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NOTICE OF‘ AGENCY APPROVAL OF A PROPOSED RULE
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FILING WITH THE LEGISLATIVE RULE-MAKING REVIEW COMMITTEE
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Agency: Department of Administration  Title Number. 148
Rule Type: Legisiative Cite Authority: 5A-3-48

STATEMENT OF CIRCUMSTANCE
AND BRIEF SUMMARY

The Department of Administration proposes to modify the legislative
rules relating to State Owned Vehicles in order make them consistent with the
Statute. During the 2010 regular legislative session, Senate Bill 219 passed
which consolidated all passenger vehicles under one Fleet Management Office
within the Department of Administration. The rules remove the exemptions that
were previously in code and removes the Fleet Management Office from under
the Purchasing Division and into the Department of Administration.

The proposed modifications also adds a definition for “commuting”;
clarifies that hand held radios used by employees during the course of their
employment are not considered a “hands-free” device; clarifies that a “non-
employee” does not prohibit an operator from having a passenger in a vehicle if
necessary during the course of their employment or approved by the Spending
Officer; allows titles to vehicles be under the name of the spending unit if
adequate documentation is provided that proves the title is required to be in the
name of the spending unit; requires the operator to notify the Fleet Management
Office and the Board of Risk and Insurance Management if the vehicle is invoived
in an accident or is damaged; clarifies a monthly administrative fee will be
assessed on every vehicle; and adds a section relating to state owned vehicles
that are owned or leased by the State through Executive Department
Constitutional Officers.




Agency: Department of Administration ~ Title Number. 148
Rule Type: Legislative Cite Authority: 5A-3-48

BRIEF SUMMARY OF COMMENTS RECEIVED;
AGENCY RESPONSE; AND AMENDMENTS

The proposed rules were provided to all state entities who have a state owned
vehicle. A summary of the comments received and the Department of Administration’s
responses are outlined below:

Comment 1: Smoking or using smokeless tobacco is not allowed in state
owned/leased vehicles.

Agency Response 1: The Department of Administration agrees with the comment
that smoking or using smokeless tobacco in state owned vehicles and will insert
language to that affect in the rules.

Amendment 1: Rule will be amended as a result of this comment.
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Comment 2: Hazardous material transpofted in a state owned/leased vehicle must
be kept in a secured container in accordance with all applicable standards and
regulations.

Agency Response 2: The Department of Administration agrees with the comment
and language will be inserted to that effect. |

Amendment 2: Rule will be amended as a result of this comment
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Comment 3: Remove language requiring a “statement of commuting vaiue” be filed
with the agency and the Fleet Management Office.

Agency Response 3: The Department of Administration does not agree with this
comment and the requirement would assist the Fleet Management Office in
determining who is commuting and would also make the employees aware that a
statement of commuting value is required.



Amendment 3: No amendment will be made as a result of this comment.
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Comment 4: Add language that indicates the lease rates will be determined by the
financing packages during the purchasing process as well as overhead administrative
costs. '

Agency Response 4: The Department of Administration does not agree with this
comment as many factors determine the lease rate.

Amendment 4: No amendment will be made as a result of this comment.
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Comment 5: Add language that the Director of Surplus Property can approve a
vehicle being retired in a condition other than normal wear and tear.

Agency Response 5: The Fleet Management Office currently works with the Director
of Surplus Property on retirement of vehicles and will add language in the rules that
approval will be made in conjunction with the Director of Surplus Property.

Amendment 5: Rule will be amended as a result of this comment.
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Comment 6: Language that would allow the Fleet Management Office to aliow a
higher grade or other type of fuel to be used.

Agency Response 6: It would not be a good use of taxpayer dollars to purchase
premium gas when regular is acceptable. However, there may be extenuating
circumstances and the rules will be modified to allow the Fieet Management Office to
approve such purchase in advance.

Amendment 6: The rules will be amended as a result of this comment.

Comment 7: State inspection stickers must be valid at all times

Agency Response 7: The Department of Administration will include language that
inspection stickers must be valid in the rules although it is already state law.



Amendment 7: The rule will be amended as a result of this comment.
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Comment 8: Add language to require an accident report be provided within 5 days

Agency Response 8: The Department of Administration does not know whether all
accident reports will be available to the agency within 5 days. However, we will add
language that accident reports shall be provided when available.

Amendment 8: The rule will be amended as a result of this comment.
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Comment 9: The definition of “commuting” is not clear and could lead to confusion for
people who use a state vehicle. .

L2222

Agency Response 9: The Department of Administration believes the definition of
commuting is sufficient. If an operator of a vehicle can not determine whether he is
commuting then the operator should contact the Fleet Management Office.

Amendment 9: No amendment will be made as a result of this comment.
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Comment 10: Question as to who must report accidents, the spending unit or the |
operator. Conflict between the statement of circumstance and actual rules.

Agency Response 10: The rules require the spending unit to report the accident and
they would take precedence as they will become law.

Amendment 10: No amendment will be made as a result of this comment.

Comment 11: It is not possible to report accidents and damage in one day. The
spending agency should be allowed a reasonable amount of discretion and time to
report.

Agency Response 11: The Department of Administration does not agree with this
comment. If an operator is involved in an accident or becomes aware of damage the
rules requires them to inform the Fleet Management Office of such. The rule does not
require all information be given at that time such as the amount of damage, who was
at fault, etc.

Amendment 11: No amendment will be made as a resuit of this comment,
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Comment 12: The rule does not spell out what the administrative fee will be for every
vehicle. The rule should establish a dollar amount.

Agency Response 12: The Department of Administration does not agree with this
comment. The administrative fee will be evaluated on an ongoing basis depending on
the number of vehicles in the fleet program so assure that the lowest fee possible is
charged to agencies. Placing a dollar amount in the rules would require legisiative
approval and could cost agencies more if we are unable to reduce the fee until the
next legislative session.

Amendment 12: No amendment will be made as a result of this comment.
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Comment 13: The rules need to reconcile the leased vehicles requirement of 148-3-5
and 10 with the Travel Office requirement.

Agency Response 13: The Travel Management Office has it's own regulations as to
reimbursement for travel, use of rental cars, etc. These rules do not impact the Travel
Management rules as they only apply to state owned vehicles.

Amendment 13: No amendment will be made as a result of this comment.
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Comment 14: Minimum mileage criteria is not explained in the rule.

