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1. INTRODUCTION

This document sets out current Company Policy as it relates to the acquisition, allocation and use of Company vehicles.

It covers the use of vehicles (Company vehicles) which are either owned by the Company or for which the Company is legally responsible under a rental or leasing arrangement.  It also covers the provision, and use, of vehicles which are hired on a temporary basis to fill short term needs.

It does not cover the use of privately owned vehicles on Company business, except in those sections to which this is specifically referred.

This document is intended to be a comprehensive statement of Company Policy, and therefore contains a great deal of information which hopefully will only seldom be referred to.

A separate document, "The Vehicle Driver's Handbook", has been produced to more broadly outline the policies and procedures contained herein.

In any case where there is a difference in interpretation of any item referred to in the abbreviated version, this policy document shall stand as being the correct, and agreed guide.

2. ACQUISITION, ALLOCATION, DISPOSAL

2.1 NEW VEHICLES  -  CONTRACT POLICY

Unless specifically stated otherwise in writing, new vehicles acquired on lease will be taken for a period of three years, or 75,000 miles, whichever is the shorter.  Company owned vehicles will be replaced within the same guidelines.

Before seeking quotations, an estimation will be made of the annual mileage which the driver is likely to cover.  This will be based on a combination of discussions with the driver himself, his line manager, and where available the history of the driver's previous cars (or of other drivers who have covered a similar role/area).

From this estimate, the most suitable contract period/mileage will be calculated to fit in to Company Policy.

For example:
Estimated annual mileage:
36000


Miles per month:
3000
75000/3000 = 25


Contract:
25 months  75000 miles


Estimated annual mileage:
18000


Miles per month: 
1500
1500 x 36 = 54000


Contract:
36 months  54000 miles

Facilities will obtain at least two quotations from suitable contract hire companies, and the contract will be placed with the cheaper supplier.

In exceptional circumstances (eg: a small difference in price, but a long "lead time" from the cheaper supplier) the dearer of the quotations may be accepted subject to discussion with, and approval of, those parties responsible for authorising the acquisition.

AUTHORISATION OF ACQUISITION

Before committing to an acquisition, authorisation will be obtained from the following, to ensure that the proposed vehicle and contract details are in order:-

Position
Responsible for checking/confirming

Facilities Manager
Source and price of vehicle


Contract details correct

Budget Holder
Mileage estimate correct


Cost in line with budget

Personnel Manager
Category and position still valid


(and not due to change shortly)

Financial Controller or Director
Cost in line with Dept budget

Finally, the order will be approved by the MD (or in his absence the Company Secretary).

2.2 CHOICE OF VEHICLE

Where the vehicle to be supplied is to be a new one, the driver will be given a choice of vehicle from his current category, or from a category notified by Personnel. A driver replacing an existing car with a new vehicle from the approved list may opt instead for a vehicle from a category one grade lower than their entitlement.  Downgrading to a category lower than this is only allowed with the express approval of the driver’s General Manager
Drivers wishing to downgrade existing cars to minimise their tax liability, will only be allowed to do so where it can be accomplished at no additional cost to the company, and where it does not adversely affect other drivers, with no exceptions !

Circumstances may arise where it is not possible to obtain the vehicle by the required date (eg: short supply of the vehicle chosen) and in these cases, a "lead in" vehicle will usually be obtained.  However, this is not possible where the  current  vehicle is fitted with a car phone.  In such instances, the driver will be required to continue using his current vehicle even though this may place it outside the age/mileage policy.

2.3 DIRECT PURCHASE OF VEHICLES

In the case of category 6 vehicles and higher, there  may sometimes be advantages to the Company (financial or otherwise) in purchasing a car outright, rather than leasing it on a contract hire agreement.  In these cases a "total purchase price" will be supplied to Accounts, for calculating the relative cost benefits of the two methods of acquisition.

2.4 USE OF EXISTING VEHICLES

Requirements for a company vehicle will first be met by using a vehicle from the current fleet, where there is one of a suitable category currently unallocated.  There is no automatic right to a new vehicle, except as described below.

