MOTOR POOL

Need a vehicle for a business trip for the day or maybe the week?  Call up the staff at the Fleet Management’s Motor Pool.  We are located at, 368 Warsaw Street, in Frankfort.  We have a wide variety of vehicles subject to availability.  Vehicle types range from compact-size/mid-size sedans (Focus, Taurus, Stratus) to cargo vans and passenger vans.

Below are the procedures to reserve a vehicle from the Motor Pool:

There are two ways to reserve a vehicle.  One way is to call the Motor Pool office.  In Frankfort the number is 502-564-4680.  You will need to provide the following information:

· First, last name of drive

· Drivers License Number

· Social Security Number

· Name of the Cabinet or Entity

· Department and Unit Number

· Work Phone Number

· What type of Vehicle (Van, Sedan, Truck, Jeep, etc.,)

· Travel Dates

· Pick up Time

· Destination

At this point you will be issued a Reservation Number.

The other way to make a reservation is to gather all the information as stated above and log onto http://dotsobntop1.kytc.state.ky.us/olrdot/OLR.OLR_veh_avail.show.  Enter the information on the page.  You will then be given a reservation number.

As of July 1, 2006, you will need to provide the above information along with Template, Department and Unit number, TE and TEI’s will no longer be options.
After the reservation is made you need to fill out a Trip Ticket.  This form can be found on the web at http://finance.ky.gov/ourcabinet/caboff/OAS/fleet/.  FM-3 (formerly TC 78-3). The Supervisor or someone within your agency, that has the Authority to sign off on Travel, must approve the Trip Ticket form.  The driver must bring the approved form and turn it over to the Motor Pool attendant when the vehicle is picked up.

When your trip is complete, you will receive a completed copy of your Trip Ticket with total miles driven.  This is your Agencies only copy.  Please insure that it is turned into your agency’s Accounting Personnel for bill reconciliation, Fleet Management will not supply this information.
