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COMPANY VEHICLE POLICY –
 COMPANY VEHICLES USED BY EMPLOYEES

1st Revision         : December 2004 (Revised)

2nd Revision        : December 2010

3rd  Revision
    : February 2014
4th Revision
    : September 2015


General

Use of a company vehicle is a privilege granted to an employee subject to such employee’s adherence to the terms and conditions of this policy, and such further amendments or additions as may be made from time to time.

The use of the company vehicle may be withdrawn or suspended if an employee abuses the privilege in any way or fail to comply with the terms and conditions of this policy.

The employee who is entitled to make use of a company vehicle may use it for the execution of the company functions, as we as reasonable personal usage.  
The company will pay for approved and permissible fuel, oil and service costs as well as the vehicle license fees. The employee is liable to pay for excessive personal fuel usage.

The employee is liable for fringe benefits tax as determined by SARS in accordance with the origin cost (Plus VAT) of the vehicle category the employee is entitled to drive. See Annexure B.
To clarify the situation regarding taxation of company vehicles and fuel cards.

1.      Technicians – Company vehicles and fuel cards will not be taxed as they are on 24hr call.

2.      Other staff – (Branded vehicles and on 24 hr call) No Fringe benefit tax on vehicle, but fuel card must be taxed on the basis of a Car allowance, i.e. 80% taxable. The Employees can then claim business use against this when they submit their tax returns.

3.      If Branded, but not on 24 hr call – Vehicle must be taxed as fringe benefit.

4.      Not branded – Vehicle must be taxed as fringe benefit.

 

Responsibility

Where vehicles are assigned to individuals (who must be licensed drivers), these individuals will be personally responsible for the protection of these company assets.

Care of Vehicle

Vehicles must be carefully looked after, cleaned, economically used, and maintained in an efficient condition at all times, so that in the event of an accident, the insurance company will have no reasonable grounds for rejecting the claim.

Economical Use of Vehicles

All trips must be planned beforehand to eliminate wasteful mileage.  Fuel consumption must be regularly checked and reported if excessive.  High speeds are forbidden.

Security of Vehicles, Tools and Goods

Persons in charge of vehicles are held fully responsible for their safekeeping and for the security of any goods therein, including the removal of detachable radios and faces and the functions of immobilizers and gearlocks.  Losses or damage to be reported to management without delay.

Drivers’ Licenses

a) Manager must ensure that photocopies of all drivers’ license are on file and ensure that no company vehicle is driven by any person not in possession of the appropriate drivers’ license.  Licenses are defined as follows-:

Light Duty

0 > 3 500kg



Code 8

Medium Duty

3 501kg – 9 000kg


Code 9

Heavy Duty

9 001kg – 16 000kg


Code 10

Extra Heavy Duty
16 001kg - >



Code 11

b) Forklift Trucks are included in the afore going restriction, but the company staff must be discouraged from driving them on public roads.

c) Drivers of company vehicles must hold a valid driver’s licence.  If during the course of their employment with the company the driver is disqualified for any reason, or has his/her licence endorsed, the company is to be advised immediately and arrangements made for the vehicle to be returned to the company.

d) It is the responsibility of all managers to ensure that new employees, who may be called upon to drive company vehicles, submit a photostat copy of their drivers licence to the Personnel Department for filing.

e) Any person who refuses or neglects to inform the company that their licence may no longer be valid for any reason whatsoever, will be held liable for all claims for damages made against the company.

Fines for Traffic Offences

Any infringement notices, fines, summonses, warrants, etc. issued in respect of a company vehicle or the use thereof shall be the responsibility of the employee at the time and in this regard, the employee expressly consents to the company rerouting to the employee any infringement notification fines, summonses, warrants, etc. being received by the company, in terms of the Administrative Adjudication of Road Traffic Offences Act (AARTO), or other relevant Road Traffic Legislation, for any offence allegedly committed during the time in which the vehicle is in, or was deemed to be in the control of the employee. In addition all employees will have a deduction of 10% of the value of the fine up to a max of R200, plus the value of the fine deducted from their salaries in the event where employees receive a fine. The additional fee is purely an admin fee of processing the fine. There are no exceptions. For the avoidance of doubt, it is the individual’s responsibility to ensure any company vehicle used is in a roadworthy condition. 

