Approved: S g of - Gl
Date

MINUTES OF THE HOUSE COMMITTEE ON GOVERNMENTAL ORGANIZATION AND ELECTIONS.
The meeting was called to order by Vice Chairperson Elaine Wells at 1:30 p.m. on April 28, 1994 in Room
521-S of the Capitol.

All members were present except:

Committee staff present: Carolyn Rampey, Legislative Research Department
Dennis Hodgins, Legislative Research Department
Arden Ensley, Revisor of Statutes
Nancy Kippes, Committee Secretary

Conferees appearing before the committee:

Others attending: See attached list

Representative Ray Cox reported on the subcommittee’s review of the Motor Pool, Department of
Administration. The committee met with Orion Jordan, Director of Facilities and requested the following
information: 1. Policies and punishment for abusive use of state vehicles - copy of the Vehicle Operators
Manual and six complaints; 2. Agency identification on the vehicles. Mr. Jordan volunteered information
about problems occurring at end of each session in relationship to poor communication between agencies and
his office concerning number of vehicles needed. All requested information was furnished by Mr. Jordan,
attached to subcommittee’s report. Mr. Jordan suggested use of an 800 number to facilitate reporting abuses.
(Attachment 1). Representative Cox recommended that the committee follow up next year on the complaints
listed.

Representative Farmer made a motion to accept the report from the subcommittee concerning the Motor Pool.
Representative Gilbert seconded. Motion carried.

Representative Cox made a motion that the House Governmental Organization and Elections Committee follow
up next session on the 800 number. Representative O’ Connor seconded. Motion carried.

Representative Gilbert made a motion to approve the minutes of the March 24, 1994 meeting as submitted.
Representative Farmer seconded. Motion carried.

The meeting was adjourned at 1:45 p.m.

Unless specifically noted, the individual remarks recorded herein have not been transcribed

verbatim. Individual remarks as reported herein have not been submitted to the individuals 1
appearing before the committee for editing or corrections.
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DATE: March 31, 1994
TO: House Governmental Organization and Election Committee

FROM: Subcommittee on Department of Administration;
Representatives Ray Cox, Chairman, Tom Bradley, Mike Farmer,
Lori Majure, Nelson VanFleet

RE: Motor Pool

The Committee met with Director of Facilities, Orion Jordan.

As a result, the following information was requested from and provided by
Mr. Jordan concerning the:

l. Abusive use of state vehicles, what are the
policies and the punishment?

a. We requested copies of the Vehicle Operators
Manual and six complaints, selected at random
stating the complaint and how it was resolved.

2. Discussion of agency identification on the vehicles.
Mr. Jordan thought that an 800 number to facilitate
the reporting of abuses might be effective.

3. Mr. Jordan volunteered information about problems
occurring at the end of each session in relationship
to poor communication between agencies and his
office concerning the number of vehicles needed.
He has provided information on the subject.
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II.

GENERAL INFORMATION

The Kansas official vehicle tag number (license plate

number) is shown on the front of this pamphlet. This
number is also embossed on the universal gasoline credit
card provided with this vehicle. This number is to be

used in all communications involving the vehicle to which
it is assigned.

OPERATOR RESPONSIBILITY

A. In compliance with Kansas official rules and regula-
tions, state vehicles shall only be used on official
state business by state employees engaged in official
state business.

B. The operator of the state vehicle is responsible for
the proper use, servicing and protection of the veh-
icle while in his or her possession. Further, the
operator is responsible for reporting accidents in-
volving the vehicle or theft of any items connected
with the vehicle (credit card, etc.}), or theft of the
vehicle itself within 24 hours.

C. State vehicle operators are to observe the following:

1. A VALID DRIVER'S LICENSE IS REQUIRED and each
driver is to have this on his or her person when-
ever operating a state vehicle.

2. Operation of the state vehicle is to be done in a
safe and prudent manner at all times. Observation
of all traffic and parking laws is required. Vio-
lation of any law is the driver's responsibility
and all fines will be paid by the driver.

3. parking of vehicleswill be done on state property
when available. vehicles driven home overnight
will be kept off the street if at all possible.
Fees for parking garages, lots and meters will be
the using agency's responsibility.

4. Kansas Administrative Regulation 1-17-2a became
effective May 1, 1981. This regulation identifies
certain occasions when a state-owned or leascd
vehicle may be used for travel between an em-
ployee's residence and his or her official work
station, providing the one way distance between
the official work station and the residence does

not exceed ten (10) miles. Each state traveler
will be responsible for compliance with this reg-
ulation.

-1~
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10.

11.

State~owned or leased motor vehicles shall not be
used to commute from the employee's residence to
the employee's official work station, except:

a. when parking the vehicle at the official work
station overnight subjects the vehicle to a
high risk of vandalism;

b. when the person using the vehicle is regularly
called to duty after work hours in connection
with law enforcement or emergencies which re-
sult from an act of God;

c. for a trip vehicle assigned to a traveler on
the evening immediately preceding the date
travel is to occur or the night following the
day'on which the travel occured, provided the
additional mileage resulting from such travel
does not exceed ten (10) miles one way.

Vehicle security. State vehicles are to be locked
whenever unattended (except in public parking
areas where an attendant parks the vehicle). The
credit card is not to be left in the vehicle at
any time.

Lost tags or credit cards are to be reported to
the motor pool as soon as possible.