Agency Response 14: The Department of Administration requires an agency to drive
a certain number of miles for business use in order to get a state owned vehicle. A
clarification of “minimum milage criteria” will be added to the rules.

Amendment 14: The rule will be amended as a result of this comment.
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Comment 15: The proposed rules do not apply to the Judicial Branch of Government.

Agency Response 15: The Department of Administration does not have the ability to
exempt the Judicial Branch through these rules. The exemption must be done in
statute before we could have the ability to exempt in the rules. The statute does not
exempt anyone and the scope portion of the rules state the rules govern all state



owned vehicles and aircraft and are the minimal requirements for all state spending
units who have a state vehicle in their possession.

Amendment 15: No amendment being made as a result of this comment.
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Comment 16: How will agencies budget for vehicles we are allowed to purchase?

Agency Response 16: The budget issues will be handled through the state budget
process. |

Amendment 16: No amendment is being made as a resuilt of this comment.
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Comment 17: What type of fee will be attached and what do the fees pay for?

Agency Response 17: Administrative fees will be charged for each vehicle and those
fees will be used to fund the Fleet Management Office.

Amendment 17: No amendment is being made as a result of this comment.
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Comment 18: For agencies that purchase vehicles, what responsibility for creating
purchase orders to buy vehicles will the leasing office have versus the agency.

Agency Response 18: The spendmg unit who is purchasing the vehicle would
prepare the purchase order.

Amendment 18: No amendment being made as a result of this comment.
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Comment 19: Unable to determine whether the rules would put our agency in non-
compliance with federal regulations under the Sportfish and Wildlife Restoration Act
without clarification to the following sections: 148-3-5, 10.10 and 148-3-11.

Agency Response 19: The Department of Administration is unable to respond to this

comment as we are not familiar with the Sportfish and Wldhfe‘ Restoration Act and do

not know what in particular clarification is being requested.




Amendment 19: No amendment is being made as a result of this comment.
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Comment 20: Would the Special Natural Resources Police within the Wildlife
Resources Section, would they fall within the same guidelines as the Law Enforcement
Section?

Agency Response 20: The Department of Administration is unfamiliar with such
guidelines and cannot respond to this comment. An administrative decision would
need to be made between the spending unit and the Fleet Management Office. This is
not addressed in the rules.

Amendment 20: No amendment being made as a resuit of this comment.

uuuuuuuuuuuuuuuuuuuuuuuuuuuuu

Comment 21: When selling a vehicle through surplus property, will an agency
continue to receive payment from the sale of vehicles purchased with federal aid
and/or license money? .

Agency Response 21: Surplus Property rules would apply. Surplus Property
reimburses the account that initially purchased the vehicle.

Amendment 21: No amendment is being made as a resuit of this comment.
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Comment 22: The Division of Natural Resources must maintain control over vehicles
purchased with license and/or federal revenue, and any rules governing the use of
vehicles must be consistent among all state agencies on all procedures.

Agency Response 22: The Department of Administration can not respond other than
to state that these rules would apply consistently to all agencies.

Amendment 22: No amendment is being made as a result of this comment.
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Comment 23: To assure an agency is in compliance with federal regulations,
additional clarification is requested.




Agency Response 23: The Department of Administration is unaware what specific
clarification is being requested.

Amendment 23: No amendment is being made as a result of this comment.
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Comment 24: There is a typo on page 2 of the document, 2.14 at the bottom of the
page. it should include the word “Not” in that sentence.

Agency Response 24: The Department of Administration agrees and the typo has
been fixed.

Amendment 24: The rule was amended as a result of this comment.
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Comment 25: DOH purchases vehicles from the constrtut;onauy—protected State
Road Fund. Would they be excluded from the transfer and leasing requirements and
instead have specific reporting requirements that would satisfy legislative intent.
Agency Response 25: The DOH would not be exempt according to the law.

Amendment 25: No amendment is being made as a result of this comment.
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Comment 26: Due to the constitutional protection afforded the State Road Fund, it
should not be used to purchase any vehicles which are not titied tot he DOH.

Agency Response 26: The source of funding is irrelevant in the purchase of vehicles.

Amendment 26: No amendment is being made as a result of this comment.
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Comment 27: The rule requires that agencies pay a monthly administrative fee. What
administrative responsibilities will Department of Administration have that will justify
the assessment of a fee if an agency retains title to it's vehicle. The rule does not
describe the types of costs that will be used to calculate the fee.

Agency Response 27: The administrative fee will be used to fund the Fleet




Management Office. The Department of Administration will have many administrative
responsibilities that will justify the fee, including but not limited to, negotiating
statewide contracts for vehicle purchases and fuel; maintaining a reporting system for
vehicles; overseeing appropriate use by vehicle operators; monitoring vehicle
accidents and damage; monitoring maintenance and repair expenses; and overseeing
proper approval and IRS declaration for drivers that commute. The amount of the fee
will be ever changing based upon the staffing levels and the number of vemcies in the
fleet program.

Amendment 27: No amendment is being made as a result of this comment.
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“From: Calvert, James A
Sent: Wednesday, July 21, 2010 3:28 PM
To: Lipscomb, Donna M
Subject: RE: fleet rules
Attachments: Title 148.docx

Attached you will find DEP’s comments to the Title 148 that you sent out on june 29, 2010. if you have any questions,
please feel free to contact me. Thanks.

From: Lipscomb, Donna M

Sent: Tuesday, June 29, 2010 10:45 AM

To: Alice Taylor; Ashley Summitt; Bergstrom, Harry L; Blair Taylor; Brown, DeniseK,Calvert,JamesA,Casbo June A;
Chapman, Keith E; Cogar, Tammy L; Cole, Steven B; Danae DeMasi; Diana Stout; Gloria Rowan; Greg Nicholson;
Hartman, Janice L; Jerome Clay; Junkins, John; Lawson, Kathy M; McClure, Tom L; Meester, Steven X; Montgomery,
George L; Palmer, Ryan B; Paulson, Robert P; Phillips, Greg W; Price, Harry F; Sandra Gillispie; Sigmon, Marti D; Smith,
Carl D; Smith, Les M; Steve Chapman; Tincher, David R; Wass, Terty L; Wimer, Barbara S

Subject: fleet rules

The proposed legislative rules and emergency rules for State Owned Vehicles were filed with the Secretary of State on
Friday for a comment period. | have attached them for your review. If you want to make comments, you must get them
to me in writing by letter or e-mail prior to July 25™ at 9:00 a.m. Give me a call at 558-3392 if you have any guestions.
Thanks



Title 148
Legislative Rule
Department of Administration

Series 3
State Owned Vehicles

148-3-8 Safe Operation Required
8.6 Smoking or using smokeless tobacco is not allowed in state owned/leased vehicles.

