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If you are assigned a vehicle to drive while on the job for Three Rivers District Health
Department, here are the things YOU NEED TO KNOW!

1. Gas/Fuel: A Log binder is located in every TRD car. Locate this and you should find a log, maintenance card and
gas card inside.

a. To get fuel simply go to any fuel station. While not EVERY fuel station accepts our WEX fuel cards, we
have found that in our area, the success rate is near 100%. Simply scan the card at the pump. If the
card is accepted, it will ask for the odometer reading first and secondly your driver ID #. (the last 4 digits
of your SS#)

b. Please document the gas in the log binder where you found the card and return the card to the zipped
container in the binder.

c. Keep the receipt and submit to the designated person at the District Office upon return.

2. 0il Changes/Maintenance: An appointment is recommended for best efficiency if you have to wait.

a. Al TRD vehicles should have oil changes and tire rotations (as needed) every 5,000-6,000 miles per
policy. Additionally, the vendor should check all fluids, belts, hoses, brakes, etc. as part of the normal
maintenance program approved by Enterprise. As the assigned driver, you are responsible for assuring
this occurs. If you require assistance for any reason, please contact Justin Pittman.

b. Take TRD vehicle to approved vendor for maintenance. There are currently several vendors utilized
within TRD area. Contact Justin Pittman for a vendor near you that we have used in the past.

c. Show the vendor your maintenance card (should be located in the log book. If lost, please contact Justin
Pittman)

d. The vendor will contact Enterprise and work out the details of the work to be done.

Log all maintenance (oil change, front brakes, etc.) in the log binder and put any receipts in the log book
binder
3. Accidents:

a. Always contact the police or other medical personnel as needed first.

b. Report accidents immediately or as soon as possible to your Manager or Justin Pittman. You will be
asked to complete an incident report later.

4. Miscellaneous:
a. Only TRD employees and Board Members are permitted to operate/ride in agency vehicles.

b. While assigned a vehicle, whether temporary or permanent, maintenance, gas, or any issues, are your
responsibility to address or report.

Contacts:

Justin Pittman 502-682-0294
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EXAMPLE Maintenance Card. — This card should be in the front of your vehicle binder. It is specific to your vehicle like
your WEX card. This card should be presented to the provider upon any maintenance. All payment is done through the
Enterprise system and no TRDHD employee should have an invoice or payment due.

Snterprise

- FLEET MANAGEMENT

MAINTENANGE CARD

PRESENT THIS CARD TC THE SERVICE PROVIDER FOR ROADSIDE ASSISTANCE
FRIOR TO HAVING SERVICE PERFORMED ON YOUR OR TO TALK TO AN ENTERPRISE REP

VEHTOLE USA: 800-325-8838  CAN: 677-850-1763

it's tha driver's respansibllity to have vehlele serviced per

manufacturer's guicelines listed in the ewner’s manual PREFERRED PROVIDERS USING AUTO INTEGRATE s
©OR ELECTRONIC PURCHASE GRDERS: . "

MG265854 .. ) submit electronically at hitps:#online.autcintegrate.com

Three Rivers District Health Department  or intearated point of sale system

2021 Chevrolet Silverado 1500 PROVIDERS NOT REGISTERED WITH AUTD INTEGRATE: -
register for Prefemed Provider status at ;
hilps:www.autoinlegrate,com J

APPROVAL LIMIT ODE Repalrs under approval #mil — fax Involce to: 877-858-1756 !'

$75 Repairs ovar approval Iimit - call for authorization s

UNIT NO TAX EXEMPT USA: 800-325-8B38  CAN: 877-858-1763

| 230MsK Yes

i
o

T GUMMONWEALTH OF KENTUCKY

PROOF OF INSURANCE :
NAIC #: 50405 :
Type =CL .
COMPANY NAME

KACo All Lines Fund

POLICY #
P&C0163

YEAR MAKE/MODEL

"+ VEHIGLE NUMBER
FLEET

AGENCY iSSUING CARD  KACo All Lines Fund
1-B00-264-5226 400 Englewood Drive
Frankfort, KY 40601

ISSUED TO
Three Rivers District Health Department

EXAMPLE — Insurance card — An updated copy should be in your binder.

If you do not have these items in your vehicle binder, please contact Justin Pittman.
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