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1. GENERAL 

l.Ol 

1.02 

1.03 

This practice outlines the policies and procedures for the 
administration of company motor pools and the assignment and usage 
of motor pool vehicles. 

This practice is reissued to include procedures formerly contained 
in Southwestern Bell Practice SW 720-030-902, Company OWned 
Passenger Vehicles, and to add new reporting requirements. 

The purpose of motor pools is to provide the transportation needs 
of employees who are required to travel within the scope of their 
duties when public transportation is not productive or economical. 

2. DESCRIPTION 

2.01 

2.02 

2.03 

A motor pool consists of one or more non-assigned vehicles at any 
location where employees have a need to obtain transportation for 
conducting business. 

Motor pools are generally operated by Automotive Operations and 
managed by a Motor Pool Dispatcher. The dispatcher may be a first 
level manager, garage attendant, clerk or other individual. 

Automotive Operations shall determine the type and number of 
vehicles needed for each pool based on a usage study (Form 
SW-1875, Motor Pool Usage Study, Exhibit 1). 

3. ADMINISTRATION 

3.01 

3.02 

3.03 

Page 2 

The dispatcher is responsible for forwarding Form FASW-6300A, Pool 
Car Assignment Record (Exhibit 2), to Comptrollers each month for 
cost distribution to the using departments. A report shall also 
be distributed to each user's department for review of pool car 
usage. 

All cars shall be in good and safe operating condition when 
available to the users. 

The glove compartment of each vehicle shall contain all 
information the driver will need to obtain service for emergency 
repairs, towing, fuel purchases, etc. Form SN-468, Trouble 
Ticket (Exhibit 3), used to refer trouble when the vehicle is 
returned to the pool, shall be included. 

PROPRIETARY 
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Public transportation (taxi, bus, airline) should be considered as 
an alternative to use of a company vehicle when it is more 
economical and/or will avoid an idle company vehicle at an 
airport, training school, conference, seminar, etc. 

If a vehicle needs repair or some unusual condition exists due to 
misuse or improper handling, or a vehicle is being used for other 
than motor pool purposes, a report shall be prepared including all 
details. The report shall be forwarded to the appropriate manager 

of the department involved and to Automotive operations for 
appropriate action. 

Any evidence of misuse or abuse of a company vehicle will cause 
suspension of motor pool driving privileges pending an 
investigation by the motor pool coordinator and the driver's 
immediate supervisor. 

4. AUTHORITY TO USE MOTOR POOL VEHICLES 

4.01 

4.02 

FASW-6300 shall be presented to the Motor Pool Dispatcher to 
obtain use of a pool car. 

Approval for extended usage (two or more days) is outlined in 
O.P. 48, Passenger Vehicle and General Transportation Practice. 

5. MANAGEMENT'S RESPONSIBILITY 

Management's responsibility will include these functions: 

A. Assigning pool cars. 

B. Recording pertinent assignment data. 

c. Coordinating the scheduled maintenance and repair of pool 
cars. 

D. Establishing procedures for routine servicing operations 
(checking fluid levels, tire inspections, etc.) at minimal 
one week intervals. 

E. Renting supplemental vehicles. 

PROPRIETARY 
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6. USER RESPONSIBILITY 

6.01 Responsibilities of the employee while using a company vehicle on 
company business are outlined in O.P. 48. Additional 
responsibilities are: 

A. The windshield and windows of the vehicle shall be kept clean 
at all times. 

B. The vehicle shall be returned with all waste paper and trash 
removed from the vehicle. 

c. The user shall follow the instructions concerning fuel 
purchases, mechanical failure and towing procedures, etc., 
which are found in the glove compartment. 

7. PROCEDURES TO OBTAIN AND RETURN MOTOR POOL VEHICLES 

7.02 

7.04 

7.05 

7.06 

7.07 
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An employee shall make a verbal request to the motor pool 
dispatcher and present the FASW-6300, their company identification 
card and driver's license. Shaded items on the form are to be 
completed by the employee. The responsibility code originating 
shall be that of the motor pool dispatcher. 

The motor pool dispatcher shall assign a vehicle and add to the 
FASW-6300 the vehicle number, state license number, actual time 
the vehicle was checked out and the odometer reading. 

The FASW-6300 is to be completely filled out and approved before 
the keys are presented to the client. 

The C copy of the form shall be retained at the motor pool while 
the vehicle is in use. The user shall retain the A/B copies until 

the vehicle is returned. 

The user should note any body damage on the vehicle and notify the 
dispatcher before leaving the motor pool area so they will not be 
held accountable for previous damage. 

When returning a motor pool vehicle, the user shall: 

A. Return the vehicle to the garage from which it was procured. 

B. Note any mechanical problems on a trouble ticket found in the 
glove compartment. 
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Return the keys and any Universal Credit Card slips for fuel 
or invoices for emergency service to the motor pool 
dispatcher along with the A/B copy of the FASW-6300. The 
position of the gas gauge needle and the odometer reading 
shall be entered on the form. 