8.7 Hazardous material transported in a state owned/leased vehicle must be kept in a secured
container in accordance with all applicable standards and regulations.

148-3-9 Permissible Uses
9.4.2 Temporary Assigned Vehicles

if an employee has been assigned a vehidle on a temporary basis and the vehide is used to commute to
and/or from work during that temporary assignment, the employee must comply with IRS Publication
15-B.

Remove the second paragraph entirely

(DEP’s thought here is does Fleet Management want to deal with all the headaches that would be
involved....it is DEP’s thought to put this on the agency. DEP has added commuting field to our daily
time and activity reporting that makes the employees acknowledge potential commuting each work day
and requires supervisor's approval.

148-3-10 Leasing and/or Purchasing Vehicles
10.3 Leasing Fleet Mahagement Office Vehicles Generally,

The Fleet Management Office may lease vehides to spending units upon the established terms and
conditions and at the rates specified by the Fleet Management Office. The financing packages arrived at
during the purchasing process as well as overhead administrative costs determine the amount of the
lease rates for each class of vehicle. In addition, the spending units will pay all vehicle expenses for
abuse, misuse, and deaning of the exterior and interior of the vehicle. Upon retirement, all vehicles will
be delivered to the State Agency for Surplus Property in a condition consistent with normal wear and
tear unless otherwise approved by the Fleet Management Office or the Director of Surplus Property.

10.7 Ali fuel purchases must be for unleaded or diesel unless a higher grade or other type of fuel is
required by the manufacturer, requested in writing by the spending officer, and approved by the Fleet
Management Office. Any exception to the fuel purchases must be approved in advance by the Fleet
Management Office. Fuel purchases made in violation of this section will be the responsibility of the
vehicle operator.

10.8.1 Routine Maintenance



Add to paragraph....State inspection stickers must be valid at all times.
10.9 Reporting and Review of Accidents, Damage and Violations

Accidents and damage must be reported to the Fleet Management Office and the Board of Risk and
insurance Management by the spending unit the day of the accident or the following business day if the
accident occurs on a non-business day via email or verbally with an accident report to follow within 5
business days.



/'é Bri dgemMamﬁy Office of the President

Community &P & Technical College

July 19, 2010

Ms. Donna Lipscomb

Department of Administration

1900 Kanawha Boulevard, East, Room E19
Charleston, WV 25305

Dear Ms. Lipscomb

In response to Senate Bill 219 and the Emergency Rule which changed Series 3 State Owned
Vehicles, I am submitting the name and title of the fleet coordinator for Bridgemont Community
and Technical College. For Bridgemont, this person will be the Assistant Director of Facilities,
George Bossie. Should you have any questions, please do not hesitate to contact me.

Sincerely

Beverly Jo garris

President

c: George Bossie
Rich Donovan

619 2nd Avenue * Montgomery, WV 25136 * Phone:304-734-6610 « Fax: 304-734-6630
www.bridgemont.edu -

Equal Opportunity ¢ Affirmative Action Employer



KANAWHA VALLEY

COMMUNITY & TECHNICAL COLLEGE

July 19, 2010

Ms. Donna Lipscomb

Department of Administration

1900 Kanawha Boulevard, East, Room E19
Charleston, WV 25305

Dear Ms. Lipscomb:

In response to Senate Bill 219 and the Emergency Rule which changed Series 3 State
Owned Vehicles, | am submitting the name and title of the fleet coordinator for Kanawha
Valley Community and Technical College. For Kanawha Valley, this person will be the
Business Manager, Kristi Williams. Should you have any questions, please do not
hesitate to contact me.

i . 1507

Joseph L. Badgley,
President

Your College of Opportunity



Tax Department Fleet Coordinator’s Comments on Proposed Department of
Administration Legislative Rules Regarding State Owned Vehicles

1.1 Scope — Rule no longer exempts certain departments who own their own vehicles. The
rules were previously changed and effective on May 1, 2010. The current rules allowed for
certain departments an exemption from this rule. The original intent as I understand it is to
put all of the State owned vehicles under one management office. I believe they have
accomplished this in the new proposed legislative rules.

2.1 Definition of “Commuting” means an employee who has a state vehicle assigned to them,
whether permanently assigned or temporarily assigned, and they drive the vehicle to and
from their home and office. I believe the language regarding the definition of this is not clear
and, if left as is, it could lead to confusion for the people who use a state vehicle.

10.9 Reporting & Review of Accidents, Damage & Violations — In the statement of
Circumstance & Brief Summary it states that the operator of the vehicle is required to notify
the Fleet Management Office & the Board of Risk & Insurance Management if the vehicle is
involved in an accident or is damaged. In the section of the rules it says to be reported by the
spending unit the day the accident or damage occurs. Who actually needs to report the
accident - the driver of the assigned vehicle or the spending unit?

The rule also requires that an accident or damage be reported to Fleet & BRIM the same day
of the accident or the following business day if the accident occurs on a non-business day. I
have dealt with several of these types of circumstances and sometimes it is just not possible
to report this the same day it happens. If a vehicle is vandalized and the damage is under
$1,000.00 then the spending unit will be responsible for the cost of the repairs so to me it is
not critical that this be reported on the same day. I feel the spending agency should be
allowed a reasonable amount of discretion and time to report this depending on the
circumstances.

10.10 — This section does not spell out what the administration fee will be for every vehicle.
We pay a lease rate for a vehicle then once we pay the lease off we still pay $92.00 a month
as long as we have the vehicle in our possession. Is the fee in addition to what we already
pay, either through a lease payment or the monthly fee imposed after the lease if paid off?
The rule should establish a dollar amount for the fee and also determine the terms,
conditions, and restrictions under which the fee is imposed.

The rule needs to reconcile the leased vehicles requirement of 148-3-5 and 10 with the Travel
Office requirement to use Enterprise rental cars for routine travel.

Section 5.4 discusses minimum mileage criteria, and perhaps operation of the minimum
mileage criteria concept would resolve the confusion. However, the term “minimum mileage
criteria” and the applicability of the minimum mileage criteria are not explained in the rule.