Theft of a vehicle or its contents are to be re-
ported to the local law enforcement officials and
the motor pool immediately.

Accidents are to be reported immediately to the
motor pool. (See section VIII, page 6.)

DRIVE DEFENSIVELY. Use your seat belt. Use the
parking brake when leaving the vehicle unattended.
Have all windows clear before moving vehicle. Use
rear and side mirrors before moving. Use turn
signal when changing lanes. Use emergency flashers
whenever vehicle is disabled or when stopped on
the side of the highway.

DO NOT use state vehicles for personal use. DO
NOT transport members of your family or others,
unless they are involved in official state bus-
iness. .

Pets may not be transported in any state vehicle.

III. VEHICLE ASSIGNMENT

State motor pool vehicles are available either on a trip
basis or on a permanently assigned basis.

A.

Trip basis vehicles shall be obtained from the dis-

Fatch section of the motor pool. The driver shall
submit the “"Motor Pool Vehicle Requisition and Trip
Ticket", form MP-2B (see exhibit A), at the time the
vehicle is to be picked up. Vans and pickups are to
be reserved in advance indicating the date and time
the keys will be picked up. Compact sedans are not
reserved but are provided on a first request basis.
It is requested that no vehicle issued on a trip
basis be requested for more than two weeks. If a
vehicle is needed for a longer period of time, the
request must be approved by the motor pool personnel.

Thé trip ticket (Form MP-2B) shall be completed as
follows:

1. Type of vehicle reguested - the vehicle type de-
sired must be indicated in space provided.

2. Agency section - must be completed and signed by
the head of the agency or his/her authorized agent
before submitting to the motor pool.

3. Mileages, beginning and ending, are to be entered
clearly on the driver's copy.

4. Driver trip information section is placed on the
form to account for all miles traveled.

5. Returning the vehicle. Driver is to note the end-
ing mileage, location and condition of the vehicle
on his or her copy of the trip ticket. If the
driver returns after normal work hours the keys,
credit card, charge tickets and trip ticket are
to be placed in thé drop box on the east side of
the Motor Pool parking area on parking lot 4.

Assigned vehicles are obtained by meeting the require-
ments oF the "Motor Pool Assigned Vehicle policy"
(see Exhibit B), and by submitting an "Assigned Vehicle
Requisition” form MP-la and Justification Form, form
MP-10 (see Exhibit C and D.)

Records of assigned vehicle wuse are to be maintained
on a "Motor Vehicle Daily Log" formMP-3b (see Exhibit
E}), and submitted to the motor pool on or before the
fFifth (5th) working day of each month. All gasoline

-3~
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tickets and repair bills incurred will be posted by
the driver and attached to the log. Descripticn of
repairs must be written on reverse side of the log.
The heading of the log shall be filled out properly
before sending it to the motor pool. All trips must
be entered and all miles accounted for. Note that the
ending mileage from the previous month is the begin-
ning mileage for the next month and should be entered
at the top of the log.

IV. UNIVERSAL CREDIT CARD

A.

Authorized uses.

The credit card issued with this vehicle is accepted
at most oil companies. ALWAYS INQUIRE AS TO THE CARD'S
ACCEPTABILITY BEFORE AUTHORIZING ANY SERVICE. It is
to be used for purchase of fuel, o0il, lubricants,
small repairs and parts. IT IS NOT TO BE USED FOR PER~
SONAL ITEMS OR ANY ITEMS NOT RELATING TO MOTOR VEH-
ICLES. Tires and batteries are not to be purchased
with this card except in extreme emergencies.

Using the card.

It is the driver’s responsibility to obtain a copy of
the DELIVERY TICKET for each purchase made. Before
accepting and signing the ticket, the following items
should be verified:

1. Name and address of service station.

2. Correct price and totals for each item purchased.
3. Credit card code number and vehicle number.

Upon confirmation of items above, record the odometer
reading on the ticket and sign the ticket. All tick-
ets are to be forwarded to the motor pool with the

trip ticket on trip basis vehicles, and with the Veh-
icle Daily Log on permanently assigned vehicles.

V. SERVICE AND REPAIR

A.

Day-to-day service - important items which are to be
checked frequently are:

1. Keep fuel tank full. Use self-service gas.

2. Check engine cil on every fill-up.(If below "add"
mark, add oil.)

6.

Keep fluid level up in battery-check frequently.

Check tires frequently for proper air pressure.
Service calls for flat tires are not allowed.

Inspect the body of the vehicle for damage which
may have occurred while parked. Report damage to
the motor pool immediately so arrangements can be
made to repair any minor damage. (Major damage
and accidents are covered in Section VIII, page 6)

The purchase of fuel and crankcase additives for
the vehicle is prohibited.

Scheduled maintenance.

1.

Unscheduled repairs.

When convenient, schedule oil changes, tune-ups.,
and regular maintenance items with the motor pool
service facility in Topeka. A specific schedule
of repairs is furnished for specific models of
vehicles. This schedule is assigned at the time
the vehicle is checked out to an individual or an
agency. (See Exhibit F.) A record of services
should be kept on this form and returned to the
motor pool when the vehicle is retired.

Scheduled repairs required out of the Topek; area
shall be performed at a competent service facility.

Breakdowns, mechanical failures

or normal wear needing repairs should be:

1.

2.

Reported to the motor pool prior to authorizing
repair.

If vehicle is under warranty, it should be taken
to an authorized dealer.