At the discretion of the Company, a car of a higher category may be assigned to the driver, either on a temporary basis or until the end of it's contract, as appropriate.  However, neither new nor existing drivers will  be required to accept a vehicle which is lower than the category to which they are entitled except that where a driver has chosen a vehicle from new, the company may reallocate another vehicle of the same category as the one being replaced, regardless of the driver’s actual entitlement.

Where the vehicle previously assigned was not a new vehicle, but one reassigned under this policy, the subsequent replacement vehicle will be  a new  one, chosen by the driver from the current list, unless there are exceptional circumstances which warrant otherwise.  In such a case, this will first be discussed and agreed by those parties responsible for authorising new vehicle acquisition.

2.5 PROMOTIONS AND UPGRADING

If, where the requirement is due to the promotion of an individual, there is no-one to whom the existing vehicle can immediately be transferred, that person will be required to continue with the currently allocated vehicle:

· for the duration of the contract

· until it can be reassigned

· for a period of up to six months

whichever is the shortest.  A vehicle of the correct category will then be assigned as per  the parameters in 2.3 (above).

2.6 MONITORING OF CONTRACT

Through the course of the contract on each vehicle, the mileage covered will be monitored against the original contract mileage.  Where there is a significant difference in either direction, this will be investigated by Facilities.

If this difference is identified as being a permanent change in driving pattern - for instance, a change in the area the driver is responsible for, a change  of home location, etc. - then the contract will be renegotiated so that the projected end date keeps the vehicle in line with current policy as defined in item 2.1.

2.7 VEHICLES OUTSIDE MILEAGE POLICY

Notwithstanding the above, there will be occasions where a vehicle reaches it's contract mileage before the due date.

Where this is only a small difference, the vehicle will be run on until the specified end date of the contract.  However, where the vehicle is, or will be, significantly outside the standard Company policy, then the lease will be terminated early and another vehicle assigned (as covered in items 2.3 and 2.5 as appropriate).

2.8 VEHICLE CONTRACT CHARGES

All charges relating to a vehicle will be the responsibility of the department to whom the vehicle is allocated.

Where a vehicle becomes available, for example because a driver leaves the Company's employ, the department will continue to be responsible for the lease costs while efforts are made to reassign it.

If, after three months, this has not been possible, the situation will be reviewed and if it is decided that the vehicle cannot be reallocated, the contract will be terminated.  The department to whom it was previously allocated will be responsible for any charges incurred for early termination and/or excess mileage.

3. INSURANCE ARRANGEMENTS

3.1 AUTHORISED DRIVERS

Company vehicles may only be driven by the following (and then only if they are not excluded by any of the points in 3.2).

· The employee to whom the vehicle is allocated, and who holds a valid full UK driving licence.

· The employee's nominated second driver.  (An employee may nominate one additional driver - usually spouse or common law spouse - who will be authorised to drive the assigned vehicle unaccompanied)

· Any TEU employee, with the prior permission of their General Manager and with the knowledge of the vehicle's regular driver.

· Any other person when accompanied by the employee to whom the vehicle is allocated.

A copy of the employee's (and second nominated driver's, where applicable) driving licence should be passed to Facilities.

3.2 EXCLUSIONS

Company vehicles may not be driven by any person:

· who has not held a full valid licence, entitling them to drive in the UK without supervision, for a minimum of twelve months  -  ie:  NO LEARNER OR NEWLY QUALIFIED DRIVERS

· who is under 21 years of age and not an employee of TEU.

NOTE:
In certain circumstances persons who do not meet this condition, but who are otherwise qualified, may be given special written permission to drive.


Where the Company insurers give permission, special conditions may apply.

3.3 INSURANCE COVER

The Company's insurance cover includes:-

· Fully comprehensive insurance for loss or  damage to company vehicles  (excluding an excess charge)

· Third party cover in respect of claims by the public including claimants costs and expenses for: (a) Death or bodily injury to persons including passengers  (b) Damage to property   (c)  Emergency treatment of injuries as defined in the Road Traffic Acts

· Legal costs incurred with the Company's insurers written consent

· Separate cover for windscreen damage to company vehicles

· Nominal cover for employee's personal effects

3.4 USE OF VEHICLE

The Company's insurance cover includes use of company vehicles for any purpose  in connection with the business of the Company, excluding use for hiring, racing, pace-making, competitions, trials or speed testing.