In this regard, employees must ensure that they notify their manager and the company of any change in their residential address. 

Requests for loans for the payment of fines will not be entertained.

Country Trips

Staff taking vehicles on country trips, are responsible for ensuring well beforehand that they are serviced and in good condition.  Should service become due when away from the office, service must be arranged at a reputable garage (preferably an agent for the type of vehicle).  Only on country trips is service permitted to exceed the due date, but not by more than 800kms, if it means saving valuable selling time or reaching a better garage.  No major repairs or transport purchases may be made on country trips without prior sanction, which must be obtained from the office per telephone.  In the cases of extreme emergency, the driver may use his own discretion but should submit a full report to his departmental manager on his return.  

New Vehicles (Running in and Warranty Claims)

New vehicles must be carefully run-in and serviced exactly according to the manufacturer’s recommendations.  It is imperative that all defects (latent and/or patent) are notified in writing to the official dealer before expiry of the warranty, and staff members to whom vehicles are allocated are held personally responsible for this and for ensuring that all such defects are rectified at no charge to the company.

Petrol Filling Stations

a) Stannic motor cards must not be left in the company vehicle.

b) When filling up, tyre pressure, oil and water levels must be checked each time.  Stickers with petrol and oil grades and tyre pressure listed must be affixed to dashboards of all vehicles and these pressures must be maintained.

c) Irregularities:  Pump attendants sometimes ‘work a racket’ by booking out quantities of petrol in excess of the petrol quality actually put into the vehicle tank.  The victims are those drivers who either let the attendant complete the petrol docket himself or who write down the quantity advised by the attendant – without checking the pump meter reading themselves.  It has been found for example that an attendant will put 10 liters in a tank but enter 20 liters on the docket.

d) No filling of tanks after Friday’s at 08h00 and before Monday’s at 07h00, unless proof is submitted of long distance business travel over a weekend. 

Drivers of company vehicles must personally read the pump meters and enter both the quantity of petrol and the value thereof on the docket themselves.

Service and Repair

a) Staff members to whom vehicles are allocated are held personally responsible for their condition and for ensuring that all service and repairs are satisfactorily attended to without delay.  Drivers will themselves arrange that their vehicles are booked in beforehand for service and repairs, and arrange for delivery and collection.  An attempt should be made to have vehicles serviced at time convenient to the work schedule of the individual but should repair work, leave the individual without essential transport then arrangement should be made for a spare vehicle.

b) All service and repairs must be authorized by the departmental manager who will issue a company order for expenses.  Drivers are to ensure that only the repairs or service as itemized on the order are carried out.  Should the garage discover while working on the vehicle that further repairs are necessary, this must be cleared with the departmental manager before proceeding.

c) Routine greasing and oil change services are strictly per the maker’s recommendations.  Tyres are to be rotated regularly as specified by tyre manufacturers.

  DETERMINATION OF LIABILITY FOR LOSS TO VEHICLES - ACCIDENTS
Where a vehicle has been involved in an incident / accident, the employee must report to:

· The nearest Police Station within 24 hours, as required by law with the objective of the police completing the relevant report.

· Admin Department within 24 hours to submit a duly completed Insurance Claim Form to the Claims Controller of the specific group.
· For each accident, a vehicle accident enquiry may be held. The liability of the employee for loss suffered due to an incident will be determined in accordance with the outcome of the vehicle accident enquiry to be conducted by a person independent of that employee’s place of work. This enquiry must take place within a reasonable time, as soon as possible after the date of the accident.