If possible, work should be scheduled with the
motor pool shop in Topeka.

If it is not feasible to bring the vehicle to the
Topeka shop, make arrangements to have it done
locally at one of the following:

a. a service station accepting the universal credit
card; or

b. an independent shop: or

c. an authorized service garage-

—5-
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VI.

VII.

VIII.

A limitation of $75.00 has been established for re-
pairs without approval of the motor pool. In case of
emergencies where repairs are necessary to take the
driver back to his or her official station, a limita-
tion of $200.00 has been established.

BILLING FOR REPAIRS

Drivers will be responsible for obtaining proper billing
for repairs whenever they authorize them. The following
specific information is required:

A. Have the invoice made out to:

State of Kansas

Department of Administration
Central Motor Pool

400 S.W. Van Buren

Topeka, Kansas 66603-3332

B. The official tag number shall be shown onall invoices.

C. The invoice shall show all parts and repairs used on
the vehicle.

D. The driver shall verify all the above data and then

sign his or her name to the invoice.

All invoices shall be posted and attached to the vehicle
log, or attached to the trip ticket and returned to the
motor pool.

TIRES AND BATTERIES

All tires and batteries shall be purchased from state con-
tract. A list of authorized shops participating in the

contract is provided with each vehicle. Obtain an un-
priced invoice made out as a repair invoice. Be certain

the vehicle number is shown on the invoice. Purchases from
other than contract vendors must have prior approval by the
motor pool.

ACCIDENTS

In case of an accident, the driver or someone in his or
her agency is responsible for the following:

A. Notify the local law enforcement agency (State High-
way Patrol is preferred) in cases involving a known
second party. In the case of a small dent occurring
in a parking lot, a hit and run accident, hitting an
inanimate object, etc., the police need not be in-
volved.

—-6-

IX.

B. Obtain from the other driver his or her name, address,
place of employment, vehicle description, vehicle
identification number, license number, INSURANCE COM-
PANY, and insurance policy number.

C. Contact the motor pool office within twenty-four (24)
hours of the accident and provide the information re-
quested in this section, paragraph B. A written de-
scription must be provided within forty-eight (48)
hours of the accident on a MP-20 form.

D. Contact the state insurance company when reguired.
The motor pool will advise on the necessity of this.

NOTE: Each agency shall be responsible for the proper
care and maintenance of each permanently assigned vehicle
and for adherence to maintenance and service schedules es-
tablished by the Secretary of Administration. ANY DAMAGE
OR LOSS TO THE VEHICLE, OR LOSS OF EQUIPMENT AND COSTS
RELATED THERETO ON THE VEHICLE, MAY BE CHARGEABLE TO THE
LEASING AGENCY.

BUMPER STICKERS, SIGNS AND DECALS

Unless specifically authorized by the Secretary of Admin-—
istration, no signs, decals or stickers will be displayed
on any state vehicles.
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CENTRAL MOTOR POOL Trip
. . sae . Ticket No.
Vehicle Requisition and Trip Ticket e i
Type of Vehicle Requested (Check) Vehicle Location:
A Out -
G |Sub-Compact _______ Compact X Station Wagon otar Fod
E Return
2 Van Mini-Van Pickup Mini-Pickup omver
Y |Agency Name Bd. of Retired Senior Volunteers Agency Number . 800
g Driver's Name Mary Roe Driver's License No. __TET3KS
',\:4 Date Car Reguested 7-10-84 Estimated Date Return 7-11-84
L {Destination Lawrence, Kansas
E
T |Pumpose Attend Training Session
j _Doritl,
Signature (Head of Agency) ?
/4 o
Unit Number Assigned loo0o Date Assigned 7-/0 _ Time ¥4 nu
Odometer Reading (Note: Driver Enter) Date Returned 7’/ / Time B :3am

Ending Reading /007 g

" DRIVER MUST ENTER ACTUAL ODOMETER READINGS

Beginning Reading /2000 /L
Total Mileage (Actual) 7% Miles @ o222 Mie = $ 17—
Minimum Mileage: Days x 50 Miles@. ./ Mile = $ Min. Charge
Note: All vehicles checked out over two (2) hours are subject to 50 miles/day minimum charge.
Trip Ticket Ending Miles
Date From To O Traveled Comments

m—-AmMroTT00 IMC<TIDO

Attach all gasoline and repair tickets to requisition when returning to motor pool.

Condition of Car (Comment):

| hereby certify that the mileage herein reported was official, and payment for these miles is proper.

W Qe

{Signa of Driver)

MP-2¢

EXHIBIT C
MOTOR FOUL Vehicle Assigned No.
o TATE S, R —
siouprirfodoraeey sl AsSIGNED VEHICLE REQUISITION Type Vehicle Assn.
ACTION: Driver Chanqe D Location Change l l COMMENTS :

Exchanae Vehicle 01d Veh. No. 1000

Nsency Hame Board of Retired Senior Volunteers Acency No. . 800

Diviston oF Aoemwcy . e

Drivers MW John Doe Ks. Drivers License Mo, S259H8
Deivers DFFICIAL StaTion ___Topeka  STreeT ADDRESS . Statehouse

Rivers TiTLE  _Executive Secretary  Te(epowE RO. ___ 296-0000 L

DRIVERS DUTIES Recruiting retired professionals, businessmen, ctc. for

volunteer consultation services.