Cover also includes authorised use of company vehicles for social, domestic and pleasure purposes.

3.5 VEHICLE CONTENTS

Employees should take every possible precaution to safeguard property  in the vehicle, whether belonging to them or the Company. Company property is insured against "all risks" including theft or damage in transit, and the driver should inform Facilities as soon as is practicable of any occurrence which may require a claim to be made.

There is a nominal insurance cover for employees' personal effects, to cover items such as cassettes, maps and suchlike.  More valuable personal items are not protected by the Company's insurance cover.  It is therefore the individual's responsibility to ensure separate cover is arranged if required.  Loss of any kind should however be notified to the Company.

3.6 CARAVANS AND TRAILERS

Insurance cover in respect of approved towing of caravans or trailers is limited to Third Party Risks and applies only whilst the caravan or trailer is attached to the company vehicle (see also Section 5.4).

3.7 OVERSEAS JOURNEYS

Where specific approval has been given for overseas travel (see Section 5.2) it is most important that the appropriate insurance cover is arranged and that the correct documentation is available covering the proposed journey's.  Such cover as is necessary will be arranged for the employee where this is possible.  For approved private journeys, the employee will be responsible for any costs involved.

3.8 INSURANCE OF TEMPORARY REPLACEMENT VEHICLES

The Company's insurance cover provides for all vehicles to be notified to the insurers and listed on a vehicle schedule.  It follows that vehicles which have not been notified to our insurers will not be insured.

Where, therefore, arrangements are made for a temporary replacement vehicle to be used whilst a normal vehicle is off the road, Facilities MUST  be notified (by phone if necessary) advising the following information:

· Model and Registration No of existing vehicle

· Make and model of replacement

· Registration of Replacement

· Cubic capacity of engine of replacement

· Current value of replacement

· Date and time from which insurance cover for replacement is required.

On completion of the temporary substitution, Facilities must again be advised to cancel this cover.

NB:
All Company vehicles must be covered under the Company's insurance policy; separate insurance cover for temporary rented vehicles should not be taken out.

In taking out a temporary hire vehicle the driver is usually required to sign the hire agreement and will be held personally liable for agreeing to insurance costs which are not required.  (See also Section 6.4).

3.9 CERTIFICATES OF MOTOR INSURANCE

Where possible the Company tries to provide each employee allocated a Company car with an individual Certificate of Motor Insurance.  Where any problems arise requiring an employee to produce a Certificate and one is not in his/her possession, one may be obtained on loan from Facilities.

NO CLAIMS BONUS

An employee who has driven a company vehicle for a number of years without being involved in any accident resulting in an insurance claim can usually be provided with a certificate to this effect from the Company's insurers.  This should enable an employee to obtain personal motor insurance if required, with the appropriate No Claims Discount from an insurance company.

3.10 UNAUTHORISED USE

Unauthorised use of a vehicle will result in the employee to whom the car is allocated being held personally liable towards the Company and/or the Company's insurers for any loss or damage to the vehicle itself and for reimbursement of all third party claims.  The driver could also be held to be uninsured if investigated by the police.

3.11 UNINSURED LOSSES

The Company will usually meet the costs of any uninsured losses resulting from accident claims (eg; policy excess, vehicle hire, etc.) which have been notified under the correct procedure (see Section 7.2).

However, should there be an unacceptably high number of "fault" (see note on definition below) claims from any individual, the Company reserves the right to impose specific additional conditions, or take such actions, as are felt appropriate to the circumstances.  Such actions will be taken only in extreme circumstances and after fair warning has been given, and will first be agreed with the driver's General Manager and Director.

Note: 
A "fault" claim is defined as any claim where:-


either - 
Liability for third party claims is accepted by the Company's insurers


or -
There is no third party from which uninsured losses can be recovered

3.12 USE OF PRIVATE VEHICLES ON COMPANY BUSINESS

A policy has been taken out to upgrade private insurance to cover use in connection with Company business, where this is not already provided for under the employee's own policy.  The same rules, exceptions and constraints apply as are outlined within this document for leased and company owned vehicles.  (See also Section 6.1.3)

It should be noted that the Company's insurers may require a copy of the employee's private policy, in the event of a claim, to confirm that the claim should not legitimately be settled under this policy in the first instance.