The motor pool dispatcher shall inspect the vehicle for any 
visible damage and for any evidence of misuse or abuse. 

The motor pool dispatcher shall complete the FASW-6300 by entering 
the actual time and date the vehicle is returned. Total usage 
shall be figured in hours and miles and the information entered 
under the Summary of Usage portion as well as under user 
information. 

A. Each form has five days' usage (one line per day); each line 
is limited to eight hours. The hours are to be reported in 
1/4 hour increments and with decimals as shown in the example 
below: 

6-l/4 hours 
4-l/2 hours 
3-3/4 hours 
2 hours 

= 
= 
= 
= 

6.25 
4.50 
3.75 
2.00 

The completed FASW-6300 A copy is sent to Comptrollers; the B copy 
is retained for analysis by the motor pool dispatcher or other 
Automotive Operations personnel. 

PROPRIETARY 
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EXHIBIT 1 

FORM SW-1875 

@ Southweslem Bel~-
........ 1 year. unm, ___ _ 

MOTOR POOL USAGE STUDY 

Penod C-.cl: -------- Pool Location: ------------ Data: ---------

A B c D E F G H I J 
WOAKCIROU' YEHCUS P£ACENT ><OUASOF oca.ooENCU \l9aCI.E AVERAGE ASSIGNED AVIAACIE I'UET 
OA CAAPOO<. CUUIENT\.V VEHC:..f ~ .... .,.... OF AIN'T AI. AE~o.ENT MONTHLY V£14CLESAT MONTHLY IOZE 

LOCATION ...,._, USAGE USAGE """USAQE ~OF MOTOR POO<. MI.£<>,GE ~ 
VEHCLES N LOCATION ASSIGNED 

MOT-oR POOl.. VE•tCL.U 

TOTAL ___ _ 

NOTES: A - lndcata al locallom _. 2 ar more --type- are Ull;naG. 

Prooarld By: 

B - 1nc1uc1a - prr.touoty .-ec~ ao .-. but not piaCed In oantce (lndlc:Me ouc:ll •­
wltn an ut-k- 2 -·not plaCed In oantce- be IndiCated by 2 ut-. etc.) 

C - The ....._ """""""..._ (trorn fann FASN-415) ._._&I a-ot the-- hours 
-· ara .. - (mulmum &¥alabllly per-~~ a""'"· mu1mum ..._per -• a 
""'" per Clay) • 

o- A-age 11oura of rental car uoa;e per""""" (mulmum- a llaunllelay). 
e - A-aoe........,... ot rental car uoaoeo per rnan1t1 (mulmum 2/CS&yl-. 111.,.,. '*"'"uses~ twice 

In 1 Clay count u 1 usage I . 
F - ccoum B x coum c. 250W.I • tccoum o +a llaunll + 20 e1ayo- montiiJ. v-
~. 

G - Acid year-to-data miUQe tor - In motor pool - - by nurnt>w of - In IIQOI. 
H - N..-r of aollgned .-o at motor pool. 

1 - Acid year-to-elate mileage tor &HIQned .-. - - by I1Umber of aoefaned -·· 
J - COIUnV> F - COlumn B. A posiiiYe flgtro lndlcatoo an additional Velllcle RequlrarMnt. 

A MQ&tiYe fiQ1.ro lnalcatH a ourplul. 
Rcu>::s &II f~g~roa to the noareat wl1alo number. 

TT~ .. ~~------------------ ~: TT~ •• ~---------------
Olll~lal Fila Copy, unless roproduood 

PROPRIETARY 
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EXHIBIT 2 

FORM FASW-6300 

@ Southwestern Bell Telephone 

Retention Period: 3 Months 

POOL CAR ASSIGNMENT RECORD 

Shaded areas to be completed by applicant. 

AppUcant Name & Title-Print or Type 

Responsibility Code-Orlglnatlng I I I I I I I I I I 

OUT 

Total Usage 

PROPRIETARY 

FA.SW 1300A. 
(Rev. 1-92) 

Not for use or disclosure outside Southwestern Bell 

Telephone Company except under written agreement. 
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EXHIBIT 3 

FORM SN-468 

SN-468 

(Rev. 1-89) 

Retain 1 year, until -----

MOTOR VEHICLE TROUBLE TICKET 

Motor Vehicle No 

Item 
No. Trouble With "" Nature of Trouble 

1. Engine -

2. carburetor 

3. Fan 

4. Ignition System 

5. Battery 

6. Ughts 

7. Clutch 

8. Transmission 

9. Differential 

10. Steering 

11. Brakes 

12. Radiator & Pump 

13. Springs 

14. Speedometer 

15. Body 

16. Fenders 

17. Tires 

18. 

19. 

20. 

21. 

22. 

Name ------------Tel. No.--------

Title ------------- Date----------
Official File Copy. Unless Reproduced 
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