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PO BOX 15185 Account Number: [S-73 Irrelevanti Customer Number; |S-73 Irrelevant Page: 11 of 18
CITY EAST QLD 4002 : g T ; o ]
Period Starting: 01/07/2021 Period Ending: 31/07/2021 Date: 31/07/2021
Card Number Date Time Purchase Location Site Receipt Customer Product/Service Odo KM Litres/ | Cents
Vehicle/Dri No. Numb Ref =
ehicie/Diver = SRR FIRENES Description CPL Litres Total GST Total Tk?:;r Span 100k L
Price Exc GST ($) Inc GST
% ()
& s.73 Irrelevant information
[WHITE VOLVO S60 SEDAN 04/07/21 | 16:24:54 | KEDRON QLD [ 4262 [031634 ULP UNM ~138.26 28.00 35.19 352 38.71 10545 327 86| 118
Car Wash 0.00 0.00 0.00
06/07/21 | 17:35:66 | ASPLEY QLD | 1404 | 024750 ULP 95 UNM 44919 28.74 3898 390 4288 108R2 317 a1l 1as
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PO BOX 15185 Account Number: Customer Number: Page: 4 of 18
CITY EAST QLD 4002 Period Starting:  01/07/2021 Period Ending: 31/07/2021 Date:  31/07/2021
Card Number Date Time Purchase Location Site Receipt Customer Product/Service Odo KM Litres/ | Cents
b Na. Blymber ARiRrenEe Description CPL Litres Total GST Total Tk?.:r Span taBke; | fan
Price £xc GST ($) Inc GST
%) %)
s.73 Irrelevant information ___ AN
TP - 05/07/21 | 08:31:31 | ASPLEY OLDl 1404 |024637 ULP 95 UNM 149.19 2286 31.00 3.10 34.10 71115| 1oo| 22.9| 34.1
WHITE HOLDEN ACADIA Car Wash Z 22.73 2.27 25.00
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Application

11

These procedures govern the use of Government-owned
vehicles and apply to all persons authorised to use/&
Government motor vehicle including Ministers, Assistant
Ministers, permanent and temporary staff.

Responsibilities

2.1

2.2

2.3

The procedures are designed to ensure the effective,
efficient and equitable use of Government motor vehicles in
accordance with the Queenslana-Ministerial Handbook.

The prime responsibility for the’allocation of Government
motor vehicles to Ministerial staif i'ests with each respective
Minister.

The Premier has the overriding authority for allocation of the
number of vehicles allocated to each respective Ministerial
Office.

Principles

3.1

3.2

A Governmeni-cwned vehicle is not an individual entitlement
but a resource-fo ie used in the effective and efficient
delivery of Government services.

Government-owned vehicles are at all times to be used
strictly in ‘a¢cordance with the following principles:

3.2/ )} Motor vehicles are an asset;

3.2.2° Avehicle is acquired on the basis that a Ministerial
Office needs use of that vehicle to pursue normal
day-to-day Government business; and

3.2.3 All vehicles are available for official use by any
licensed driver for the Ministerial office.

Procedures for General Use

4.1

Driver’s Licence
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4.2

4.3

4.4

4.5

4.6

To be eligible to drive an Official vehicle, you must first hold
a current driver’s licence issued by a State or Territory of the
Commonwealth permitting you to operate the relevant class
of vehicle. It is your responsibility to advise your Minister and
Ministerial Services if your licence lapses, has some
restriction imposed on it, or is cancelled.

Access to Vehicles
Ministerial staff vehicles are to be made available for official
use during working hours.

Private Use

Private use includes travelling to and irom your place of work,
after hours use and use of the vehicle during periods of paid
leave.

Use of Motor Vehicles

4.4.1 Vehicles are not to be used for private business
purposes.

4.4.2 Vehicles which areirattended must be locked at all
times.

4.4.3 Tools supplied by the manufacturer should be
checked reguiarly,/ Tools must not be removed from
the motorvenicle. Any losses must be immediately
reported-te.the vehicle officer, Ministerial Services on
3003 9G77.

Driver’s Personial Liability
4.5.1 ~The State Government’s insurance policy does not
protect the driver against claims for injury to persons
or-damage to property if:
— the driver operates the vehicle under the
influence of intoxicating liquor or drugs; or
— without a licence to operate a vehicle of
that classification; or
—  Without proper authority.
4.5.2 Under these circumstances all claims for vehicle and
property damage together with injury to persons may
have to be met by the driver.

Penalties for Unauthorised Use of Vehicle
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4.7

4.8

46.1

4.6.2

Unauthorised use of ministerial vehicles may restit
in disciplinary action at the discretion of the Director-
General or Premier.

Some matters of discipline may be referrec! to the
Crime and Misconduct Commission (CMC) for
investigation.

Compliance with Traffic Laws

4.7.1

4.7.2

4.7.3

Drivers of State Government vehicles:must observe
and adhere to all national traffic laws and
Municipality laws of operation.

Failure to observe these provisions will result in the
driver being held personally respansible for penalties
or payment of fines inc¢iuding those for parking
infringements.

When notice of an infringement is received, the
office will notify the:relevant Traffic Authority of the
full name and residential address of the offending
driver or, if appropiiate, make arrangements for the
payment ¢t fines.-Grly in exceptional circumstances
and with thie Premier’s approval will a fine be an
official expense of the Ministerial office.