SUPREME COURT OF APPEALS
STATE OF WEST VIRGINIA

STEVEN D. CANTERBURY
ADMINISTRATIVE DIRECTOR

ADMINISTRATIVE OFFICE
BUILDING 1, ROOM E-100
1900 KANAWHA BOULEVARD, E.
CHARLESTON, WV 25305-0832
(VOICE) 304/558-0145
(TTY) 304/558-4219
(FAX) 304/558-1212
www.state.wv.us/wvsca/

July 1,2010

Ms. Donna Lipscomb

Executive Coordinator

WYV Department of Administration
Building 1, Room E-119
Charleston, WV 25305-0120

RE: Implementation of SB219 and its potential impact on the Judiciary.
Dear Ms. Lipscomb:

Thank you for providing our office with a copy of the proposed rules relating to state-owned
vehicles. After reviewing the proposed rules, our office has determined that they are not applicable to the
Judicial Branch of West Virginia state government.

The proposed rules clearly state in Section 1.1. Scope. — “This procedural rule...shall be applicable
to vehicles owned or leased by the State of West Virginia through an Executive Department Constitutional
Officer (“Officer”) for use by the Officer or his or her employees.”

In addition, §148-3-11, of the rules states that “the officers to which this section is applicable are as
set forth in W. Va. Const. Art. VII, Section one.”  Article VII, Section one, states that “the executive
department shall consist of a governor, secretary of state, auditor, treasurer, commissioner of agriculture,
and attorney general.”

Since these rules do not apply to the Judicial Branch of state government, we are satisfied they do
not violate the Division of Powers provision found in Article V, Section one of the West Virginia
Constitution.

Thank you for giving us an opportunity to review, and comment upon, these proposed rules. If you
have any questions regarding this matter, please do not hesitate to contact me.

Sincerely,

S N s

~ Tina A. Sevy
Director of Legislative Analysis

cc: The Honorable Robin Jean Davis, Chief Justice
Steven D. Canterbury, Administrative Director of the Courts of W.Va.
Arthur Angus, Director of Court Security and Fleet Manager




Lia«mmbi Donna M ,

From: Price, Harry F

Sent: Wednesday, June 30, 2010 11:16 AM
To: Lipscomb, Donna M

Subject: FW: fleet rules

Attachments: 20100628141208.pdf

How will agencies budget for vehicles we are allowed to purchase? What type of fee(s) will be attached? What do the
fees pay for? For agencies that purchase vehicles, what responsibility for creating purchase orders to buy vehicles will
the leasing office have versus the agency once this rule goes into effect?

From: Caplinger, Ken K

Sent: Wednesday, June 30, 2010 10:58 AM

To: Reed, Brad R; Jennelle, Clisby M; Leslie, Brad S; Summers, Sissie A; Beanblossom, Robert L
Cc: Casto, Vicky L - DNR; Price, Harry F

Subject: FW: fleet rules :

Please send comments to Vicky and she will consolidate. Looks like they picked up most of our earlier suggestions. |
also infer from this that we will indeed be buying our own vehicles BUT at least for Parks they are probably going to be
titted to Administration. (Wildlife will have to have an exception to that) However, that is just an inference. It is not clearly
spelled out. Harry, do you know if we will have to budget for and buy vehicles and then pay Fieet Management also for
annual use, OR will they be buying vehicles for agencies like parks and then recouping their costs through annual per
vehicle fees?? Or, will we not be paying Fleet Management at all, but rather they will simply impose these rules and
guideiines ?

From: Looney, Lystiann A

Sent: Tuesday, June 29, 2010 8:19 AM

To: Price, Harry F; Murphy, David E; Caplinger, Ken K; Scarberry, Joe T; Taylor, Curtis I
Cc: Jezioro, Frank J; Fleming, Emily ) ’

Subject: FW: fleet rules

Please see attachment; Proposed Legislative Rules - State Owned Vehicles, please provide comments to Harry for
compilation.

Thank you,

Lysti

From: Knight, Joan E

Sent: Tuesday, June 29, 2010 7:56 AM

To: Commerce Div. Directors; Commerce WVDO Div. Directors; Smith, Carl D
Cc: Commerce Div. Secretaries; Commerce WVDO Div. Secretaries

Subject: FW: fleet rules

The attachment is for your review and comment. Please note the comment period ends July 25. Thank you.




um, Donna M T ———————————————

From: Price, Harry F

Sent: Thursday, July 15, 2010 10:41 AM
To: Lipscomb, Donna M

Ce: Fleming, Emily J

Subject: FW: Draft Letter - Fieet Proposal
Attachments: July 14, 2010 - Proposal Fleet.doc

Donna, please provide clarification as requested by Chief Curtis Taylor

From: Taylor, Curtis I

Sent: Wednesday, July 14, 2010 2:30 PM
To: Price, Harry F

Subject: FW: Draft Letter - Fleet Proposal

Harry: As requested. Our contact with USFWS on this issue has been out of the office.

From: Warner, Scott A

Sent: Wednesday, July 14, 2010 2:19 PM
To: Taylor, Curtis I

Subject: Draft Lefter - Fleet Proposal



July 14, 2010
MEMORANDUM

To:  Harry Price
Executive Secretary

From: Curtis I. Taylor

Chief
Subject: Legislative Rule — State Owned Vehicles
In response to the proposed Legislative Rule Titled State Owned Vehicles, the language preﬁded in
the attached Notice of Emergency Rule is unclear; therefore, I am unable to make a determination at
this time as to whether it would put our agency in non-compliance with Federal Regulations under

50CFR80 of the Sportfish and Wildlife Restoration Act without clarification to the following
sections:

148-3-5 Titles of State Owed Vehicles

10.10 Fleet Management Office Charges
148-3-11 Vehicles Owned and leased by the State through Executive Department
Constitutional Officers.

In addition, I would like to request further clarification on:

Special Natural Resources Police within the Wildlife Resources Section - would they fall within the
same guidelines as our Law Enforcement Section?

Selling of vehicles through surplus — will our agency continue to receive payment from the sale of
vehicles purchased with federal aid and/or license money?

It is our understanding through conversations with the U.S. Fish and Wildlife Service that the
Division of Natural Resources must maintain control over vehicles purchased with license and/or
federal revenue, and any rules governing the use of vehicles must be consistent among all state
agencies on all procedures (including administrative fees).

To assure that our agency is in compliance with federal regulations, assuring our agency receives
the more than $7.5 million annually, I am requesting that additional clarification be provided before
making any final determination.