· The employee may appeal against the outcome of an enquiry. The appeal should be in writing and lodged with the General Manager, who will refer the appeal to the HR department. The HR Manager or his / her nominee will then investigate the matter and confirm or amend the original outcome.

The implementation of any or all of the above measures does not preclude the company from taking disciplinary action in terms of the company Disciplinary Code, in respect of the incident, and such action may include but not be limited to the withdrawal of the use of the vehicle, restricted use, warning or dismissal. 

Where the employee is found to be responsible for the accident, the employee will be liable for the excess payments as set out in Annexure A, which payments are subject to change, with notice, at the discretion of the Company.

The employee will be liable for the entire loss suffered by the Company if after a vehicle accident enquiry it was found that the employee was:

· Acting maliciously, intentionally or grossly negligent, or permitting someone else to do so in relation to the vehicle.

· Driving under the influence of alcohol or intoxicating substance or permitting anyone else to do so.

· Failing to report any incident.

· Making a false statement regarding an incident.

· Effecting a private repair.

· Refusing to co-operate regarding the pursuit of a claim against a third party.

· Admitting liability for loss caused due to an incident to an outside party without the consent    of the Directors.

VISION TESTS
· Any employee who drives any company vehicle may at any time be requested and is required to submit himself for a vision test. Such tests should preferably be performed at yearly intervals.

· If an employee requires spectacles or contact lenses to rectify vision defects then such aids must be worn by the employee at all times when driving.

· If an employee’s vision becomes defective to the point where it affects his ability to drive safely, he may be refused permission to continue to drive a company vehicle.

· It is the responsibility of the company/business to ensure that drivers of company vehicles undergo periodical vision tests. The company is advised to maintain a register recording the dates of such tests.

HEALTH
An employee who is entitled to the use a company vehicle may do so on the condition that his health is such that it is unlikely to pose any potential risk of an accident (i.e. blackouts/dizzy spells/headaches that impair vision). The company, reserves the right to request a medical certificate from the employee that they are fit to drive.

Private use of Company Vehicles (not applicable for Service Vehicles)

a) When company cars are used for annual leave, permission must first be obtained from management.  It must be clearly understood that the private use of a company car whilst on leave is a privilege and not a right, and permission will only be granted provided the car is not likely to be required for other company duties during the period and provided the company is satisfied it will be put to reasonable and normal use.

Leave application forms include a section relating to the use of Company Vehicle whilst on leave and this should be completed correctly.

The employee must pay all fuel costs and will be allowed free the 1st tank of  fuel, all other fill ups will be for the drivers account and will be deducted from the next salary.  A charge at the current rate per km will be payable for excess kilometers over a reasonable amount of kilometers done.  This to be cleared with the department manager, before going on leave.  The onus is on the employee submit a detailed record of kilometers traveled whilst on leave at the end of his leave period.

b) Any member of staff driving a Company Vehicle shall obtain their manager’s written permission before undertaking private weekend trips over 50kms.  All private fuel costs are to be borne by the employee.  In order to control this, the company petrol card may not be used between 08h00 on Fridays and 07h00 on Mondays without prior written permission.

c) Tow hitches and roof carries may not be fitted to any vehicle without prior approval of management.  Fitting charges will be for the employee’s account.  Under no circumstances can company vehicles be used for private towing.

d) Driving of Company Vehicles by non-employees is forbidden except in an emergency by a responsible member of the driver’s immediate family.  Should the employee be away from the office for any length of time, for instance on an overseas trip or on military duties, the vehicle will remain on the Company premises.

Tracking devices

When applicable and requested by management Telematics Tracking units must be fitted to all newly purchased vehicles.  Drivers must ensure that the Matrix unit is activated when the vehicle is not in use.

Over the border travel with company vehicles

Vehicles still on lease -  Driver to obtain authorization from the bank to take the vehicle over the border.

Vehicles out of lease -  Driver to obtain authorization from Management to take the vehicle over the border.