Trivers TerriToRy ___ Entire state e
JusTiEIcaTION FOR NssiGeeNT (CHECK BeLow)

(€1 1. Miceace (Topexa Basep - 18,000 mi/yr  (Outsipe Tepexa = 15,000 MI/YR)
| 77 2. SreciaL Eurprent ReoutRep For Occupation
ExpLatn 1n DETAIL

EsTimaTeD Mies Per Mowm 1,500-2,000
Ir Omier Than Pereanent, Seow Pertob Reoutrep  Dates ___

1 have read and understand the Motor Pool Rules and Regulations and agree to care for and
operate the state vehicle in a conscientious manner. Further, 1 will keep the state ve-
hicle locked at all times that it is unattended. .

TRIVERS SIGNATURE // pgu Kf/éub

| hereby request the use of a statei/vehicle for conducting state business within the scope
of my agency. [ realize my agency js responsible for the care of this vehicle. My agency
assumes liability for any negligence on the part of its employees and agrees we are subject
to replacement of all or part of 2 vehicle damaged through negligence.

Boency HEAD SIGNATIRE m%___jﬂéﬂ.;[/» v __[=20-34

ApprovaL, DirecTor of Motor PooL

S1GNED Date

10-10-79 MP-1a
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A.

EXHIBIT B

DEPARTMENT OF ADMINISTRATION
CENTRAL MOTOR POOL
ASSIGNED VEHICLE POLICY

BASIC REQUIREMENTS FOR ASSIGNMENT

K.A.R. 1-17-5a. Permanently-assigned vehicles:

(a) Any agency desiring to have a permanently assigned

(b)

(c)

motor pool vehicle may apply to the director of the
central motor pool. The director shall approve the
assignment if:

(1) the vehicle is driven no less than 18,000 miles
per year when the driver or agency is located in
Topeka and Shawnee County;

(2) the vehicle is driven no less than 15,000 miles
per year when the driver or agency is located
outside Topeka and Shawnee County;

(3) the employee to whom the vehicle is to be per-
manently assigned is required by the employee's
official duties to travel at least 50% of the
time;

(4) the vehicle is required for special service and
equipped with two-way radio or other apparatus
rendering the vehicle unusable for normal travel;
or

(5) the vehicle is used for a special purpose, such
as hauling special tools or equipment, transport-
ing handicapped people or other special needs.

1f special equipment must be added to a central motor
pool vehicle, the agency to whom the vehicle is as-
signed shall be responsible for the expense of in-
stalling that equipment.

Upon exchange or retirement of any permanently as-
signed vehicle, the agency shall remove any special
equipment placed on or in the vehicle and repair all
holes or other damage before return to the central
motor pool.

(Authorized by K.S.A. 75-4608.)

B.

VEHICLE TYPE AND SIZE REQUIREMENTS

1.

sub-compact Size Cars

a. Four-door sedans are a minimum of 97-inch wheel
base with automatic transmission.

b. Should be used in metropolitan areas or in a re-
stricted driving range responsibility.

c. Recommended for driving primarily on paved roads.

Compact Size Cars

a. Four-door sedans are a minimum of 99—i9ch wheel
base with automatic transmission and with power

steering.
b. Should be used for a longexr range driving respon-
sibility.
c. Recommended for driving primarily on paved roads.
Compact Size Station Wagons

Two-seat wagons are a minimum wheel base of 99
inches with automatic transmission and with power

steering.

a.

b. To be used primarily on paved roads and.in situa-
tions requiring more than one person, their luggage

and office equipment.

c. Heavy cargo requirements are covered by another

class of vehicle.

d. Trailer towing is to be done by another class of

vehicle.
Heavy Service Vehicles

Travel requiring heavy cargo and/or Frailer towing on
or off paved roads shall be done with the following

class of vehicle:

a. Pickup truck - half-ton pickup with eight—foot
bed, automatic transmission, non-slip differen-
tial and power steering. Basic travel responsi-
bility is off normal roads, such as o0il field

lease roads, etc. (Trailer towing is permitted.)
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b. Service vans -all glass unit, 124-inch wheel base,
automatic transmission and power steering. Unit
is to be used for paved road travel, either as a
cargo vehicle or as a multi-passenger vehicle.
(Trailer towing is permitted.)

SPECIAL PROVISIONS

1.

2.

Trailer hitches and any other special accessories are
the responsibility of the using agency.

Agencies are asked to make their requests for vehicles
conform to the guidelines set out above. Use of veh-
icles will be screened and violations will be called
to the attention of the agency- Changes in type of
vehicle assignment will be made if deemed necessary.

Excessive abuse of vehicles, including speeding viola-
tions, will result in cancellation of assignment of
any type vehicle to the concerned agency.

Assignment of all vehicles shall be requested by the
agency head. The agency head will provide an MP-la,
"Assigned Vehicle Requisition”, indicating the name
of the driver and other information.



EXHIBIT D

CENTRAL MOTOR POOL
ASSIGNED VEHICLE JUSTIFICATION
VEHICLE NO. ASSN. SC C SW VN
AGENCY NO.”_B00__ SUB AGENCY NO.

TYPE OF VEHICLE SC C SW VN PU .

