Protocol for Reserving & Using the ESD-assigned Lab Vehicle
 in the Building 90 complex

In order to meet the DOE vehicle utilization standards, the Building 90 complex occupants will be sharing a vehicle currently assigned to the Earth Sciences Division.  

The guidelines to reserve a vehicle are:

· Any B90 occupants can reserve this vehicle.

· The vehicle MUST be reserved through the Google Calendar as one would a conference room.   The name of the resource is ‘B90 Sedan'.

· Prior to using the vehicle, the vehicle log binder must be filled out.  The log is located in the Earth Sciences Division Office - B90, Room 1106.  Follow guidelines of the new Vehicle Utilization and Monitoring Program when entering location of trips in the log binder.  Vehicles keys are located in the log binder.
· If you plan to take the vehicle offsite (excluding UC campus), please provide a project ID in the log and on Google Calendar.
· The vehicle cannot be reserved for periods greater than two hours.  If a vehicle is needed for more than two hours, please contact Fleet Operations and request a vehicle.  Their phone number is 486-5475.  Their website is: http://fac.lbl.gov/SiteSvcs/indexfleet.htm
· If the vehicle has ¼ or less of gas, fill it up.  The next user may need it on an emergency basis.  To fill up the car, take it to the front side of Building 76 (where the auto garage area is).  The blue gas card is in the glove box.  Follow the instructions on the gas pump.
· Keep the car clean.  If a spill occurs, clean it up.  Remove papers and such from the vehicle when you return it.
· If an accident occurs or the car is damaged in any way, per LBNL policy, report it immediately to Fleet Operations and to your supervisor.  
Special Note:  On rare occasions, the vehicle may be needed when an emergency arises that falls outside of the guidelines described above.

Point of Contacts:

ESD:  Carol Valladao x5781 or Sandy Chin x6455
CFO:  Cynthia Jones, x4242

EETD:  JoAnne Lambert x4835

HR:  Nina del Cid, x6748

Fleet Operations, Facilities Division x5475

Protocol Effective as of: 8/13/10