Vehicle insurance covers the vehicle in the Republic of South Africa, Namibia, Botswana, Lesotho, Swaziland and Zimbabwe.  Mozambique is not covered in our motor vehicle insurance policy.  Should you have to use a company vehicle to go into Mozambique special insurance must be arranged for that vehicle.  It is the responsibility of the driver of the vehicle to inform management timely of such a trip, thus enabling management to arrange insurance for the vehicle while being used in Mozambique
Motorists under the influence of Alcohol while driving a Company Vehicle

The South African Police Service in conjunction with the Assets and Forfeiture Unit, will be confiscating vehicles from motorists if they are over the legal alcohol limit.  Please note that should your company vehicle be confiscated because of your gross negligence (e.g. over legal alcohol limit) you will be personally responsible for the damaged and losses, and this will be repayable to the company.

E-TOLLING

The South African National Roads Agency Limited (SANRAL) has announced that e-tolling on certain roads in Gauteng will commence on 3 December 2013. Although a variety of payment options exist, in order to ensure correct billing and receive the advantage of discounts and payment caps (currently set at R450 p/m), vehicles using the toll roads will be required to be registered with SANRAL and have an e-Tag fitted.

Imperial Holdings Limited has taken the decision to use the e-Tag option for all Company vehicles as well as staff with Car Allowances and Stannic Fuel cards within the Group.

RECEIPT OF E-TAGS

Each business unit can apply for the E-Tags through Stannic, where it will be linked to the current vehicle account. 

NOTICE: PAYMENT OF TOLL FEES

It is the policy of the Goscor Group that each employee driving a company vehicle in the toll area will have a fee of R200 p/m deducted off their salary with effect from 1 January 2014, irrespective if they travel on the toll roads or not.  All staff will be required to sign a letter authorising the Employer to deduct the fee.  

We have decided to adopt the following policy within the Goscor Group of companies:

· All company vehicles used by Technical staff will be fitted with an E-tag and NO deduction will apply to the employee. 

· All other Company vehicles will be fitted with an E-tag and an amount will be deducted from the employee for deemed private use as per calculation below.

· All employees receiving a car allowance and / or a Stannic Fuel card will be fitted with an E-tag and an amount will be deducted from the employee for deemed private use as per calculation below.

Deduction:

· R200 at current maximum per month of R450 (This is 44% deemed Private use)

· If the monthly account is below R450, then 44% will be applied to ACTUAL billing.

The calculation must be sent to payroll together with the fuel usage and deducted from the employees Nett pay.

OBLIGATIONS OF THE EMPLOYEE
The employee shall:

1. Take care of the vehicle, maintaining it at all times in the condition as at the date of delivery thereof and in compliance with any owners’ or users’ manual.

2.
Ensure that the vehicle is properly licensed.

3.
Not use the vehicle for any illegal purpose or for the transportation of persons or property hire.

4.
Not permit the use of the vehicle by anyone not legally qualified to drive the vehicle.

5.
Not permit the use of the vehicle by anyone other than a nominated person without the prior written permission of the Directors. If a spouse is driving the vehicle, a copy of the spouse’s driver’s license must be on the employees file.

6.
The employee may become liable for the full cost of damages if the vehicle is driven by an      unauthorised driver.

7.
Not remove the allocated vehicle to any country outside of the R.S.A. for any period without the prior written consent of the company/business.

8.
Not remove the allocated vehicle on any private trips outside of your allocated area, if so specified by the relevant Manager, without the prior consent of the said Manager and/or the company/dealership/business.


9.
Not use the allocated vehicle for any purpose for which it is not designed for or in contravention of the law.

10.
Return the allocated vehicle to the company/business when requested to do so for any purpose at any reasonable time.

11.
Return the allocated vehicle to the company/business in the same condition as it was at the date of delivery there of (normal wear and tear excluded).