USE AND CARE OF VEHICLES

3.13 FUEL POLICY

Subject to any over-riding instructions which may be issued the Company will be responsible for the cost of petrol and oil consumed when the vehicle is used on authorised journeys.  Authorised journeys do not include journeys when the employee is on holiday outside the UK.

Vehicles are to be refuelled with standard unleaded petrol, unless  the vehicle manufacturer’s handbook specifically states that a higher grade fuel MUST be used.. It is strongly recommended that wherever possible Vehicles are refuelled at supermarket outlets, 

The Company will monitor vehicle performance in relation to fuel costs of similar vehicles both within our own fleet, and against a national database and will use the data collected to minimise the fleet running costs where opportunities are highlighted. Drivers will be required to assist in this process and to co-operate with all reasonable requests.  Specifically, drivers MUST ensure that the vehicle registration number and mileage reading is included  whenever refuelling their vehicle  using a Company Allstar card.  The Company may, at it's discretion, disallow claims which do not quote this information.

3.14 ROAD FUND LICENCE

The Company will ensure that Company vehicles are licensed for the correct class of use and will be renewed as may be necessary.  Employees should advise Facilities accordingly if for any reason the licence is not renewed by the expiry date.

3.15 INSURANCE COSTS

Insurance cover as set out under the "Insurance Cover" section of this handbook will be provided by the Company.  Except where otherwise provided the Company meets the cost of insuring company vehicles.  (See also Sections 3.8 and 3.12)

3.16 MAINTENANCE AND REPAIRS

The cost of regular maintenance and repairs will be met by the Company or in the case of a leased vehicle by the Leasing Company.  However, the driver may be held responsible for charges incurred due to misuse. (See Section 4.9)

3.17 RENTED OR LEASED VEHICLES

Where an employee is allocated a vehicle which is rented or leased to the Company, the employee must conform to the instructions to drivers given by the Rental/Leasing Company.  These instructions are usually set out in a booklet supplied with the vehicle.

3.18 USE BY OTHER EMPLOYEES

Where it is practicable and reasonable to do so, the drivers may be required from time to time allow the vehicle allocated to them to be used by other Company employees for business trips.  (See also Section 3.1)

3.19 UNAUTHORISED USE

A Company vehicle may only be used by persons or for purposes for which the vehicle is insured and authorised.  Unauthorised use could render the user personally liable under any proceedings at law or for the cost of any damage to the vehicle or otherwise.  (See also Section 3.11)

3.20 SEAT BELTS

Seat belts are fitted to vehicles for the safety of the driver and front passenger and must always be used, in accordance with Statutory Regulations.

Where rear seat belts are provided, it is strongly recommended that the use of these by passengers is encouraged as much as possible.    NB:  It is a legal requirement that if rear seat belts are fitted, they must be used.

3.21 SERVICING & MAINTENANCE

3.21.1 RESPONSIBILITY

Where a vehicle is allocated to the personal custody of an employee for daily use in connection with his/her job that employee will be responsible for ensuring that the vehicle is regularly serviced and maintained and that its condition conforms in all respects with the current Road Traffic Acts and any Construction and Use Regulations covering the condition of the tyres, brakes, steering, lighting etc.

3.21.2 COMPANY OWNED VEHICLES

Where the vehicle is owned by the Company the cost of normal servicing and maintenance will be undertaken under an official order issued by Facilities or reimbursed to the employee upon the production of receipts.

If any different arrangements apply, the employee will be notified accordingly.

3.21.3 CONTRACT HIRE VEHICLES

Where the vehicle is rented or leased the servicing instructions will be set out in the Rental/Leasing Company's instructions to drivers.

It is a specific condition of our vehicle leases that services be carried out at the mileage specified by the vehicle manufacturer.  Because many drivers would find it difficult to accurately project mileage this precisely, there is an acceptable tolerance of plus/minus 500 miles of the due mileage.

If as a result of driver default, including not having the vehicle serviced at the appropriate mileage, the Company incurs additional excess repair costs these may be re-charged back to the driver.

3.22 PRESENTATION

Company vehicles reflect the COMPANY'S, as well as the DRIVER'S image.
It is the responsibility of those driving Company vehicles to ensure that  a vehicle allocated for their use is kept in a clean and presentable condition, both inside and out.

