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Checkout Guidelines


Purpose:  

The purpose of this guideline is to establish procedures and guidelines for NREL employees (requestor) checking out the experimental hybrid vehicles when driving them off-site for official data collection or educational purposes. Personal Use of government funded and maintained vehicle is not authorized.  NOTE:  Only the “requesting individual” is authorized to drive the vehicle.  Any passenger who also will be driving the vehicle must request separate approval from CTTS.

Procedure:
The following process for using the vehicles shall be followed. Individuals requesting access to the vehicles for purposes other than experimentation or who will be driving them off the NREL site need to obtain advanced written approval from the CTTS Center Director using the request form on page 2.

	
	Activity

	A
	The NREL requestor wishing to check out a vehicle contacts Mark Mihalic, the CTTS employee assigned to the care and maintenance of the vehicles to determine vehicle availability.

	B
	Once availability is established, the requestor completes the request form (page 2) and submits it to the Center Director to receive advanced approval before using the vehicle.  The requestor must receive advanced written approval from the CTTS Center Director.

	C
	When the request is approved, the requestor arranges for receipt of keys from Mark Mihalic and inputs details regarding vehicle use into the CTTS vehicle calendar.

	D
	At the completion of the trip, the requestor returns the keys and the vehicle to Mark Mihalic at the Thermal Test Facility (TTF) and provides any data obtained during the vehicle usage.

	E
	Any unusual occurrences, (accidents, theft, broken windshields, etc.) are to be immediately reported to the Center Director.  If the vehicle is involved in an accident off NREL property, the requestor must cooperate with police officials in the preparation of an accident report.  If possible, the driver should get a copy of the report written by the investigating officer.  Questions regarding liability may be directed to the Legal Office at 303-384-7571. 

	F
	The Center Director notifies the Security Office and the Legal Office as soon as possible after learning of an unusual occurrence, and will timely file any necessary reports documenting the unusual occurrences with the appropriate NREL offices.
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