12.
Ensure that the vehicle is properly garaged and reasonable precautions are taken to prevent its theft or loss.

13.
Ensure that when parking the vehicle, that the necessary precautions are taken so as to protect the vehicle against theft or vandalism, (such as when parking in the street, if there are suspicious characters around rather find a safer place to park by using secured underground/multi-storey parking) etc.

The company/business is entitled to amend this policy, procedure and regulations at its sole discretion and, where such amendments would affect the terms and conditions of this agreement, that such amendments will, after written notification, form part of this agreement and will be binding on the employee from the effective date.

I___________________________________(name) hereby agrees that I have read and fully understand the company’s vehicle policy.

Signed at _______________on this _____ day of ___________(month) _______(year)

__________________________________


__________________________

Signature of employee




Date

DP / BRANCH MANAGER / GENERAL MANAGER / DIRECTOR …………………………………………… 









(PRINT NAME)

SIGNATURE: …………………………………
DATE: ……………………………..

NOTE: Employee must initial all pages

ANNEXURE A

In the event of an accident, and after the outcome of the vehicle accident enquiry where the employee has been found to be negligent or responsible for the accident, the employee is responsible to contribute towards the excess payable as follows:

First accident:
3% of the stock value of the damaged vehicle, limited to the extent of the actual loss, with a minimum excess of R2500.00 for all employees. 

Second accident:
5% of the stock value of the damaged vehicle, limited to the extent of the actual loss, with a minimum of R2500.00 for all employees.

Third accident:
Employees may be liable for the full loss sustained by the dealership; and taking into account the full excess payable. In addition, the company reserves the right to suspend or withdraw the use of any vehicle.

For the purposes of recording instances at first, second and third offences, a one-year cycle commencing from the date of the first accident would be applicable.

Proviso:
In arriving at the excess contribution payable by employees, the company reserves the right to make alternative arrangements if it will result in extreme hardship for the employee.

NB:    
A considerable portion of damages to company vehicles occurs during “after-hours” accidents involving either a loss of control and/or speeding, therefore accident damage which occurs outside of the employees’ normal working hours will attract double the maximum excess payable as stated above. 


The implementation of any or all of the above measures does not preclude the company/dealership/business from taking disciplinary action in respect of the incident, and such action may include, but will not be limited to, the withdrawal of the use of the vehicle, restricted use and/or warning or dismissal.

ANNEXURE B

DIFFERENT TAX SCENARIOS ON FUEL CARDS AND USE OF COMPANY VEHICLES  ( As per E Schultz)
1. Company Fuel Card and Car Allowances

On a monthly basis the fuel spend will be included into the employees taxable income as a travel allowance, but only 80% of this amount will be taxed.

2. Use of Company Vehicle and Fuel Card

Here are three scenarios:

a. Vehicle is owned by the employer (No Maintenance Plan)

The taxable value to be included will be:

=3.5% x (Cost Inclusive  VAT) x Number of months used.

b. Vehicle is owned by the employer ( Maintenance plan Included)

The Taxable value to be included will be;

=3.25% x (Cost Inclusive VAT) x Number of months used.

c. Vehicle is rented by employer

The taxable amount to be included will be;

=The monthly rental (Inclusive VAT) x the number of months used + the taxable benefit (fuel spend on fuel card) reflected as a travel allowance (refer point 1)

d. No fuel card ( Employee borne the expense)

The taxable value in points (a) + (b) to be reduced by the total fuel spend.

3. On Assessment

The fringe benefit for the tax year is reduced by the ratio of the distance travelled for business purposes substantiated by a log book divided by the actual distance travelled during the tax year.

4. Re-imbursive Travel Claims

Employees not receiving a travel allowance or fuel card will be entitled to submit a travel claim for actual business kilometres travelled, which will be paid through payroll.

· The rate per kilometre  – as defined by SARS = R3.24  (2014)

· Maximum kilometres = 8.000 km