Facilities will carry out random condition checks on Company vehicles, and provide a report to the General Manager and Directors.

Any vehicle identified as not meeting a reasonable standard will be required to remedy this within a reasonable period (to be agreed between the driver and responsible manager.)

If, after this period, no action has been taken or the vehicle is still not satisfactory, Facilities will arrange for the vehicle to be professionally cleaned and the employee will be personally liable for all costs incurred, including the administrative cost.

GENERAL INFORMATION

3.23 SECURITY

Employees must ensure that the vehicle is always locked when left unattended.  If valuable items must be left in the vehicle, these should be kept out of sight as far as possible, preferably locked in the boot. (See also Section 0)  If an alarm is fitted this should be switched on.

3.24 OVERSEAS TRAVEL

Company vehicles may not be used for travel outside the UK for business or holiday purposes unless specifically approved in writing by the Company, or where appropriate by the leasing company.

Applications should be made to Facilities as far in advance as possible to enable the correct documentation for insurance purposes to be implemented,

If the journey is other than business, it is the employee's responsibility to arrange, and meet the costs of, appropriate cover against the costs of vehicle recovery in the event of breakdowns and/or accidents.  (See also Section 3.7)

3.25 FITMENT OF ACCESSORIES

The fitment  to Company vehicles of any additional equipment or accessories requiring drilling, taping or other permanent or semipermanent fixing is not permitted except with prior written permission from the Company.  Application may be made to Facilities.

3.26 CARAVANS AND TRAILERS

Company vehicles may not be used to tow private caravans or trailers unless approval in writing has been received from the Company.  Applications should be made to Facilities.  (See also Section 3.6)

3.27 FINES

Employees are responsible for any fines and/penalties arising from breaches of laws and regulations in respect of any vehicle allocated to them.

If the employee does not settle a fine or penalty direct, the Company may be called upon to settle the payment due.  In such cases the costs charged to the Company plus an administration fee of £10.00 will be deducted from expenses to be reimbursed, or other monies due to the employee.

If there is any doubt on these points please refer to Facilities.

3.28 RETURNING VEHICLES

When any vehicle is handed in at the end of a permanent or temporary allocation the vehicle must be clean inside and out and the ashtrays, pockets, compartments etc. cleared of rubbish.  All vehicles must be handed back with a full tank of petrol, and oil and water at their correct levels. Where a vehicle is being handed back with any malfunctions or defects these must be made known to the person to whom it is handed over.  Employees may be held personally liable for any accident caused by a safety defect known by them and not reported.

CAR HIRE POLICY

3.29 WHEN TO HIRE VEHICLES

3.29.1 REPLACEMENT VEHICLES - ACCIDENT/BREAKDOWN

A hire car will be authorised by Facilities when the driver's usual car is not usable due to either accident damage/repairs, or through mechanical breakdown.  For leased cars, replacement vehicles will normally be provided by the lease company.  Once a  replacement has been authorised, the driver should contact the relevant lease company to arrange this.

3.29.2 REPLACEMENT VEHICLES - ROUTINE SERVICING

Hire cars will not be authorised to cover periods when the driver's usual vehicle is being serviced, except in exceptional circumstances.  In such a case, the request must first be authorised by the driver's General Manager,

3.29.3 EMPLOYEE'S NOT NORMALLY ISSUED WITH A CAR

Before authorising a hire car, Facilities will require a requisition to be completed, by the responsible budget holder, giving details of the purpose for which a vehicle is needed and reasons why the following alternatives are not practicable:-

Employees should use their own vehicles wherever possible and claim reimbursement for the mileage covered. [The Company has taken out a specific addition on the Company insurance policy to cover use of private vehicles on Company business.  Notification of use is not required, as this information will be collated from expense claim details.  (See also Section 3.13)]

If the user will be returning the same day, within usual business hours, another vehicle assigned to the department should be used.

If there are reasons why the above alternatives cannot be used, Facilities will arrange a vehicle.  The signed requisition will be taken as the budget holder's acceptance of any charges incurred for supplying this vehicle.

