Fleet Management:
Reporting Best Practices

Cohort 6

Dueens of Compliance




Background

ORC
— §125.832
DAS

— Office of Fleet
Management

FleetOhio
Voyager credit cards



Background cont.

Self-Managed DAS-Managed
— Monitors cost per mile and — Purchasing, operations, and
motor pool usage disposition of vehicles
— Have a vehicle replacement — Focus on monitoring and
plan maintaining vehicle inventory
— Update DAS with operational — Monitor agency Voyager card
changes use

— Agencies must submit fleet
plans
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Fleet Reporting: Ohio Department of Transportation
(ODOT)

Self-managed

e 12 districts and over 12,000
vehicles and equipment = {13

e EIMS
* \Voyager

 Central Tanking Stations

— FuelMaster Fuel Management
Units (FMUs)




leet Reporting: Ohio Department of Transportation

)DOT) cont.

Submits

Employee mileage, return Data from FuelMaster
drives pool —— EEGEICRERGERYAN -—— FMUSs, driver, and
vehicle issues with Voyager compiled

vehicle

Data is available in

Manually EIMS for the
entered into Agency Fleet
EIMS Manager to use

and submit




Fleet Reporting: Ohio Department of Natural
Resources (ODNR)

ODNR Vehicle types




Fleet Reporting: Ohio Department of Natural

Resources (ODNR) cont.

Vehicle
w/Voyager

ODNR Fleet — 12 different card
Divisions

e Self-Managed

—>

anages approximately 2,000 Driver turns in
icles monthly

vehicle log

ith reporting process w/receipts

practices

Driver makes
purchase and
gets receipt

District Fiscal
reconciles
receipts, pays
Voyager bill

District Fiscal
enters info
into master
spreadsheet

District Fiscal
turns in
spreadsheet
to ODNR HQ




Fleet Reporting: Ohio Department of Rehabilitation
and Corrections (ODRC)

Self-managed agency

The Division of Business
Administration (DBA)

Required to submit dz
DAS

Automatec




Fleet Reporting: Ohio Department of Rehabilitation

and Corrections (ODRC) cont.

ODRC PROCESS FLOW CHART-
Institution Central Tank

Gasoline
disbursement tickets
at central tank of the
Institution

Employees fuel vehicle,
complete disbursement
ticket, and place in a
secure mailbox

ODRC PROCESS FLOW CHART- Fleet

Control Center
Officer places
written hold on
reserved vehicles

Admin. Lt.

coordinates fleet

reservations

Authorized
person

receives keys,
Voyager card, &

retrieves
vehicle

” sally port officer collects )
tickets and forwards them to
the Business Admin. 3 office

. forrecording in FleetOhio )

Business Admin. 3
enters form into
FleetOhio.
Mechanics maintain
Instl. Fleet / sched.

( Verified driver )

\DRC 1425 checklisU

/" Driver returns
keys, Voyager card,
& completed
\_ checklist Y.




Fleet Reporting: Ohio Department of Job and Family
Services (OD]JES)

De}art ent of
Job and Family Services

 DAS fleet managed agency, with
an agency fleet manager and
coordinators

Ohio.gov |

e Internal travel log documents
reason for travel

* Maintenance log documents fuel
and maintenance expenditures

e FleetOhio

e FleetCommander




Fleet Reporting: Ohio Department of Job and Family
Services (ODJFS) cont.

Data
transfer
correctly?

Yes

: Emails forms

Assigned Completes and receipts to
ODIJFS JFS09430 & ODJFS OIEJMS*
vehicle JFS09444 forms, Fleet
driven scans in receipts Coord./MRRPC

Delete
indv. cell
& reenter

OFMS Fleet
Coord./MRRPC
verifies forms,

receipt, &

beginning/
ending mileage
info is received

Return to sender

Enters forms
into
SharePoint

Sign into US Bank to
print Voyager
reports by vehicle ID

JFS09430 form with bank

Reconcile receipts &

report by vehicle ID




Fleet Reporting: Ohio Department of Job and Family

Services (ODJFS) cont.

Save
documents
by vehicle
ID in Q
drive

Email to
ODIJFS Fleet
Mgr. & DAS
Fleet Office

Scan cover

page,
forms, &
bank

report

/" Receives
DAS ISTV
invoice
from

\. BOA**

Research issue w/driver & bank

Cont.