LiEc;ombi Donna M

From: Meester, Steven X

Sent: Wednesday, June 30, 2010 8:32 AM
To: Lipscomb, Donna M

Subject: RE: fieet rules

Donna,

There appears to be a typo on page 2 of the document. Section 2.14 at the bottom of the page. it does not read
correctly, 'm certain from our discussions and from what 2.5 says that the intended wording is “Provided, that this
definition does NOT apply to hand held radios...” Currently it reads “this definition does IT reply” rather than “does NOT
apply”.

Thank you,

Steve Meester, Assistant Director
WV Division of Forestry

Phone: (304) 558-2788
Steve.Meester@wv.gov

From: Lipscomb, Donna M

Sent: Tuesday, June 29, 2010 10:45 AM

To: Alice Taylor; Ashley Summitt; Bergstrom, Harry L; Blair Taylor; Brown, Denise K; Calvert, James A; Casto, June A;
Chapman, Keith E; Cogar, Tammy L; Cole, Steven B; Danae DeMasi; Diana Stout; Gloria Rowan; Greg Nicholson;
Hartman, Janice L; Jerome Clay; Junkins, John; Lawson, Kathy M; McClure, Tom L; Meester, Steven X; Montgomery,
George L; Palmer, Ryan B; Paulson, Robert P; Phillips, Greg W; Price, Harry F; Sandra Gillispie; Sigmon, Marti D; Smith,
Cari D; Smith, Les M; Steve Chapman; Tincher, David R; Wass, Terry L; Wimer, Barbara S

Subject: fieet rules

The proposed legislative rules and emergency rules for State Owned Vehicles were filed with the Secretary of State on
Friday for a comment period. | have attached them for your review. if you want to make comments, you must get them
to me in writing by letter or e-mail prior to July 25™ at 9:00 a.m. Give me a call at 558-3392 if you have any questions.
Thanks '



-

Lipscomb, Donna M - ————————————————————

From: Hughes, Sasha D

Sent: Friday, July 23, 2010 1:14 PM

To: Lipscomb, Donna M

Cc: Cole, Steven B; Taylor, Alice C; Chapman, Keith E

Subject: DOH COMMENTS - PROPOSED LEGISLATIVE RULE - FLEET MANAGEMENT
Attachments: 20100723130652132.pdf

importance: High

Ms. Lipscomb,

Please find attached, for your further handling, the Division of Highways' comments pertaining to the
subject legislative rule. The original letter will be sent to you via interdepartmental mail. -

Thank you,

Sasha Hughes

Administrative Secretary to the
Deputy State Highway Engineers

(304) 558-9212

Sasha.D.Hughes@wv.gov




‘WEST VIRGINIA DEPARTMENT OF TRANSPORTATION

Division of Highways
1900 Kanawha Boulevard East » Bullding Five - Room 110
Joe Manchin IH Charleston, West Virginia 25305-0430 « (304) 558-35056
Governor
July 22,2010
Ms. Donna Lipscomb
Executive Coordinator
Department of Administration
Building 1, Room E119
1900 Ksnawha Beulevard, East
Charleston, West Virginia 25305
Dear Ms. Lipscomb:

'mmm&mammmmmw
Memm)mummmmsmmznwmm

following comments:

1. Anmnmmmwnmumahuww
rule, is purchased from the comstitntionally-protected State Road Fund (SRF).
During the meeting held on April 21, 2010, the transfer of vehicles purchased from
the SRF as well as those purchased from other dedicaied special revenues was
discussed at length. It was anticipated that the agencies that parchase their vehicles
with these funds and the Excoutive Department Constitutional Officers (CO) would
be excluded from the transfer and leasing requirements and instend would have
specific reporting requirements that would satisfy legislative intent. In the current
revised Legisisfive Rule, only the CO have specifieally been exclunded from the
transfer and leasing requirements. mnonmhmuam

i b :;: ey an ni e ad “m
special revenwes be allowed to retain these vﬁdes and Iuluv reporting
requircements similar to those included in Section §148-3-11. If the DOH is reguired
to transfer its vehicles to the Department of Administration (DOA), then it should
be reimbursed for their cost.

2. Section §148-3-18 states that all vehicles will be titled to the “Staie of West Virginia,
Department of Administration.” How will the vehicles be parchased initially? Due
to the conslitutional protection afforded the SRF, it should not be used to purchase
any vehicles which are not tifled to the DOH. The siatement, “...unless the title is

required to be in the name of the spending wnit and if approved in wriling by the

EEOJFFIRMATIVE ACTION EMPLOYER



Ms. Donna Lipsecomb
July 22,2010
Page Two

3

Fleet Management Office,” is vague and does not ensure that the DOH will be able
to purchase and retain tifle to ils vehicles. What consfitutes “required”?

The Rule requires that agescies pay a menthly administrative feee What
administrative responsibilitics will DOA have that will jusiify the assessment of a fee
if an agency retains title to its vehicles? The Rule also does not describe the types of
costs that will be used to calculate the fee.

The Rule states that all vekicles are to be sold by Surplus Propertics. How will the
revenues from these sales be distributed? Revennes from any vehicles purchased
from the SRF must be returned to the fand.

5. Section §148-3-1, Subsections 2.14 and 2.16, need fo be revised fo state “Provided,

ﬂm&mmwwywwwmmwaw
during the course of his/her employment.”

Thank you for giving the DOH the oppertunity to comment on this Rule. Should

you have any questions er require additional information, please contact Mr. Steven B.
Cole, P. E,, our Deputy State Highway Engineer — Operstions, at (304) 558-6264 or Ms.
Alice Tayler, Director of our Transporiation Budget Division, at (304) 553-9240.

Glet 2 sk

Smryof'l‘rmporuuul
Commissioner of Highways



FlLED
TITLE 148

LEGISLATIVE RULE e uL26 PM e 12
DEPARTMENT OF ADMINISTRATION
OFFICE WEST VIRGINA

SERIES 3 SECRETA 52,'; OF STATE
STATE OQWNED VEHICLES |

§148-3-1. General.

1.1. Scope —This Procedural Rule > governs all State owned vehlcles @imggﬁmm

1.2. Authority. — W.Va. Code §5A-3-48.

1.3. Filing Date. — March-36;2616

1.4. Effective Date. — May1;2610
§148-3-2. Definitions.

For purposes of these rules, unless a different meaning clearly appears from the context:

2-+ 2.2.“Control employee” means an elected official or employee whose cbmpensation
equals or exceeds the compensation paid to a Federal Government employee holding a position as
defined in the Federal Tax Regulations §1.61-21, as amended.

