Auxiliary Enterprises has 16 vehicles; Facility Operations has 9 vehicles; Remodeling Services and UTPD each have 8 vehicles; Human Genetic Center and HCPC each have 6; RAS and EH&S each have 4 vehicles; Animal Care has 3; Capital Assets, DBB, HRC, Information Services, Procurement and Surgery each have 2 vehicles; Community Outreach, Graphic Communication, MSI, and PBS each have 1 vehicle.

•
Fifty-five vehicles run exclusively on gasoline, three on diesel, and eighteen propane & gasoline. Two vehicles are capable of running on Compressed Natural Gas (CNG) & gasoline. Two vehicles are capable of running on electricity, and of the two vehicles one is capable of running on gasoline. Of the eighteen vehicles capable of running on propane, currently only seven (7) run 100% on propane. 

· Thirty-four vehicles were acquired with state appropriated funds; forty were purchased via local funds; four purchased with federal funds and two purchased with private funds.

THE FLEET PLAN

The Executive Director for Environmental Health & Safety (“Fleet Manager”)
 has been appointment as the individual specifically responsible for management of the institution's fleet, empowered, with executive approval, for decision making and responsibility over:

•
vehicle purchasing, replacement and disposal

•
maintenance and repair

•
vehicle assignment and use 

•
review reported inappropriate use of state vehicles

· observing and enforcing statewide fleet management policies and procedures

Vehicles Purchased Using State Appropriated funds

As of December 30, 2003, UTHSC-H had 34 vehicles purchased wholly or partially using state appropriated funds. This number represents the cap of this portion of the Institutional fleet. If vehicles are determined to be “excess” this cap number will be reduced. In any case, the capped number can only be increased by a wavier exception from the Office of Vehicle Fleet Management (OVFM). 
The determination of excess vehicles will be based on the following criteria:

· Minimum use criteria to be reported quarterly beginning FY 2001 - 1750 miles quarterly 7000 miles annually; FY 2002 - 2250 miles quarterly 9000 miles annually; and FY 2003 - 2750 miles quarterly 11000 miles annually. UTHSC-H will have 30 days from the quarterly OVFM report date, beginning October 30, 2001, to submit written justification for those vehicles failing to meet minimum mileage criteria not limited to:

· How does the vehicle help accomplish the mission of the agency? What services are provided? What is the core function of the vehicle and how does it relate to the agency core function?

· If the vehicle is campus-based or used primarily in a confined area, how many trips per day or days per month is the vehicle used? How many passengers per month are carried?

· What is the cost to rent or lease a comparable vehicle for the same number of days or trips compared to the cost of ownership?

Vehicles with a manufacturer’s Gross Vehicle Weight Rating (GVWR) of more than 8,600 pounds are exempt from this process. 

If any vehicle is identified as excess and a wavier is not granted, then that vehicle must be disposed of and cannot be replaced. 

Vehicle Assignment and Motor Pool Procedures:  

A.
UTHSC-H’s motor pool will consist of all vehicles that have been purchased with state-appropriated funds and that are not otherwise assigned to field employees or individuals. UTHSC-H will identify opportunities for reduction or consolidation (when logical).

B.
Pooled vehicles will be available for check out on an as-needed basis by those individuals with a valid Texas driver license and who are currently employed by the UTHSC-H and have been cleared in accordance with applicable policies regarding motor vehicle record evaluations. 

All UTHSC-H Vehicles Regardless of Funding Source

It is the desire of UTHSC-H to seek opportunities for consolidation or pooling of the Institutional Fleet. The Fleet Manager will be investigating these opportunities on behalf of UTHSC-H. Following are components that all vehicles are subject to regardless of the purchasing funding source.

Minimum vehicle replacement goals: 

Typically UTHSC-H will attempt to replace vehicles every 6 years or 100,000 miles, whichever comes first. The majority of UTHSC-H vehicles are used for campus use only. Therefore, utilizing models developed in the private sector to evaluate vehicles for replacement candidates, Environmental Health & Safety (“EH&S”), including Procurement, will determine if it is in the best interest of UTHSC-H for a vehicle to be replaced.  At minimum, variables such as life usage (mileage or hours of service) and lifetime maintenance record will be considered in arriving at a decision.

Fleet fueling policy:
•
It is mandatory to use a state retail fuel contract; fuel cards will be issued for a specific vehicle, not for individual drivers.

•
Unless specifically prohibited by manufacturer warranty or recommendations, all vehicles on gasoline shall use regular unleaded gasoline.

•
Vehicles capable of using alternative fuels will use them exclusively except:

–
where and when alternative fuel is not available.

–
the range of the alternative fuel is insufficient to complete a round trip, in-which case the alternative fuel will be used first.

–
when the alternative fuel costs more than conventional gasoline or diesel.

