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SUBJECT: POLICY NUMBER:
Management and Control of AWI Vehicles 4.06
PURPOSE/SCOPE:

This instruction establishes the AWI’s policy and procedures for the use of agency vehicles used
for official state business.

I.  AUTHORITY

Section 287.16(6) Florida Statutes

Section 287.17, Florida Statutes

Rule 60B-1.005, Rule 60B-1.006, Rule 60B-1.009, Rule 60B-1.010, Rule 60B-1.011, Rule 60B-
1.012 and Rule 60B-01.013 Florida Administrative Code.

II.  DEFINITIONS

Automobile Accident Report (Form DI4-261, 1/03 revised) — Department of Insurance,
Division of Risk Management form used to report an accident.

Break-even Mileage — Is the mileage when the cost of providing a state vehicle equals the
state’s cost for reimbursing employees for use of a personal vehicle on state business.

Daily Vehicle Sign Out Log (AWI VEH-1, 1/07 revised) — Form used to report monthly
vehicle usage by day for each vehicle.

Equipment Management Information System (EMIS) — Department of Management
Services’ tracking system for vehicle fuel, mileage and maintenance.

Fleet Fuel and Maintenance Card (MasterCard) - The authorized State of Florida

vehicle fuel and maintenance credit card to be used for fueling and maintaining agency
vehicles.

Fleet Liaison - General Services associate responsible for various administrative duties
associated with agency vehicles, including but not limited to, processing Monthly Vehicle
Reports, reviewing and approving fuel and maintenance card transactions in the
Comdata/TransMontaigne website, and inputting data into the Equipment Management
Information System (EMIS).
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