
MOTOR VEHICLE/FLEET CARD POLICY 

 

Authorization for Use 

 

Southeast Area Cooperative employees shall operate Cooperative vehicles only when they: 

1. Are authorized by Cooperative administration to act as the operator of a vehicle; 

2. Hold a valid driver’s license for the class of vehicle they are approved to operate.  The 

Cooperative may verify status by checking motor vehicle records. 

3. Annually provide a copy of their driver’s license to the Cooperative. 

 

Responsibilities and Expectations 

 

Drivers are responsible for: 

1. Ensure Cooperative vehicles will only be used for Cooperative purposes. 

2. Ensure all vehicle related charges made to a Cooperative account is for a Cooperative owned 

vehicle. 

3. Maintain a Track My Miles log to be submitted monthly to the Cooperative business office, along 

with gas receipts. 

4. Ensure the vehicle is made available for routine maintenance as well as unscheduled 

maintenance when required.  Ensure the engine oil is changed approximately every 3,000 miles. 

5. Ensure the vehicle is locked when not in use. 

6. Operate the vehicle in a safe, responsible manner and in compliance with South Dakota state laws 

and regulations as well as local laws governing vehicle use. 

7. Cellular phone calls, incoming or outgoing, should be limited, except with hands free devices.  You 

are encouraged to pull over to a safe area and stop driving to use a cell phone in the vehicle. 

8. Texting or using a web browser is prohibited while driving a Cooperative vehicle. 

9. Refrain from engaging in activities which may distract an individual from safely operating a 

vehicle. 

10. Refrain from any tobacco use while in a Cooperative vehicle. 

11. Refrain from the unlawful use, distribution, dispensing, manufacture, or possession of a controlled 

substance. 

12. Refrain from operating any Cooperative vehicle while under the influence of alcohol, any drug, or 

the combined influence of alcohol and any drug. 

13. Refrain from operating a vehicle in a manner which endangers the safety or life of others. 

14. Be personally responsible for traffic fines, court appearances, and other personal judgements or 

penalties arising from their violation of traffic laws while operating Cooperative vehicles. 

15. Be responsible for maintaining a valid driver’s license and following any license restrictions and 

informing the Director and/or Business Manager of any revocations, restrictions, or suspensions. 

16. Providing auto insurance on all personal vehicles used for Cooperative business; and providing 

proof of insurance to the Business Manager, if requested.  

17. Report all verbal warnings or written citations issued by an officer of the law to Cooperative 

administration. 

18. Reporting all accidents and incidents to the Director and/or Business Manager and cooperating 

with investigations. 

19. Be personally responsible for the inside and outside appearance of the vehicle. 

20. Be personally responsible for costs incurred while keys are locked in the Cooperative vehicle. 

21. Wearing their seat belts when driving vehicles on Cooperative business and ensuring passengers in 

such vehicles also wear their seat belts. 

22. Signing and adhering to our “Vehicle Use Agreement” (appendix I). 

 

Sanctions: 

The Cooperative Director will make the initial determination of a policy violation. Once it has been 

determined that a policy violation has occurred, the Director will implement the appropriate sanction(s). 

 

Sanctions may include but are not limited to: 

1. Verbal warning 

2. Written warning 

3. Deny, suspend, or revoke any use of a Cooperative vehicle 



4. Employment sanctions 

5. Notification of law enforcement 

 

Vehicle Use Agreement 

 A “Vehicle Use Agreement” (appendix I) serves as a means of authorizing staff members to drive 

on Cooperative business.  A “Vehicle Use Agreement” will be completed by all staff members, including 

those who drive their own vehicles for Cooperative services.  No staff member is permitted to drive on 

Cooperative business until this form has been completed and signed by the staff member.  Authorization to 

drive on Cooperative business may be terminated at any time in which the Director and/or Business 

Manager become aware of a driver’s failure to abide by this policy or to meet the minimum driver 

qualifications. 

 

Personal Use 

 Personal use of Cooperative provided vehicles are only allowed when driving to and from work 

locations.  Personal miles will be tracked once each year and taxes will be calculated on those personal 

miles on an annual basis and deducted from the staff payroll monthly. 

 

Vehicles Specifications, Inspection, and Maintenance 

 Vehicles will be assigned to drivers.  Vehicles modifications should be made only at the discretion 

of the Director and/or Business Manager.   

 

Fleet Credit Card Policy and Use 

 The Director and Business Manager are authorized to obtain and distribute fleet cards to 

Cooperative employees. 

 

 Fleet cards are to be used for gas purchases only.  Absolutely no purchases of any kind may be 

used for Cooperative staff’s personal vehicles. 

 

       Adopted:  Board of Directors 

November 19, 2012 
Revised:  August 16, 2016 

 