–
when conversion equipment is not working or is unsafe to operate, in which case timely repairs or inspections shall be made so that the vehicle may continue to operate on the alternative fuel.

–
when operating exclusively on an alternative fuel is contrary to the vehicle manufacturer or alternative fuel conversion equipment vendor recommendations.

•
All employees will use self-service islands when refueling at retail fueling stations, unless there are ADA issues.

Vehicle use, fuel and maintenance reporting:

UTHSC-H is required to submit fleet data to OVFM. Current reporting requirements will remain in effect until March 1, 2001. Beginning March 1, 2001 UTHSC-H must capture the over 68 data elements listed in Appendix A. It is the responsibility of the department head to assure compliance and submission of monthly reports to EH&S Attn: Mauricio Torres. 

Maintenance requirements:

EH&S will maintain a maintenance database on all Institutional vehicles. Although the cost of maintenance is the direct responsibility of each department, EH&S will track and report timing of preventative service including but not limited to:

· rotate tires at manufacturer-recommended intervals and require drivers to inspect tire pressure weekly

· replace brake pads and shoes before they wear disks or drums

· A local agreement is in place for service and repairs with a “one-stop” shop including preventative maintenance, state inspections and minor repairs

· track vehicle and parts warranties to achieve maximum savings on maintenance and repairs

· change oil and fluids at manufacturer-recommended intervals

· Never overload vehicles.  Always stay within the manufacturer’s gross vehicle weight guidelines.  Overloading vehicles stresses body parts and can be dangerous, as well as harmful to the vehicle.

New Vehicle Acquisitions:
According to the provisions of SB 200, all vehicles purchased after September 1, 1991, must be capable of using alternative fuels. "Capable of Using" means vehicles that are dedicated to alternative fuel use by original equipment manufacturers or conventional gasoline or diesel vehicles for which an alternative fuel conversion system is approved for sale and installation in the State of Texas. A 50% compliance goal remains in place for the UTHSC-H fleet.

The following are alternative fuels that may be used to meet this requirement: 
· Compressed Natural Gas (CNG) 

· Liquefied Natural Gas (LNG) 

· Liquefied Petroleum Gas or Propane (LPG) 

· Methanol (or M-85, a blend of 85% methanol and 15% gasoline) 

· Ethanol (or E-85, a blend of 85% ethanol and 15% gasoline) and 

· Electricity

Procedure to purchase or lease a new vehicle: 

1. Contact Procurement to discuss vehicle replacement, funding, trade-in, and desired vehicle.  Procurement will work with requesting department to validate whether or not vehicle can be leased in accordance with UTHSC-H local contract.  If vehicle is to be purchased, requesting department is to contact Procurement to validate whether or not vehicle can be purchased off the State of Texas Automated Term Contract #A070-A1, #070-A2, or #070-A3.

2. Complete a vehicle request form, provided via the web, and forward to Fleet Manager for approval. Further paperwork may be required depending on fund source (local/State) and desired vehicle type (alternative fuel/standard). 

3. Approval from Fleet Manager. 

4. Possible approval from State Fleet Manager if alternate fuel waiver is requested. The following are the four types of waivers:

· 90-Day Hardship Waiver

· B-1 Lack of Refueling Facilities Waiver

· B-2 Life Cycle Cost Benefit Analysis Waiver

· B-3 Lack of Vehicles or Necessary Equipment Waiver 

The B-1, B-2, and B-3 Waivers may be issued for up to 24 months.

5. In cases of leasing a vehicle, meet with the vendor and discuss lease pricing – UTHSC-H Buyer must be involved. 

6. In cases of purchasing a vehicle, the requesting department should enter a Requisition into the Financial System. 

7. If the vehicle is to be purchased and is not on the State of Texas Automated Term Contract, Procurement will solicit appropriate invitation to bids, evaluate and award the contract for the purchase of the new vehicle.

8. If the vehicle is to be leased, the vendor prepares a contract for the vehicle lease for the UTHSC-H Buyer to sign which must include required information for Fleet Data reporting

9. Insurance notification, data recorded for reporting, and drivers’ approval verified through EH&S must be completed. 

10. The vendor and UTHSC-H Buyer will coordinate the delivery of the new vehicle. At the time of delivery, the UTHSC-H Buyer will conduct a general inspection of the new vehicle to ensure the accuracy of acquisition. 
11. Upon arrival of the vehicle, the Fleet Coordinator will arrange for insurance coverage.  
12. All original vehicle titles and registration receipts will be acquired and maintained by EH&S.

It is a requirement of state law that all vehicles apply a unit number and a UTHSC-Hlogo decal noting that the vehicle belongs to UTHSC-H. EH&S will assist to place the appropriate decal on vehicles at the purchasing departments expense.