1. Agency Board of Retired Senior Volunteers

2. Agency Division

3. *Driver(s) (Full Name) John Doe

4. Driver's Official Station __ Topeka

5. Driver's Territory (area travelled, cities, counties)

Entire state

6. Purpose of Travel Recruiting retired professionals,

businessmen, etc. for volunteer consultation

services
7. Passenger Qty 1 Frequency with Passengers 108 % -
8. Necessary Cargo (Itemize) None
9. Cargo Weight N/A 1b.
10. Special Equipment (Affixed to the Vehicle) None
11. Special Equipment Weight N/A 1b.
12. Estimated Monthly Mileage 1,300-2,000  miles
13. Percent of Time Driver(s) Travel 65 %
*List all persons who will normally drive this vehicle

MP-10

12/83

EXHIBIT F

STATE OF KANSAS
CENTRAL MOTOR POOL

SERVICE AND WARRANTY SCHEDULE

1984 Plymouth Reliant Station Wagon

This vehicle has a camplete warranty for 12 month or 12,000 miles, whichever occurs first;
ard a limited warranty of 5 years or 50,000 miles on power train.

OIL and OIL FILTER CHANGES: At 5,000, 10,000, 15,000 miles etc. (See schedule below) |
Note vehicle travelling less than 5,000 miles in 4 months must have oil changed every

4 ronths.

LUBRICATION: At 20,000, 40,000 and 60,000 miles.

REAR WHEET, BEARING PACK: At 25,000 and 50,000 miles.

BATTERY: Original battery is maintenance free.

TUNE ENGINE: At 20,000, and 40,000 miles replace spark plugs, PCV valve, gas filter,
and air cleaner. Note: Extreme driving conditions (dusty conditions, etc.) may
indicate more frequent exchange of air filter and other items.

TIRES: Vehicle is equipped with radial all weather tires. Minimum tire pressure 32
pounds, cold front and rear. Defective tires should be taken to original manufacturer

and adjusted for no more than $20.00. If tire is older and adjustment greater than
$20.00, replace tire at the dealer with tire contract.

OOLANT: Your vehicle is equipped with a coolant recovery unit which should have 1
quart of coolant in the overflow unit when engine is cold. (Do not overfill) Addition
should be with 30% solution of ethylene glycol mixture. Coolant should noomlly not
be completely replaced during life of vehicle.

Please acquaint yoursclf with the owner's manual, and know your vehicle. However,
please note that the Service Schedule outlined above is to take priority over
schedules listed in the manual.

Please keep the car presentable by washing periodically. (No nore than twice a month.)

Please keep the motor pool informed of any body damage so repairs can be made.

Q [=4 (=3 o [~3 i= o L= (=3 =1 o (=3
semom gl § 3181 5| Bl 818 &S] 8 8)s

4 gl gl ]| 2] 8|8 ¢/ 2| B #|2

OIL & FILIER

LUBRICATION

TUNE UP

FRONT WIEEL PACK

Note date service performed in square under the spec ified mileage 1-18-84



SERVICE OR REPAIRS

EXHIBIT B

State of Kansas

Central Motor Pool
VEHICLE DAILY LOG

o Date Servios Cont
L szle Vo e 0l Aid o 1100
2 |23l Tire. AL[;GW 5700
3

4

5

[

’

]

9

10

11

12

13

“

15

16

17

18

19

20

21

2

Conditions of car (C ) JA%-Q 4/;// ot D et~ /&ﬂ)

PR o)) guavel pit i e i L0

/7

Vehicie No LODO Boginning Mileag SEO035
Agency No. __Beco Agency Bi ot ek Sen Vol 's. _ Dwision
Report Period: Month___LJer.ember Year QB3
Type of Vehicle: Sub-Compact Compact X Station Wagon
Pickup: Mini Regular Van: Mini . Regular
~FEPARS T —
w DESTINATION ENDING MILES FUEL (o 18 2 PARTS
3 From To e | TaveLED i T oo | or Joow hem | cost opeRATOR

12/ TE'M.KQ Lowrencel 5544k 21 J.Dok
il Lowrence| Topeka 55497 3/ . L T.POE
12ls To’ac)(q Local |55509 12 . J.DoE
2] Topeka | Wichita [sstze | se7 V37 12aP 5P 4 lueol T.DoE
lzlichita | Local 55493 17 e T.DoE
sols| Wichita | Topeka |ssgiol 147 Lo~ li2* T. Dok
wzhe) TopeKa |GardenCylss 172, | %12 8% 3? I Dot
12/13] Gaeden Cityl Gegtt Ci tylsedny | 37 T. Dok
12l1ie $r,nHCf+7 Topeka |54l 312 |17%19:29 2 | 500l T DOL
plal TopeKa | KansasCily 52.586]. 70 T.DoE
jalas| KansosCityl TopeKo | 56457 | 7/ T Dok
12122 To'aaKu Local SlletT /0 . T. DoE
IQAU be;Ka Local 5bb75 z (2. /5] T. Dok

Topeka | Local \Fnigs]| 15 T DpE
2038 Topcka | ) acal |5ubz0 2 T DOE

Total

Attach all tickets to log when retuming 1o
Motor Pool. See back for detail of repair
and reference with ftem No. . Total Miles

(Motor Pool Use Only)

@$0. 8

184 MP-38



JOAN FINNEY

Governor

ORION M. JORDAN
Director

TO:

FROM:

DATE:

SUBJECT:

STATE OF KANSAS

DEPARTMENT OF ADMINISTRATION
Division of Facilities Management

Landon State Office Building
900 Jackson, Room 653

Topeka, Kansas 66612-2210
MEMORANDUM (913) 296-1318

Representative Ray L. Cox
Chair, Subcommittee

House Governmental Organization and Elections
Kansas House of Representatives

Vi

. . s/
Orion M. Jordan, Director L// y
Division of Facilities Managernent

March 28, 1994

Central Motor Pool

The following information and materials are forwarded as requested.