3.30 TYPE OF VEHICLE

3.30.1 REPLACEMENT VEHICLES

Where a replacement vehicle is supplied by a lease company, under the terms of  a Contract Hire agreement they are not obliged to supply an exact "like for like" replacement, though they will usually endeavour to do so.  If one is not available at the time it is required, the nearest equivalent will be supplied  -  this may be a different make or a "grade" higher or lower (eg.  Cavalier 1.6L or 2.0 CDi to replace a 1.8GL).  If the offered vehicle is not acceptable for any reason, an alternative will be sourced by Facilities.  However, it must be noted that this will be at full cost for the duration of the hire and must therefore have the prior authorisation of the responsible General Manager or Director.  (Under our lease agreement we pay for the first 24, or in some cases 48 hours, only at a typical rate of £20-£30 per day  -  this facility is paid for, in advance, within the monthly lease cost.)

EMPLOYEES NOT NORMALLY ISSUED WITH A CAR

If the hirer does not normally have a company car, or a vehicle not normally available is required for a special event, one will be hired to suit the purpose for which it is to be used.  Usually, this will be an intermediate model up to 1600cc, unless specifically requested otherwise on a "Hire Car Requisition".  All requests for hire cars must be made on an official "Hire Car Requisition" form.  All sections must be completed and it must be signed by a responsible budget holder.

3.30.2 TRAVEL TO AND FROM AIRPORTS

For travelling from and to Heathrow Airport, it is more cost effective to use a taxi from our preferred supplier than to hire a car, and this will therefore be the normal method.  (Employees should remember to book their return trip through the same taxi company.  On no account should "black cabs" be used.)  Where this is not feasible, the minimum spec. vehicle (1400cc Escort or equivalent) available should be hired.

3.31 EMERGENCY CAR HIRE

Cars should always be authorised through Facilities.  However it is accepted that there may be instances where a vehicle is required urgently outside of usual working hours.  In those cases, the driver should proceed to hire a vehicle WITHIN THESE GUIDELINES,  but ensure that Facilities is informed at the earliest opportunity.

3.32 INSURANCE COVER

Insurance on hired vehicles is always covered as part of our own policy.  Facilities must be advised of the make, model, cc, registration number and hire period, of any vehicle hired, as soon as is reasonably practicable, so that these details can be declared to the Company's insurers.  (See also Section 3.8)

ACCIDENT/DAMAGE NOTIFICATION

3.33 WHEN INVOLVED IN AN ACCIDENT

In the event of an accident the procedure must be:-

a) Stop immediately. Give only your name, address and our insurers name and policy number (if known).

b) If the accident is serious or a person is injured, do not move the vehicle, call the police.

c) Take full particulars of :-

· Other vehicle make, number and damage.

· Driver's name and address and if possible his/her insurers and policy number.

· Names and addresses of all witnesses.

· Owners name and address if other than the driver.

· Weather and road conditions

d) Make a sketch of the exact location, show names of roads, road signs, position of vehicles, marks on road etc.  (eg: skid marks)

e) If an ambulance is called, note the name of the injured person and the hospital to which he/she is taken

f) If the police are called to attend at the scene of the accident

· Note the officer’s number and station

· Do not make a statement.  You are not obliged to by law.  If asked to do so inform the officer that you wish first to contact the Company's insurers

g) Do not admit liability to anyone.  If the other driver does, write it down and if possible get him to sign it.

h) Only move the vehicle if the accident is slight, otherwise only move it when the police officer attending (if any) instructs you.

i) If you are unable to exchange particulars with the other driver tell the police as soon as possible but in any event within 24 hours.

3.34 CLAIM REPORTING PROCEDURE

All accidents, accidental damage including windscreen breakage, malicious damage and loss by fire or theft must be reported immediately, by phone if possible, to Facilities.  Details should then be confirmed in writing and the following procedure followed:-

a) Obtain and complete an appropriate Claims Notification Form and forward this as soon as possible to Facilities.  Do not wait until you have obtained estimates before completing/forwarding this form.

b) Arrange for the the vehicle to be taken to a repairer. Obtain an estimate for any repairs and forward this a.s.a.p to Facilities. You must not authorise any repairs. If the vehicle is drivable, you should obtain two estimates. If you are office based, Facilities will advise which garages should be approached.

c) Emergency repairs of windscreens may be carried out immediately.  Reimbursement of costs will be made on submission to Facilities Department of any expense claim form supported by a receipted invoice and a completed windscreen claim form.  Windscreens should not be replaced where there is only minor damage, chips, cracks etc., except where these are within the drivers side windscreen-wiper area or where the windscreen is not of a laminated type.
d) In no circumstances should employees enter into correspondence or other communication with other parties concerned in an accident.  All correspondence received from other parties, their solicitors, insurers, including any notice of intending prosecution, should be forwarded without delay to Facilities.