All of the above procedures must be followed before any vehicle can be received. There will be no exceptions.

Disposal/Sale of Vehicles

When a UTHSC-H vehicle has been identified for disposal, contact Capital Assets Management (CAM) at 713-500-4701 to discuss disposition options and to ensure the vehicle’s removal from the asset inventory.   CAM handles all vehicle sales to ensure compliance with Regents Rules and Regulations.

When a leased vehicle has been identified for disposal, contact Procurement at 713-500-4700 to discuss the vehicle lease termination process.  Procurement maintains records of all leased vehicles and must be involved in lease terminations in order to manage the lease contract and ensure correct vendor payments.   Also notify CAM to ensure removal of the vehicle from the asset inventory. EH&S must also be notified via a letter drafted on the department’s letterhead.

APPENDIX A

FLEET MANAGEMENT REPORTING REQUIREMENTS

	Data No.
	Data Name
	Entry Rate
	Data Description

	
	
	
	

	Data Elements Entered By Agencies and  Institutions
	

	   Required Data Elements
	
	

	1
	Agency Number
	Once
	Three-digit state agency number as defined by the Texas Comptroller of Public Accounts

	
	
	
	

	2
	Vehicle Identification Number
	Once
	Vehicle identification number as defined by the manufacturer.

	
	
	
	

	3
	Year
	Once
	Year in which vehicle was manufactured.

	
	
	
	

	4
	Make / Manufacturer
	Once
	Vehicle manufacturer

	
	
	
	

	5
	Model
	Once
	Vehicle model

	
	
	
	

	6
	SPA Number
	Once
	State Property Accounting number.

	
	
	
	

	7
	Meter Type
	Once
	Type of use tracked by the vehicle’s odometer, calculated in either miles or hours.

	
	
	
	

	8
	In-service Odometer Reading
	Once
	Odometer reading at time vehicle is entered into state service.

	
	
	
	

	9
	Vehicle Class
	Once
	Vehicle type as defined by SPA class codes.

	
	
	
	

	10
	Fuel Type
	Once
	Fuel type used to power the vehicle

	
	
	
	

	11
	Number of Tires
	Once
	Number of tires needed to operate vehicle. 

	
	
	
	

	12
	Acquisition Date
	Once
	Date vehicle was accepted or received

	
	
	
	

	13
	In-service Date
	Once
	Date vehicle entered into use for agency operations.

	
	
	
	

	14
	Acquisition Cost
	Once
	Original cost to acquire vehicle. 

	
	
	
	

	15
	Procurement Funding Source
	Once
	Source of funds for vehicle purchase.

	
	
	
	

	16
	License Plate Number
	Once
	License plate number as listed on vehicle registration.

	
	
	
	

	17
	Warranty Expiration
	Once
	Vehicle warranty expiration in both date and miles.

	
	
	
	

	18
	Replacement Schedule
	Once
	Expected date of vehicle replacement based on State Vehicle Fleet Management Plan replacement guidelines.

	
	
	
	

	19
	Out-of-service Date
	Once
	Date vehicle was permanently removed from agency service. 

	
	
	
	

	20
	Wheelbase
	Once
	Vehicle’s wheelbase measurement as provided by the manufacturer.

	21
	GVWR
	Once
	Gross Vehicle Weight Rating as provided by the manufacturer.

	
	
	
	

	22
	Fuel Capacity
	Once
	Maximum number of gallons (or gallon equivalents) or fuel the vehicle is capable of carrying.

	
	
	
	

	23
	Engine Oil Capacity
	Once
	Quarts or liters of oil engine holds.

	
	
	
	

	24
	Transmission Fluid Capacity
	Once
	Quarts or liters of transmission fluid engine holds.

	
	
	
	

	25
	Transmission
	Once
	Designation of manual or automatic transmission.

	
	
	
	

	26
	Drive Type
	Once
	Designation of 2-wheel or 4-wheel drive.

	
	
	
	

	27
	Tire Size
	Once
	Tire specifications as provided by the vehicle manufacturer.

	
	
	
	

	28
	Vehicle Emissions Rating
	Once
	Vehicle emissions rating as provided by the manufacturer.

	
	
	
	

	29
	Passenger Capacity
	Once
	Total number of individuals the vehicle can carry, including the driver.

	
	
	
	

	30
	Odometer Reading at Disposal
	Once
	Odometer reading at time of disposal.

	
	
	
	

	31
	Disposal Date
	Once
	Date vehicle was sold or ownership was transferred.

	
	
	
	

	32
	Disposal Price
	Once
	Gross vehicle sale price or total value of other disposal methods.

	
	
	
	

	33
	Net Disposal Proceeds
	Once
	Disposal value less any incidental expenses related to the disposal.

	
	
	
	

	34
	Odometer Reading
	Monthly
	Most recent odometer reading.

	
	
	
	

	35
	Odometer Reporting Date
	Monthly
	Date of most recent odometer reading.

	
	
	
	

	36
	Primary Location
	Update
	Up to three digit location code for the facility, region, district, or section to which the vehicle is assigned.