1.

o]
>

Report on Complaints (enclosed)
Operator’s Manuals (enclosed)

Purchasing Procedures

During our discussion of the Central Motor Pool purchasing procedures, it was
discussed that each addition to the fleet occurs based on approval received from
the legislature. It was also discussed that sometimes at the end of the legislative
session a position requiring extensive travel and thus a vehicle will be added to

an agency's position count without a vehicle being added to the Central Motor
Pool budget.

In response to your request for comments to improve this situation, the Division
of the Budget and the Legislative Research staff assigned to the Central Motor
Pool have been contacted. It has been agreed that next legislative session,
Central Motor Pool statf will contact both the Division of the Budget and the
Legisiative Research staff to solicit information on any end of session staff
changes which wilil also require changes in the number of Motor Pool vehicles to
be purchased. Budget and Research staff have agreed to assist in compiling the
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Representative Ray L. Cox

Chair, Subcommittee

House Governmental Organization and Elections
Kansas House of Representatives

State Captiol, Room 174-W

March 30, 1994

Page 2

necessary information. This improvement in communication and coordination
should satisfactorily address the problem identified.

A copy of the form used to document an agency’s request for an additional
vehicle is enclosed for your review.

Bumper Stickers

Using bumper stickers with a toll free number to report complaints was raised as
an issue at our meeting. It is recommended that the implementation and
effectiveness of such a system be "tested" through the initiation of a pilot
program with all vehicles leased by state employees on a trip basis from the
Topeka Dispatch Service. There are currently 237 vehicles in the Dispatch
Service providing approximately 12,000 individual trips per year. The pilot
program would enable the Central Motor Pool to identify benefits and costs of
such a program. (Implementation of the system will require the use of a
telephone recording system for after duty hours. It is anticipated that this will
cause some negative reaction since the public would rather talk to a person,

however, such action will be necessary to prevent an increase in staff needed to
answer phones 24 hours per day).

If additional information is needed or would be helpful, please contact me at your

convenience. Thank you.

OMI:tml

Enclosures

cc:

Susan M. Seltsam. Secretary

OJ94\RRC
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STATE OF KANSAS

Joan Finnev. Cocernor DEPARTMENT OF ADMINISTRATION
LEGAL SECTION
107 Landon state Office Building
900 Jackson
Topeka. Kansas 66612-1214
913} 296-6000
FAX #(913) 296-0043

MEMORANDUM

TO: Orion Jordar. Director or Facilities Management
FROM:  Scott M. Gates. DOA Legal

DATE:  March 29. 1994

RE: Vehicle complaint procedures

Vehicle complaints are normally received from the motor pool over the telephone, but
sometimes written complaints are filed. Our office initially sends a letter to the agency head
of the agency to which the vehicle is assigned. summarizing the complaint and requesting
them to conduct an investigation and respond to our office. We usually rely on the
investigation conducted by the agency unless we are given some reason to believe the agency
's not taking the matter seriously. The agency is also responsible for determining what
disciplinary action should be taken against the employee. However. we do keep track of the
number of complaints against specific individuals or agencies to determine when it may be
necessary 1o restrict an individual from using state vehicles.

[f the complaining party leaves us a name and address. we also send a letter to them
informing them how the individual responded to the complaint. This is otten done in an
anonymous manner to insure the agency’s and individual's privacy. [n cases where the
individual has denied engaging in the conduct alleged in the compiaint. “ve oiten inform the
complaining party of this and ask if they are interested in pursuing the matter rurther. The
following 1s a summary of six complaints selected at random.

The first complaint was received by telephone January 27. 1994 alleging that a state
vehicle had cut in tront of the caller very closely and the driver of the state vehicle was
veiling at the caller. Our office sent a letter to Nancy Parrish. the Secretary of Revenue. on
January 13, 1994, sShe responded on February 25, 1994 by informing us that a personnei
conference was held with the driver of the vehicle who denied the ailegatons or the
compiaint. Her letter aiso stated that the driver’s itinerarv indicated that the ariver was not in
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Orion Jordan
March 29, 1994
Page 2

the vicinity where the alleged conduct occurred at the date and time alleged. Our office sent
a letter to the complaining party informing him of the information received during the
personnel conference. The February 28. 1994 letter also asked him to contact our office if he
wished to pursue this marter further. The complaining party has not contacted our office as of
today’s date.

The second complaint was received by a letter dated November 9. 1993 alleging that a
state van was weaving in and out of traffic and traveling at approximately 75 to 80 miles per
hour on K-10. Our office sent a letter dated November 12, 1993 to Chancellor Gene A.
Budig of the University of Kansas summarizing the complaint. Roger Oroke responded to our
office in a letter dated January 10. 1993. The van was driven by a graduate assistant coach of
the swimming and diving team for the university. The university provided a written apology
from the graduate student which admitted that he had exceeded the speed limit. The athletic
department prohibited the graduate student from traveling with the swimming and diving team
and from driving state owned vehicles. On January 13, 1994 our office sent a letter to the
complaining party informing her that the driver had been disciplined without disclosing the
specific action taken by the athletic department.