Care of Vehicles

4.8.1

4.5.2

4.8.3

4.8.4

Crivers/are expected to ensure that adequate care
and maintenance are provided to any vehicle placed
under their care and to ensure that the vehicle is
kept in a clean and presentable condition both
mternally and externally.

It is Government policy that smoking is prohibited in
all Government-owned buildings and vehicles.

Car washing is the responsibility of the custodian of
the relevant vehicle and is not to be claimed as an
official expense except in case of Ministers and
Parliamentary Secretaries.

Toll charges for staff members are to be charged to
a personal account, if reimbursement is sought for
official travel, a claim to Ministerial Services is to be
submitted.
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4.8.5 Performance of basic maintenance keeps the vehicie
safe to drive, in good running order and maintains
the value of the asset. Please ensure that:

(@) tyres are in good condition (with an
adequate depth of tread and undamaged
side walls) and tyre pressures are
maintained regularly at the correct leve:;

(b) lights and turn indicators are working;

(©) the cooling system is kept filled to the
required level; and

4.8.6  Avehicle must not be driven while a defect exists
which would render it unsafe or cause further
mechanical damage.

4.8.7 Consideration must be given at alitimes to your own
safety and the safety of fellow officers. If a
mechanical problem is suspected, you should
immediately report any concarns to the vehicle
officer, Ministerial Services on 3003 9077.

4.9 Replacement of Vehicles

A Vehicle requisitioryis forwarded by Ministerial Services to
the custodian of the vehicle 150 days prior to the End of
Lease.

4.10 Servicing of Vehicies

4.10.1. The servicing requirements of each vehicle are
monitored by the Vehicle Officer, Ministerial Services
butiit is the responsibility of custodian of the vehicle
to-make the necessary arrangements for the
servicing of the vehicle.

4,10.2 Services can be carried out by any vehicle
dealership. Costs can be charged back to QFleet as
part of the lease cost.

4,11 -—Reporting of Accidents
4.11.1 Dirivers of official vehicles must comply with the

relevant Traffic Acts and/or Regulations concerning
notification to the Police.
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4.11.2

4.11.3

4.11.4

4.11.5

4.11.6

4.11.7

The Government insurer requires that under no
circumstances should liability for an accident be
admitted.

All accidents involving official/staff vehicles/mustbe
reported to the vehicles officer, Ministerial Services
3003 9078, as soon as possible so appropriate
repair arrangements can be made.

Where damage is caused to an unattended vehicle
of a third party, a written incident report showing the
particulars (your vehicle registration ramber, your
name and your phone number) should be affixed to
that vehicle.

In the event of any accident involving another vehicle,
person(s) or property, the-driver must supply
particulars (your vehicle registration number, your
name and your phone riurnber) to any person
involved in the accident or-having reasonable
grounds for requiring information (full details of
vehicle registration wi!l be found in glove box of
vehicle).

Where poiice orlegal action is instituted against the
driver in respect of an accident, the matter should be
immediateiy reported to the vehicles officer,
Ministerial Services 3003 9078, who will ensure the
required-action is taken and if necessary inform the
Premier or Director-General of the Department of the
FPremier-and Cabinet.

The cost of insurance excess will generally be a cost
of the Office of the Minister. However unless
exceptional circumstances exist, the cost of
msurance excess when a vehicle is damaged whilst
being used for private purposes will be a private
cost and not a cost to the Office of the Minister.

araging of Vehicles

Vehicles should not be parked overnight on the street or
median strip. Parking of the vehicle behind the property line
is sufficient, although extra protection or security is
recommended.
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4.13

4.14

Locking of Vehicles

4.13.1 Ignition keys are not to be left in vehicles and
vehicles should be locked when not in use.

4.13.2 Valuables and equipment should be secured,
preferable out of sight when the vehicle is
unattended.

Use of Staff Vehicles during Working Hours

4.14.1 ltis recommended that custodians of staff vehicles
keep a log book in their vehicle t9-he completed
when other staff members use theirvehicle. This will
ensure the correct allocatior’ of Reportable Fringe
Benefits and assist if accidents occur.

Vehicle Accessories

51

5.2

Accessories such as towbars and roof racks are not to be
added to the vehicle without the written approval of
Ministerial Services. Any suppily and fitting and removal or
restoration costs relaiing tG-accessories requested by an
officer are to be met/by the officer.

Seat covers may be fiited to a vehicle, they can be
purchased and fitied at the officer's expense and will remain
the property of that person.

Alterations

6.1

Vehicles remain the property of the Government and
therefcre ng-alterations can be made to the vehicles without
the writien-approval of QFleet management.
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Fuel
7.1

7.2

7.3

7.4

7.5

A fuel card is issued for the exclusive use of the vehicie. Fuei
costs are charged directly to the Minister’s office.

Vehicles should be re-fuelled with the appropriate tvpe and
grade of fuel in line with manufacturer’s specifications.
Premium unleaded fuel should not be used unless specified
by the manufacturer.

A correct odometer reading must be entered at time of
purchase of fuel to assist Ministerial Services'in gauging the
related lease parameter and all round‘performance of vehicle.
If a vehicle is taken on leave, fuel costs are a personal cost
and are not to be charged to the foeicard.

If a card is found to be faulty the-matter shiould be referred to
the vehicles officer, Ministerial Services 3003 9078. In the
case of your fuel card being losithie matter must be reported
to Ministerial Services as soon as passible.

RACQ Membership

8.1

RACQ membershipis organised by QFleet on all
government vehicles.~All membership costs are passed on
to the Ministerial Office as part of lease costs.
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