22 2.3“Department” means an entity of the State government, as created by W.Va. Code
§5F-1-2.

2:3.2.4. “Department of Administration” means the entity of State government created by
W.Va. Code §5F-1-1 et seq.



2:4:2.5. “Hands-free wireless communication device” means a wireless communication
device equipped with an internal feature or function, or an attachment or addition, whether or not
permanently part of the device, by which a user engages in a conversation, sends or receives a
message, interchanges information, or otherwise communicates without the use of either hand:
Provided, That this definition does not preclude the use of elther hand to actwate, dmchvate or
initiate a function of the device, nor does it a 1ra >essal gtor dyring
the co of their lo

2:5:2.6. “Non-employee” means an agent, broker, contractor, person involved in missions
of mercy or medical emergency, or other persons outside the state government of the State of West
Vn-glma who have a connect:on w1th or may have a relanonshlp to State bumness, __zmdgi__’l}_@

2:6- 2.7. “Official business” means business on behalf of the State of West Virginia.

2.7 2.8. “Operator” means a person to whom a state owned vehicle is assigned.

2.9 “Secretary” means the Secretary of the Department of Administration.

2.10. “Spending officer” means the executive head of a spending unit, or a person designated
by him or her, as defined by W.Va. Code §5A-1-1.

2.11. “Spending unit” means a department, agency or institution of the State government for
which an appropriation is requested, or to which an appropriation is made by the Legislature, as
defined by W.Va. Code §5A-1-1. o

2.12. “State owned vehicle” means a vehicle owned by the State of West Vlrglma; and

2.13. “Fravet Fleet Management Office” means the entity within the Purchasing-Bivision
t of inistration responsible for the storage, purchase, lease, maintenance and repairs
of all State owned vehicles and aircraft. ; : :

2.14. “Use a wireless communication device” means to verbally or visually converse,
message, or otherwise interchange information, including utilization of the internet on a wireless
communication dewse whether by andlo or video commumcatxon, telephone, text messagmg, or




2.15. “Vehicle” means any state or agency owned passenger-type vehicle including, but is
not limited to, sedans, station wagons, minivans not requiring a CDL license, pickup trucks classified
as less than one ton, sport utility vehicles, or vans used primarily for the transportation of the driver
and no more than 15 passengers.

2.16. “Wireless communication device” means a cellular, analog, wireless or digital device,
computer or telephone, capable of accessing, sending or receiving wireless electronic messages,
conversauon or other mterchange or mformatlon, including, but not Imted to, a wireless telephone

Each agency ,which hs icle in 03SESSi
agency fleet coordinator for the purpose of fac:lhtatmg oommumcatxons between the Fravel Flect
Management Office and the leasing-agencies state spending units.

§148-3-4. Titles to State Owned Vehicles.

All State owned vehicle

meBmsmof-Pnbhc-Safcty-mustbeuﬂedmthenameofthe State ofW&stVuglma, Department
of Adrmmstratmn, Travcl_ﬂFl Management Oﬁice IMMJM&W

§148-3-5. Leasing of Vehicles — Generally.

5.1. All leased vehicles utilized by spending units shall be leased from the Fravel Fleet
Management Office, unless the ¥ravel Fleet Management Office has approved leasing a vehicle from
another source,

5.2. At the discretion of the Fravet Fleet Management Office, a vehicle lease may be
terminated by the Fravet Fleet Management Office at any time for any reason or purpose.

5.3. State owned vehicles should be used when the mission of the traveler requires a vehicle
to be at his or her disposal for official business transportation.

business hours. All vehlcles governed by thlsrule mustmeet themlmmum mlleage crxtena
established by the Fravel Fleet Management Office. Exceptions to the mileage criteria may be
granted by the Fravet Fleet Management Office when recommended by the spending officer or his

3



or her designee in writing.
§148-3-6. Use of State Owned Vehicles.

6.1. State owned vehicles may be used by State employees and/or non-employees, as defined
herein. No passengers other than state employees and/or non-employees are permitted in vehicles
without the specific written approval of the spending officer. It is the responsibility of the spending
unit to monitor employee vehicle use and to take appropriate action when an employee’s use is
determined to be inappropriate or is not in accordance with this rule.

§148-3-7. Insurance Coverage.

Insurance is provided for vehicles by the State Board of Risk and Insurance Management.

§148-3-8. Safe Operation Required.

8.1. General Responsibility

The operator of a State owned vehicle is responsible for the vehicle he or she operates. All
operators of State owned vehicles are subject to all laws, ordinances and rules governing the
operation of a motor vehicle.

The vehicle operator is personally responsible for responding to any and all citations or
warrants issued or fines levied regarding the operation or parking of the vehicle, to which he or she
is assigned (either temporarily or permanently) and is personally liable for any and all fines or
penalties — criminal or civil.

8.2. Feaving State Owned Vehicle.

Whenever a vehicle is left unattended, the operator shall turn the vehicle off, remove keys
from the vehicle, close all windows, lock all doors/hatches/trunks, and remove or conceal from
outside view all business and personal items when practical.

8.3. Use of Seat Belts.

The operator and passengers must use safety belts when the vehicle is in operation.

8.4. Driver’s License Required.

All operators must have a valid operator’s (driver’s) license in good standing.

8.5. Use of Wireless Electronic Communication Devices.



The use of a wireless electronic communication device by the operator of a moving vehicle
on a public road or highway is prohibited except when the wireless communication device is a
hands-free wireless electronic communication device being used hands-free.

8.5.a.. The provisions of this subsection do not apply to an operator who uses a wireless
communication device when:

8.5.a.1. The operator immediately fears for his, her, or another person’s life or safety,
or the operator believes that he, she, or another person is, or is about to become the victim of a
criminal act; or

8.5.a.2. The operator uses the wireless communication device to contact law-
enforcement authorities, emergency personnel for the purpose of reporting criminal activity, a fire,
a traffic accident, a serious road hazard, a medical emergency, a hazardous materials emergency or
any other condition which threatens bodily injury, public health, welfare or safety.

§148-3-9. Permissible Uses.
9.1. Generally.

Eeased State owned and leased vehicles, including temporarily leased vehicles, may be used
under only one of the two (2) categories or conditions:

9.1.1. Use by a number of employees; or
9.1.2. Use by primarily one (1) employee.
9.2. Use by a Number of Employees.

When a State owned vehicle is owned or leased for use by a number of employees, the
vehicle: must be kept on State gwned property or property leased by the State when not in use.