The third complaint was received by a telephone call dated December 16, 1993
alleging that a women seated in the front seat of a van turned around and started hitting a
child seated behind her. On December 21, 1993 our office sent a letter to Donna Whiteman,
Secretary of SRS, because the vehicle was assigned to Parsons State Hospital and Training
Center. The Secretary responded by letter dated January 27, 1994 indicating that a resident
had tried to open the van door when the woman seated in the front seat of the van turned
around to block the resident and close the door. [ also received a telephone call from Ed
Aldrine with SRS’s Topeka office informing me that the agency was interested in pursuing
child abuse charges. but they would need to contact the complaining party because they would
not pursue an anonymous complaint. On February 9. 1994 our office sent a letter to the
complaining party summarizing the agency's response to the complaint and asking them to
contact Ed Aldrine if he wished to pursue child abuse charges. As of today’s date I have not

received a response from Mr. Aldrine or the complaining party concerning the allegations of
child abuse.

The tourth complaint was received by a telephone call dated February 2. 1994 alleging
that a state vehicle was tailgating other vehicles and exceeding the speed limit. Our office
contacted Philip Fishburn. Secretary of Agriculture. by a letter dated February 9. 1994.
Donaid L. Jacka. Jr.. Assistant Secretary of Agriculture. responded to our otfice with a letter
dated February 1. 1994 stating that the emplovee’s supervisor had discussed the complaint
with the emplovee who denied the allegations. On February 3. 1994 our office sent a letter
'0 the complaining party informing her that the driver had been counseied.
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Orion Jordan
March 29, 1994
Page 5

The fifth compiaint was received by telephone call dated February 7. 1994 alleging
that the vehicle was driving 70 miles per hour on the turnpike. Our office contacted Michael
L. Johnston. Secretary of Transportation on February 7, 1994. The Secretary responded on
February 10. 1994 and provided a written explanation from the employee explaining the
purpose of his trip to Wichita and indicating that he normally makes a conscientious effort to
drive the speed limit but he may have unintentionally exceeded the speed limit. On February
15, 1994, our office sent a letter to the compiaining party informing him that the emplovee
had been counseiled concerning the allegations.

The sixth complaint was received by telephone on January 18. 1994 conrtaining several
allegations. First. the complaining party followed the vehicle on the turnpike and alleged that
the state vehicle was traveling 70 miles per hour. The complaining party followed the state
vehicle as it exited on [owa street in Lawrence and then made several consecutive turns as if
it were trying to keep the complaining party from following him. The complaining party felt
that the driver may have been using the vehicle to attend a KU v. K-State basketball game
that evening. The complaining party eventually lost site of the vehicle in traffic. Our office
sent a letter to Jim Robinson. chairman of the Kansas Corporation Commission summarizing
the complaint on January 19, 1994. Our office received a letter on January 31. 1994 from
Brian J. Moline. General Council for the Kansas Corporation Commission, stating that the
driver of the vehicle is a pipeline safety inspector who was investigating a suspected gas leak
at 2014 New Hampshire in Lawrence. Kansas that evening. On February 7. 1994 our office
contacted the complaining party and informed him that the driver was investigating a gas leak
and denied attending the KU v. K-State basketball game. The complaining partv was not
satistied with this expianation. [ contacted Brian Moline by telephone who obrtained a written
explanation from the emplovee. [ sent a copy of this written explanation to the complaining
party deleting the empiovee’s name in order to keep his identity confidential. [ also sent the
complaining party a copy of the turnpike receipt showing that the emplovee returned to
Topeka at 9:00 that evening. The basketball began at 8:30 p.m.. and the emplovee wouid
have needed to leave Lawrence by 8:30 to arrive in Topeka at 9:00. This information
saustied the compiaining party’s concerns. and he decided not to pursue the martter turther.
The empiovee was counseied concerning the allegation or speeding and Brian )loline
informed me that he would review procedures for operating state vehicles with ail of the
pipeline satety Inspectors.

Most compiaints that we receive do not contain a name and address ror the
complaining party. 't is difficuit to pursue these cases when the emplovee denies the
allegations and our ortice cannot contact the complaining partv to obtain additional
information. ‘" nless e compiaint alleges rartcularly tlagrant conduct. ve normaily ailow
the agency to determine whether it believes the emplovee and what discipiinary action should
“e taken. Ve do not normaily ger involvea with the actual investigation of the compiaint
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Orion Jordan
March 29, 1994
Page 4

unless the agency is not cooperating or the complaining party is availabie to contest the
employee’s version of the events alleged in the complaint.

[ hope that this memorandum will help in your efforts to evaluate changes to current

procedures in handling vehicle complaints. Please call me if you need additional information
or if I can be of further assistance.