	
	
	
	

	37
	Purpose
	Update
	Vehicle’s primary purpose.

	
	
	
	

	38
	Primary Purpose Narrative
	Update
	Detailed description of the primary purpose of the vehicle

	
	
	
	

	39
	Capitalized Value
	Update
	Total cost of vehicle (new or transferred) including conversions, components, and/or add-ons affixed to the vehicle.

	
	
	
	

	40
	Added Equipment Cost
	Update
	After market vehicle additions, such as tool boxes, cargo racks, light bars, radios, etc.

	
	
	
	

	41
	PM Schedule
	Update
	Preventative maintenance schedule

	
	
	
	

	42
	Commute to Home
	Update
	Designation of vehicle to be used to commute to and from an employee’s home.

	
	
	
	

	43
	Downtime
	Occurrence
	Total time vehicle was out of use during repair or maintenance work, including transfer time before and after work is conducted.

	
	
	
	

	44
	PM / Repairs
	Occurrence
	Description of preventative maintenance work and repairs performed.

	
	
	
	

	45
	PM / Repairs Facility
	Occurrence
	Type of shop where the preventative maintenance or repair work was performed: commercial, in-house or interagency.

	
	
	
	

	46
	PM / Repairs Cost
	Occurrence
	Total cost of maintenance and repair work conducted. 

	
	
	
	

	47
	PM / Repairs Time
	Occurrence
	Time between receipt of vehicle at maintenance facility and completion of work.

	
	
	
	

	48
	Accident Repair Expense
	Occurrence
	Total cost to repair damage due to an accident

	
	
	
	

	49
	Incident Repair Expense
	Occurrence
	Total cost to repair damage unrelated to normal use of vehicle, such as vandalism, hail damage or flood damage.

	
	
	
	

	50
	Fuel Facility
	Occurrence
	Type of fueling facility used: in-house, commercial or interagency.

	
	
	
	

	51
	Fuel Type Used
	Occurrence
	Type of fuel purchased

	
	
	
	

	52
	Fuel Quantity
	Occurrence
	Quantity of fuel purchased, in gallons or gallon equivalents.

	
	
	
	

	53
	Fuel Cost
	Occurrence
	Total cost of fuel purchased

	
	
	
	

	54
	Incidental Lubricants
	Occurrence
	Lubricants used during preventative maintenance and repairs, such as engine oil, transmission fluid and brake fluid.

	
	
	
	

	55
	Incidental Lubricant Quantity
	Occurrence
	Quantity of lubricants used during preventative maintenance and repair work.

	
	
	
	

	56
	Incidental Lubricant Cost
	Occurrence
	Cost of lubricants used during preventative maintenance and repair work.

	
	
	
	

	
	
	
	

	
	
	
	

	   Conditionally Required Data Elements
	

	57
	Assignment Detail
	Update
	Individual or group to which vehicle is assigned.

	
	
	
	

	58
	Assignment
	Update
	Designates vehicle as assigned to an individual, group or motor pool.

	
	
	
	

	   Optional Data Elements
	
	

	59
	Engine Size
	Once
	Engine size, in either liters or cubic inches as provided by the manufacturer.

	
	
	
	

	60
	Number of Cylinders
	Once
	Number of cylinders as provided by the manufacturer.

	
	
	
	

	61
	EPA MPG Rating
	Once
	Average mileage in both the city and highway as approved by the EPA and provided by the manufacturer.

	
	
	
	

	62
	Depreciation Rate
	Once
	Rate at which vehicle’s value will be depreciated.

	
	
	
	

	63
	Number of Trips
	Monthly
	Total number of trips vehicle completes during the month.

	
	
	
	

	64
	Number of Passengers
	Monthly
	Total number of passengers transported in the vehicle during the month.

	
	
	
	

	65
	Accumulated Depreciation
	Update
	Dollar amount of the vehicle's appreciated value to date.

	
	
	
	

	66
	Current Book Value
	Update
	Book value of vehicle as carried in SPA system.

	
	
	
	

	67
	Standard Labor Rate
	Update
	Standard labor rate value of maintenance and repair work completed at agency shop.

	
	
	
	

	68
	Factory Installed Options
	Once
	Optional equipment or vehicle specifications installed by the manufacturer prior to purchase or delivery.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Entry Rate Key:
	
	

	
	Once
	Enter values once during life of vehicle.

	
	Monthly
	Enter values monthly.

	
	Update
	Update values as changes occur.

	
	Occurrence
	Enter values as activities occur.
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