GUIDELINES FOR USE OF NWUM CHURCH VAN

· The Administrative supervision and control of the Van has been assigned to the Programs Assistant of the Church Office Staff and Board of Trustees' Van Committee Representatives. 

· General and preventative maintenance of the Van is the responsibility of the Van Committee Representatives. 

· A calendar with all scheduled Van use is maintained by the Church Office Staff.  All Van use must be approved by the Programs Assistant or her back-up from the office staff.

· Northwest United Methodist Youth Fellowship and Sunday member pickup will receive first priority for Van use. 

· Drivers must be at least 25 years of age.  They must be checked out and approved by our insurance carrier prior to final authorization.  (Need to provide driver's SSN,  driver license #, and birth-date.)  The Church Office Staff will maintain a list of authorized drivers.

· Reservations for use shall be made through the church office. Reservations will normally be on a first come, first serve basis, EXCEPT:

1. Church Group standing trips (Conferences, Retreats, Sunday pickups) take precedence.

2. Reservations cannot be made more than two months in advance except by special approval of the Programs Assistant or her backup.

3. No Group, other than identified under #1 above, may reserve use of the Van more than once in a month nor reserve use of the Van for two consecutive weekends.

4. Any scheduling conflict will be resolved by the Programs Assistant and/or one of the Van Committee representatives, if necessary.

· The Van should be returned in a clean state (both inside and out).  Any group not returning the Van clean and in proper operating condition, may lose its use privilege for a period of time. 

· Drivers shall report to the office any problems when the vehicle is returned ‑ i.e. brakes, lights, horn, engine, etc.  The driver shall make all required entries in the vehicle log book (kept in van). 

· Group using Van pays for all expenses, including damage or abuse occurring while in use except those covered by insurance and/or mechanical breakdown. 

· Driver is responsible for maintaining order of the passengers and enforcing behavior and safety rules. 

· Personal use of the Van is prohibited. 

· No Trailer Hitches are allowed. 

· GAS AND OIL on Trips:  Van should be returned full of gas.  If gas tickets are turned in for payment by the Church, this expense will be charged against the budget for the using group. 

· MAINTENANCE SCHEDULE:  Repairs on trips ‑ Driver have the O.K. to make repairs up to $100.  Projected repairs in excess of $100 should be called into the Church Office at  451‑2825  for okay.  The Van is covered under a 3 yr. / 36,000  mile warranty through Ford Motor.  Repair charges should be turned into the church for payment and this expense will be charged to the Van budget. 
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