9.3. Use by Primarily One Employee.

When a State owned vehicle is owned or leased for State business use by primarily one
employee, the vehicle:



9.3.1. is assigned to an employee ﬂmthasbeenfequiredbythe spending officer in
writing to commute to and/or from work for bona fide noncompensatory business reasons; and

9.3.2. cannot be used for personal purposes except for de minimus personal use as
allowed by the Internal Revenue Service and

9.3.3. is assigned to an employee that authorizes a monthly payroll deduction for the
commuting value or completes a “Statement of Commuting Value” as designated by the M Eleet
Management Office.

9.4. Determining Commuting Value

Commuting value shall be determined in accordance with the Internal Revenue Service (IRS)
Publication 15-B, Employer’s Tax Guide to Fringe Benefits, published under U.S. Code Title 26.

9.4.2. Temporarily Assigned Vehicles:

If an employee has been assigned a vehicle on a temporary basis and the vehicle is used to
commute to and/or from work during that temporary asmgnment, the employee must oomplcte and
submit to his or her spending unit business office with a coj ‘ :

“Statement of Commuting Value,”as designated by the Travet Fleet Management Oﬁce and in
accordance with the IRS Pubhcatlon 15-B, Employer s Tax Gutde to Fringe Beneﬁts publxshed
under U.S. Code Title 26, ;-withpe atta 2 1 :

A “Statement of Commuting Value” must be completed for each month in which the
employee has been assigned a State owned vehicle and has used it for commuting. The “Statement
of Commuting Value” must be submitted to the employee’s spending unit business office with a
copy to the Fravet Fleet Management Office within fifteen (15) business days from the last day of
the reporting month. Failure to submit the form may result in the termination of the assignment of
a vehicle to the employee as well as any applicable penalties by the Department of Treasury, Internal
Revenue Service of the Federal Government.

§148-3-10. Leasing and/or Purchasing Non=Frave-Management-Vehicles.
10.1. A vehicle purchase must first be approved by the Fravet Fleet Management Office.

The vehicle must be titled to the State of West Vlrglma, Department of Admlmsu'atlon,
Fravel Fleet Management Office unless t : be in th of th ing v




if a1 ed in wri ans ice.. Agenclesmustnotmcreaseﬂlenﬂeet
wnhout pnor approval from the ‘Frzcvel_}_?_@ Management Office.

10.2. Leasing and/or Purchasing Non-Fravel Fleet Management Vehicles.

The Fravet Fleet Management Office may authorize the lease and/or purchase of
vehicles by spending units from entities other than the Fravel Fleet Management Office, with the
spending unit to operate and maintain the vehicles and to assume the responsibility for all vehicle-
related expenses and to reimburse the Fravel Fleet Management Office for administrative costs.

10.3. Leasing Fravet Fleet Management Office Vehicles Generally.

The Fravet Fleet Management Office may lease vehicles to spending units upon the
established terms and conditions and at the rates specified by the Fravet Fleet Management Office.
The Fravel Fleet Management Office will specify the rates for lease of vehicles to departments, with
such rates approved by the Secretary of the Department of Administration. In addition, the spending
unit will pay all vehicle expenses for abuse, misuse and cleaning of the exterior and interior of the
vehicle. Upon retirement, all vehicles will be delivered to the State Agency for Surplus Property in
a condition consistent wﬁh normal wear and tear unless otherwxse approved by the Fravet Bm.

10.4. Requirements for Leasing.

A department desmng to lease a vehicle from the Fravel Fleet Management Office will
submit a written request in the form designated by the Fravel Fleet Management Office. The
determination of whether to approve the request to lease a vehicle from the Fravet Fleet Management
~ Office will be subject to:

10.4.1. spending unit requirements and justification;
10.4.2. available inventory or opportunity to transfer vehicles;
10.4.3. available funding to satisfy requirements; and/or

10.4.4. complying with all terms and conditions of lease agreements entered into with
the Fravel Fleet Management Office.

10.5. Fravel Fleet Management Office Credit Card.

A credit card is assigned to all st ed and leased vehicles hascd-—by—ﬁw‘l’mvd
Management-Office and shall be used for vehlcle-related expenses such as fuel purchases, repairs,
maintenance, towing charges, etc.




Any purchase not made via the credit card assigned to the vehicle will be considered a
personal expense of the vehicle operator and paid or reimbursed at the sole discretion of the Fravet
Flect Management Office at the recommendation of the spending officer.

10.6. Statewide Contracts for Automotive Commodities and Services,

All statewide contracts for automotive commodities and services must be used except in
instances of operational failure or where the safety of the operator would be compromised.

10.7. Fuel Purchases,

All fuel purchases must be for regular unleaded or diesel unless a higher grade or gther type
of fuel is required by the manufacturer, requested mwrmngbythe spendmgoﬁoer andappmved
bythevae}ﬂg:_ManagementOﬁice Any excep purg
: e b ' :  Office. Fuel purchascs made in vmlahon of this secuon will be
the personal r&sponsﬂnhty of the v vehicle operator.

10.8. Responsibilities of Operators and Spending Units.

10.8.1, Routine Maintenance.

Routine checking of the oil level, tire pressure and tire wear, as well as other safety-
related equipment, is the responsibility of the operator, or in the case of multiple operator vehicles,
the spending unit to which the vehicle is assigned. The cost of repairs or replacement as a result of
the vehicle not being maintained on a regular and routine basis will be the responsibility of the
spending unit to which the vehicle is assigned. It will be at the discretion of the spending unit to
seek reimbursement from the vehicle operator.

10.8.2. Routine Cleaning.

The routine cleaning of the assigned vehicle, including the interior and exterior of the
vehicle, is the responsibility of the assigned operator or spending unit, in the case of multiple
operator vehicles, to which the vehicle is assigned. The cost of repairs or extensive cleaning as a
result of the vehicle not receiving reasonable care and cleaning will be the responsibility of the
spending unit to which the vehicle is assigned. It will be at the discretion of the spending unit to
seek reimbursement from the assigned operator.