4. CAR ALLOCATION CATEGORIES

4.1 CATEGORY 2


Model
Size
Body
Transmission
Other

a) Ford Escort Ghia
1.8i 16v
4 or 5 dr
Manual

b) Ford Mondeo GLX
1.8i 16v
4 or 5 dr
Manual
ABS

c) Nissan Primera LX
1.6
4 or 5 dr
Manual
Alarm, R\cass

d) Renault Laguna RN
1.8
5 dr
Manual
Alarm

e) Renault Laguna RT
1.8
5 dr
Manual
Alarm

f) Vauxhall Cavalier GLS
1.8i
4 or 5 dr
Manual
Alarm

4.2 CATEGORY 3


Model
Size
Body
Trans
Other

a) Ford  Mondeo GLX  
2.0i 16v 
4, 5 or Est  
Man\Auto  
Met. Paint, ABS
b) Ford  Mondeo Ghia
2.0i 16v
4 or 5 dr 
Manual 
Met. Paint
c) Ford Probe 
2.0i 16v 
Coupe 
Manual 
Met. Paint,  E\S\Rf
d) Audi 80 
1.6 
4 dr
Manual
Met. Paint Alarm


e) Vauxhall Cavalier GLS
1.8i
4 or 5 dr
Manual
Alarm, e\w\f, e\w\r e\s\rf


f) Nissan Primera GLX
2.0 
4, 5 or Est
Man\Auto
Met. Paint
Alarm

g) Rover 620 2.0i 
16v 
4 dr 
Manual 
Met. Paint

h) Vauxhall Calibra 
2.0i 8v 
Coupe 
Man\Auto

i) Vauxhall Cavalier CDX
2.0i 16v 
4  or 5 dr 
Man\Auto
j) Vauxhall Omega Ed. S
2.0i 
4 dr or Est 
Man\Auto 
Met. Paint, Alarm
4.3 CATEGORY 4


Model
Size
Body
Trans
Other

a) BMW 318
1.8i
4 dr
Man\Auto
Met. Paint, p\a\b


Alarm, e\s\rf, r\cass

b) Ford Granada Ghia
2.0 Efi
4 or 5 dr
Man\Auto
Met. Paint

c) Ford Probe 
2.5i 24v
Coupe
Manual
Met. Paint
d) Audi 100 E
2.0
4 dr
Man\Auto
Met. Paint
e) Rover 620 SL
2.0i
4 dr
Man\Auto
Met. Paint
f) Vauxhall Omega GLS
2.0i 16v
4 dr
Man\Auto
Met. Paint, p\a\b
g) Volvo 940 SE
2.0
4 dr or Est
Man\Auto
Met. Paint, Alarm
4.4 CATEGORY 5


Model
Size
Body
Trans
Other

a) BMW 320 SE
2.0i 24v
4 dr
Met. Paint, p\a\b, alarm

b) Ford Granada Scorpio
2.0 EFi
4, 5 or Est


c) Mercedes E200
2.0
4 dr
Met. Paint, p\a\b, alarm

d) Vauxhall Omega CD
2.0i 16v
4 dr or Est


e) Volvo 940 GLE
2.3
4 dr or Est
Met. Paint

4.5 CATEGORY 6


Model
Size
Body
Trans
Other

a) Audi 100 Sport
2.6
4 dr


b) BMW 525 SE
2.5i 24v
4 dr or Est
Met. Paint, p\a\b, alarm

c) Mercedes C220 Elegance  2.2
4 dr
Met. Paint, p\a\b, alarm

d) Mercedes E220
2.2
4 dr
Met. Paint, p\a\b, alarm
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