Print
vehicle
monthly
cover

page

Fleet
Coord./MRRPC
gathers
signatures from
driver’s
supervisor

Yes

(" Enters )
payment
info into

reconcile?

v

Reports

Scan &
save in

. OAKS

Q drive

*OFMS = Office of Fiscal Monitoring, ** BOA = Bureau of Accounting within OFMS



Fleet Reporting: Office of the Ohio Public Defender

(OPD)

e Managed through DAS

e Hand written logs, and
manual data entry

e Approximately 2,004
vehicle trips are logged
annually

 Vehicle pick Vehicle returned
up, Voyager w/ Voyager card,
card, and receipt(s), &
\_ log Y, \. completed log
Monthly,

fuel receipts ( Vehicle mileage
validated recorded, fuel

receipts filed, Mgr. is

against log,

documents notified of any

sent to Fleet \_maintenance needs /
Mgr.

Fleet Mgr. emails
scanned
documents to DAS

Fleet Mgr. verifies
documents, scans
receipts and logs

Fleet Management



et Management Survey

Vehicle Type How often is mileage How often is gas usage
required to be required to be

reported? reported?
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Agency Pool vehicle
assigned

Refueling Rate agency's fleet
reporting process




State of Utah — Fieet Management Program

2006 initiative

Division of Fleet
Operations (FO)

egislation
ASSETWORKS
OCUS

MISSION:

Emphasizing customer service, we
provide safe, efficient , dependable
and cost-effective services.




State of Texas — Fleet Management System (TxFS)

28,000 vehicles distributed
amongst 98 agencies

yptures, maintains, and
orts vehicle data

determine their




State of Texas — Fieet Management System (TxFS) cont.

Bk, “TEXAS st

ha K Deprment of Aging J  TEXAS DEPARTMENT OF TRANSPORTATION

e Fifth largest agency  One of the largest agencies

* Reports data manually e GPS in over 12,000 vehicles

* Full automation is cost e Agency fleet management
prohibitive software programs: Fleet

Navigator, NetworkFleet
and FuelFocus




Findings

ODOT has been able to successfully manage their fleet program by using a
fleet management software program and fuel management system
instead of FleetOhio. DAS and ODOT communicated well so that this
exception could be made. ODOT worked within its budget to be able to
acquire a more state-of-the-art fuel management system that they will see
a financial savings on over the years.

ODNR would like FleetOhio to be utilized more. They would also like a
more user friendly Fleet Portal where questions can be addressed. There
are specific ways in which ODNR is different from other state agencies and
exceptions to the DAS policies are needed.

ODRC is another agency with a fairly large fleet. They would like to
become more up-to-date with technology and would like to work better
with DAS to come up with some solutions.



Findings cont.

ODIJFS has a lengthy vehicle tracking process in place that involves
having a Mileage Reimbursement Reduction Program Coordinator
(MRRPC) at each office that is assigned a vehicle. If there was an
elimination of the manual processes, there could be a significant
amount of time freed up for the MRRPC.

Texas and Utah seem to have effective relationships between their
fleet management offices and state agency fleet managers. There
appears to be ongoing communication between the offices about
trends in fleet management, and training opportunities for incoming
and established fleet managers.



commendations
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VOYAGER

Flleet Management
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commendations cont.

Fleet Management Services

Fleet Management
CUSTOMER COMMUNICATIONS VEHICLE CONTRACTS




ecommendations cont.

L]
Ol II(DAs BEST PRACTICES PORTAL

Service - Support - Solutions

Welcome to the DAS Office of Fleet Management’s Best Practices
Portal. This resource is available to all state agencies participating
in the fleet management program. Please share your ideas and
your agency’s successful practices with each other and comment
on the positives or negatives of a posted best practice. You can
discuss a challenge with your peers and subject matter experts.
This is the platform to ask DAS fleet management questions that
are important to you. The Office of Fleet Management wants to
make sure that the correct people are being notified of important

fleet updates. Please click here to make sure your agency contact
information is updated.

SHARE A BEST JOB AIDS DISCUSS AN ISSUE
PRACTICE HERE HERE

CLICK HERE FOR FLEET MANAGEMENT UPDATES
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Della Sharon Ellen Carmen Kristin
Carter Flynt Holt Nelson Rhee
ODNR OPD ODJFS ODRC LSC
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