10.9. Reporting and Review of Accidents, Damage and Violations.

8



. . . . . ; "
aectdent. The spendmg ofﬁeer must provxde to the Trave} M Management Oﬂice and mg_m
fR1 and In; anagemen anaecxdentreportmﬂlsuﬁiclentdetaﬂtodetermmethe

In the event of an accident, violation, or when it is deemed necessary by the spending unit,
the driving records of the operator will be reviewed and appropriate ac&onshaﬂbetakenbythe
spending unit.

10.10. Fravet Fleet Management Office Charges.

The‘Frave}_l?_l_@Management Ofﬁce shall 1ssuereg|ﬂarmv01ees to spendmgtmﬂs

10.11. Arrearages.

Any spending unit account that becomes seriously delinquent in paying the Department of
Administration or designated vehicle services contractor fees may have the credit card provided by
the Fravet Fleet Management Office suspended or may be required to return the leased vehicle to
the Frave} Fleet Management Office.
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Rule Title: 48 - CSR - 3 State Owned Vehicles N
Type of Rule: X _ Legislative ____ Interpretive _____Procedural

Agency:
Address:

Phone Number: 304-558-3392 Email: donna.m.lipscomb@wv.gov ‘
Fiscal Note Summary ‘

Summarize in a clear and concise manner what impact this measure
will have on costs and revenues of state government.

The exact impact to the State with the promulgation of the proposed rules regarding state owned
vehicles are unknown. During the 2010 regular session of the Legislature, Senate Bill 219 passed
which consolidated all of the State’s passenger vehicles under one Fleet Management Office. These
rules are being promulgated in order for the rules to be consistent with the Code. The Statute
already sets forth the requirements and the rules simply provide the minimum requirements that all
state spending units must abide by when utilizing a state owned vehicle. ‘

Currently an administrative fee is being charged to those agencies that were under the existing fleet
program in order to fund the Fleet Management Office. With the consolidation, all vehicles will
now pay the administrative fee. This will increase the costs to those agencies that were previously
exempt. However, it will reduce the costs of agencies currently paying the fee. The more vehicles
‘that are in the program, the lower the administrative fee that must be assessed.

Although the proposed rule modifications clarify that the administrative fee will be charged, the
authority for the fee is in statute and it would be assessed regardless of whether the proposed rules
pass the legislature. The amount of the administrative fee can not be determined at this time as it is
unknown how much money will be needed to fund the office, as a Fleet Manager has not yet been
hired and that person’s salary will be a determining factor in the administrative fee.

Fiscal Note Detail
Show over-all effect in Item 1 and 2 and, in Item 3, give an explanation of
Breakdown by fiscal year, including long-range effect.

FISCAL YEAR
Effect of Proposal 2010 2011 Fiscal Year
Increase/Decrease Increase/Decrease {Upon Full Implementation)
(use “) (use “)
1. Estimated Total Cost -0- -0- -0-

Personal Services

Current Expenses




Repairs & Alterations

Assets
Equipment
Other
2. Estimated Total
- Revenues
Rule Title:

3. Explanation of above estimates (including long-range effect):
Please include any increase or decrease in fees in your estimated total revenues.

The exact fiscal impact as a result of the proposed legislative rules is unknown.

MEMORANDUM

Please identify any areas of vagueness, technical defects, reasons the proposed rule would not have
a fiscal impact, and/or any special issues not captured elsewhere on this form.

Date:

Signafpre of Head or Authorized Representative

A

J




DATE:  July 26, 2010

TO:

Legislative Rule-Making Review Committee

FROM: Donna Lipscomb, Executive Coordinator

LEGISLATIVE RULE TITLE:

1.

2.

Department of Administration

- 1900 Kanawha Boulevard, East
Room E-119
Charleston, WV 25305
304-558-3392

- Authorizing statute(s) citation 5A-3-48

a. Date filed in State Register with Notice of Hearing or Public Comment Period:
i€ 25, 2010

b. What other notice, including advertising, did you give of the hearing?

¢. Date of Public Hearing(s) or Public Comment Period Ended:
July 25,2010

d. Attach list of persons who appeared at hearing, comments received,
amendments, reasons for amendments.

Attached X No comments received

e. Date you filed in State Register the agency approved proposed Legislative
Rule following public hearing: (be exact)

July 30, 2010




f. Name:tile, address and phoneffaxie-mail numbers of agency person(s) to
receive all written correspondence regarding this rule: (please type)

__Donna Lipscomb. Executive Coordinator

g. IF DIFFERENT FROM ITEM “f", please give Name, title, address and phone
number(s) of agency person(s) who wrote and/or has responsibility for the
contents of this rule: (please type)

If the statute under which you promuigated the submitted rules requires certain
findings and determinations to be made as a condition precedent to their
promulgation:

a. Give the date upon which you filed in the State Register a notice of the time

and place of a hearing for the taking of evidence and a general description of
the issues to be decided.

N/A
b. Date of hearing or comment period:

June 25, 2010 through July 25. 2010

c. On what date did you file in the State Register the findings and
determinations required together with the reasons therefor?

N/A
d. Attach findings and determinations and reasons:

Attached N/A




STATE OF WEST VIRGINIA

" JOE MANCHIN Il DEPARTMENT OF ADMINISTRATION ROBERT W. PERGUSOMN.IR.
' GOVERNOR OFFICE OF THE CABINET SECRETARY CABINET SECRETARY
July 30, 2010
Via Hand-Delivery
The Honorable Natalie Tennant
Secretary of State

Building 1, Suite 157K
1900 Kanawha Boulevard, East
Charleston, WV 25305

Re: Legisiative Rules -
Dear Secretary Tennant, ' ,

| am enclosing an original and fifteen copies of the documents listed below for--
filing. The proposed rules are in regard to state owned vehicles. | will provide the copies of
the enclosed documents to the Legislative Rule Making Review Committes once they e _,;
matkedﬁedbyyomm Additionally, mmmwﬁbewﬁbmmﬁﬁ ;
e-mail.

The documents enclosed consist of the foliowing:

1. WMWWMdaWRWMM%m
Legisiative Rule-Making Review Committee,
Statement of Circumstance and Brief Summary of the rules,
- amendments,
Proposed Rules,
Fiscal Note

Sor BN

Thank you very much for your assistance. If you have any questions; or need
any additional information, please do not hesitate to give me a call.

Enclosures

1900 KANAWHA BOULEVARD, EAST » BUILDING 1, ROOM E-119 + CHARLESTON, WEST VIRGINIA 25305-0120 + 3043584881 « mw L

WWW.STATE. WY US/ADMIN ) EQUAL OPPOATUNITY EMPLOYRR '




