

SAMPLE Memorandum of Understanding for Vehicle Sharing
****THIS DOCUMENT IS A SAMPLE ONLY. AGENCIES SHOULD CREATE THEIR OWN DOCUMENT WITH ADVICE FROM THEIR LEGAL ADVISOR*****

Program Overview

This ________________________________ transportation network was established in ____ with generous support from ________________________________________ (foundations/transit authorities/partners).  Under this program ____________________ (list vehicles) were acquired, registered, and are being maintained by ___________________.  These vehicles are scheduled primarily to _________________________________(purpose). 
This transportation network grew out of hard work and collaboration between _________________________ (agencies).  The continued success of the network depends on continued collaboration.  __________________ (agency) provides oversight, scheduling, and serves as an umbrella agency for shared costs.  Agency partners work together with each other and with ___________________ (agency) on scheduling, identifying drivers, identifying additional partners, areas for expansion, and identifying potential additional revenue streams.
(Agency) Responsibilities

· Register vehicles

· Insure vehicles

· Inspect and maintain vehicles

· Maintain file copies of safe driver policies (i.e., CORI, driving record, drug testing) for participating agencies and periodic review to ensure policies are being followed

· Schedule vans in accordance with partner coordination

· (Agency) has established a program whereby partner agencies may charge fuel.  Fuel charges will be billed on a monthly basis back to the agency.

(Partner Agency) Responsibilities

Partner Agencies agree to continue to be active collaborators with (agency) by
· Facilitating group meetings

· Meeting on a regular schedule with (Agency) and other partner agencies to establish coordinated van request schedule

· Offering potential additional agency partner names to (Agency) staff

· Providing (Agency) with a copy of their own driver policies, at a minimum CORI, drug testing, and driver training and safety policies.  Affording (Agency) the right to insure that those policies are being followed.

· Contributing $____ per year for priority scheduling on one vehicle; this assessment will offset overall program costs
· Arranging for driver and driver payment.  
· Assuring that drivers complete the vehicle log for each trip.

· Assuring that passengers are not eating or drinking in the vehicles.

· Returning vehicle(s) on time, clean, and with a full tank of gasoline (cost of cleaning, if needed, and fuel is assumed by partner agency)

· Bringing any maintenance issues or concerns to the attention of (Agency) staff

· Reimbursing (Agency) for the full amount of any insurance deductible if the vehicle is involved in an accident while being used by said agency.

Vehicle Repair & Maintenance

General repair, maintenance and upkeep of the vehicles will be scheduled by (Agency).  If an emergency repair situation arises while the vehicles are in use, the agency should make that repair if necessary (such as changing a flat tire) and contact (Agency).  Costs associated with maintenance can be billed to (Agency).

Program Costs

All costs associated with the community vanpool must be paid from funds allocated for this purpose.  Agency partners agree, that any expenditures not paid by membership fees, grants, or other sources of revenue will be split equally between partners and paid to (Agency).
Priority Scheduling (in accordance with grant stipulations)
Two mini-vans will be scheduled by (Agency) to meet __________________________ (partner’s) program needs.  After the _______________ (partner’s) transportation needs are scheduled, the vans may be used by other agency partners.  The supplemental scheduled is established through a coordinated scheduling meeting with (Agency) and community agency partners.
One mini-van will be scheduled by (Agency) to meet ________________________ (partners’) program needs.  After those transportation needs are scheduled, the vans may be used by other agency partners.  The supplemental scheduled is established through a coordinated scheduling meeting with (Agency) and community agency partners.

One 12-passenger livery van will be scheduled by ______________________ (partner) to meet _________________________________ (partners) and other community agency partner program needs.  The priority agency partner schedule will be established through a coordinated scheduling meeting with (Agency) and community agency partners.

One 9-passenger lift-equipped van will be scheduled by (Agency) as needed.
Van requests made by any partner agency after the coordinated schedule is established and submitted to (Agency) will be accommodated whenever possible.  
Scheduling for Non-Partner Use
Any idle vehicles can also be used to supplement (Agency) greater mission of removing transportation barriers for all residents of the _________________community, which can include (list purposes):
· . . . and other community need

Transportation provided for programs or individuals who are currently outside of this collaborative effort may be provided, at (Agency) discretion, and at a fee that appropriately offsets operations costs.
Scheduling Parameters

· (Agency) will require a minimum of 30 minutes between uses for the vans to allow for inspection, fueling and cleaning of the vehicles if necessary and to allow for contingencies such as flat tires.  

· (Agency) will also schedule routine maintenance on each van.  To accommodate this, any changes to the master schedule established at the coordinated scheduling meeting must be approved by (Agency) staff.
Breach of the Intent of this Program
In order to coordinate scheduling requests most efficiently and maintain the fleet of vehicles appropriately, it is important that all partners respect the scheduling process, use the vehicles only for their requested and intended purpose, retain only approved drivers, return the vehicles clean and with a full fuel tank, and report any repair or maintenance concerns to (Agency).
· Agency partners returning vehicles with less than a full tank of gas will be charged for that fuel plus $5.00 per gallon fee.

· Agency partners returning vehicles that have not been cleaned will be charged the cost of cleaning the vehicle plus a labor charge of $10.00 per hour.

· Agency partners allowing a driver that has not been approved by (Agency) to drive a community vehicle will lose priority scheduling and will forfeit their annual contribution.  

· Each agency partner is assigned a door key for each vehicle.  An ignition key will be locked in the glovebox along with the fuel card.  It is very important that drivers return the iginition key and fuel card to the glovebox every time they return the vehicle.  Duplication of the computerized ignition keys is very expensive.  A lost key will result in the vehicle needing reprogramming (taking the vehicle out of service for a day) and all new keys issued at a cost of $250.  An agency losing a key to any of the community vehicles will be charged the entire $250 fee.
Failure to participate in coordinated efforts, respect other agency partner needs, or abide by this MOU may result in loss of priority scheduling and forfeiture of annual contribution.
Affirmation

By signing this Memorandum of Understanding the signer hereby acknowledges and agrees to the terms herein.  Both parties also acknowledge their willingness to work diligently to enhance the transportation services offered in the _________________ (community).

___________________________________                              __________________

Name/Title






    Date

Agency
___________________________________                              __________________

Project Manager


   

(Agency)