SMG:sk

J004820.01
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VEHICLE REQUEST
COVER SHEET
FY 1994 BUDGET

Director, Kansas Central Motor Pool
400 SW Van Buren
Topeka, Kansas 66603

Dear Director:

It is requested that the Kansas Central Motor Pool secure a vehicle
for permanent assignment to this agency. The usage of vehicles currently
assigned to this agency has been reviewed and reassignment of vehicles
within the agency is not feasible as a means for meeting this vehicle
request. ‘

Agency Head*Signature

Title

Agency

Date

Contact Person for Entire Agency

Phone Number

Contac% Person for Agency Subdivision

Phone Number

The agency head is the top person in the agency. For example, the

E Secretary of S.R.S. would sign this form not the Superintendent of

g Topeka State Hospital. The agency head must sign one of the Vehicle
Request Cover Sneets for each vehicle requested.
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VEHICLE REQUEST
FY 1994 BUDGET

AGENCY NAME and NUMBER

AGENCY SUBDIVISION NAME AND NUMBER

Check Appropriate Box:

1. Request for Additional Vehicle

2. i i Request to Exchange Currently Assigned
Vehicle with Another Type of Vehicle

3. A. If either Box 1 or 2 above was checked, circle type of vehicle being
requested: 4-Door €ompact; 2-Door Compact; 1/2 Ton Pickup; Mini Pickup;
Station Wagon; 2 Passenger Cargo Mini Van; 5 Passenger Mini Van; 7
Passenger Mini Van; 8 Passencer Mini Van; 3/4 Ton 5 Passenger Van; 1 Ton
12 Passenger VYan; 1 Ton 5 Passenger Van; 2-Door Intermediata (Undercover);
4-Door Intarmediate (UndercoVer); Motor Carrier 4 Door Intermediate; Fire

Marshal 4-Door Intermedizte. (NOTE: I your agency requires a specialized
vehicle not included in this 1ist, please describe the type of vehicle and
the need for the specialized vehicle in an attached lettar.)

B. If a pickup truck or van is being requested, provide detail regarding:
cargo to be carried; cargo weight; passenger quantity; percentage of
time passengers carried: '

4. A. If Box 2 above was checked, circle the type of vehicle you will be

releasing in exchange for a new type of vehicle: 4-Door Compact;
- -2-Door Compact; 1/2 Ton Pickup; Mini Pickup; Stationwagon; 2 Passenger

Cargo Mini Van; S Passenger Mini Van; 7 Passenger Mini Van; 8 Passenger
Mini VYan; 3/4 Ton 5 Passanger Van; 1 Ton 12 Passenger VYan; 1 Ton
§ Passanger Van; 2-Door Intermediate (Undercover); 4-Door Intermediats
(Undercover); Motor Carrier 4-Door Intarmediate; Fire Marshai 4-Door
Intermediata.

B. State why the type of venicle currently being used does not satisfy
agency needs and thus should be exchanged for another type of vehicle.
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O

{5 the venhicle being requested for an existing position? yes

no

If the vehicle is being requestzd for an existing position, complete
the following.

qA>

Position number:

Names of all drivers (state if position or positions temporarily .
vacant)

Job classification:

Job duties (specify why travel required):

Specify the territory to be travelled:

Specify legislation & regulations requiring performance of duties:

Stata why vehicle is required now but was not required praviously.

1f the vehicle is being requestzd for a positicn that has not been
authorized by the legislature, please complete the following.

A.

3.

Projectad job classification:

oob duties (specity wny travel required):

Specify the territcry to be travelled:

Specify projected legislation and regulations which will require
serformance of duties:

/-A0



8. 1In order to have a vehicle permanently assigned, &t least one of the

following criteria must be met. Circle the letter for each criteria that
applies. Thus, if 3 criteria apply, circle 3 letters.

A. The vehicle will be stationed in Shawnee County and driven 18,000
miles per year. (Average 1500 miles per month)

B. The vehicle will be stationed outside of Shawnee County and driven
15,000 miles per year. (Average 1250 miles per month)

C. The vehicle is required for special service and must be equipped
with two-way radio or other apparatus rendering the vehicle unusable
for normal travel.

D. The vehicle will be used to: haul special tools or equipment;
transport handicapped persons or other clientele; meet other special
transportation needs.

9. A. If the vehicle being requested is for an existing position located
in Shawnee County, complete the following table for as many of the
last 12 months as possible.

MONTH MILES DRIVEN/MONTH (Private Mileage, Mileage
of vehicle to be exchanged
Central Motor Pool Dispatc
Service Mileage)

TOTAL TOTAL

TOTAL MILES : TOTAL MONTHS = AVERAGE MILES/MONTH

8. If the vehicle being requested is for a nonexistant pcsition projected
to be located in Shawnee County, please state the basis for projecting
that the vehicle will be driven 12,000 miles per year. (Complete if 8A
above is circled).

10. A. If the vehicle being requested is for an existing position located out-
side Shawnee County, complete the following table for as many of the
last 12 months as:possible.
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11.

)
MONTH MILES DRIVEN/MONTH (Private Mileage, 7 .ge
of vehicle to be exchanged,
Central Motor Pool Dispatcth
Service Mileage.)

TOTAL TOTAL
TOTAL MILES s TOTAL MONTHS = AVERAGE MILES/MONTH

If the vehicle being requested is for a nonexistant position projected

to be located outside of Shawnee County, please state the basis for
projecting that the vehicle will be driven 15,000 miles per year. (Complete
if 8B above is circled) ‘

If the vehicle is being requested for a duty station outside of Shawnee
County, state the duty station for the vehicle.

If the vehicle will be equipped with a two-way radio or other special
apparatus, please complete the following.

A. Specify the special equipment to be affixed to the vehicle.

B. Specify the approximate weight of the special equipment.

C. Specify the duties performed which require affixing special equipment
to the vehicle.

Please provide appropriate detailed information below if the vehicle will
be used to: haul special tools or equipment; transport handicapped persons
or other clientele; meet other special transportation needs.
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