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To: All State Agencies and Institutions

The mission of the North Dakota Department of Transportation is to safely 
move people and goods. In keeping with this, the mission of State Fleet Ser-
vices is to provide high-quality motor vehicle transportation to state agencies 
and institutions at the lowest cost possible.

We continually strive to maintain quality relationships with our customers and 
business associates.

I hope this State Fleet Services Policy Manual will help you understand the 
policies and procedures of the North Dakota State Fleet and will enable you 
to travel more safely on our state roadways. It is our pleasure to serve the 
citizens of North Dakota.

Sincerely,

Ron Henke, PE, Director 
North Dakota Department of Transportation



Mission
The mission of State Fleet Services is to provide safe, high-quality 

motor vehicle transportation to state agencies/institutions.

Values
How we accomplish our mission is as important as the mission itself. 
These basic values are fundamental to Fleet Services' success.

People
People are our strength. They provide intelligence and 
vitality, and determine our reputation. Involvement and 
teamwork are our core human values.

Services
Our services are the end results of our efforts, and we 
owe our customers the finest service possible. As our ser-
vices are viewed, so are we viewed.

Cost efficiency
Providing quality motor vehicles at the lowest cost pos-
sible is crucial. Cost efficiency is essential for the citizens 
of our state.

Guiding Principles
Customer service is the focus of everything we do.

Customers are our partners. We maintain mutually beneficial relation-
ships with our customers and other business associates.

Employee involvement is a way of life. We are a team. We treat each 
other with trust and respect.

Integrity is never compromised. The conduct with our customers must 
be responsible and command respect. Integrity cannot be compromised 
for any reason.

Quality comes first. To achieve customer satisfaction, the quality of our 
services is our number one priority.

Continuous improvement is essential to our success. We strive for ex-
cellence in our human relations, services, and cost effectiveness.
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Introduction
All State Fleet Services users must familiarize themselves with the policy and 
procedures outlined in this policy manual. This policy manual, along with ad-
ditional information, printable forms, and division personnel is listed on our 
website. You may also contact a State Fleet representative at the following:

State Fleet Services 
608 East Boulevard Avenue 
Bismarck, ND 58505-0700

Phone: 1-701-328-2584   
Fax: 1-701-328-2514 
www.dot.nd.gov/divisions/fleet/statefleet.htm

The North Dakota Department of Transportation (NDDOT) will consider every 
request for reasonable accommodation to provide:
• Accommodation for people with disabilities.
• Language interpretation for people with limited English Proficiency (LEP).
• Translation of written material necessary to access NDDOT programs and 

information.
To request accommodations, contact Civil Rights Division, NDDOT, at (701) 
328-2978 or civilrights@nd.gov. TTY users may use Relay North Dakota at 
711 or 1-800-366-6888. Discover more about Relay North Dakota at https://
www.relaynorthdakota.com.

Additionally, the Request for Reasonable Accommodations form, (SFN 
60135) can be accessed at the following NDDOT website location: 
http://www.dot.nd.gov/forms/sfn60135.pdf
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STATE FLEET SERVICES
State Law
24-02-03.3. Central management system for all state-owned licensed motor 
vehicles.

 1. The director shall establish within the department a central vehicle man-
agement system to regulate the operation, maintenance, and manage-
ment of all motor vehicles owned or leased by the state subject to reg-
istration under chapters 39-04 and 39-05. Upon the request of a state 
agency and an agreement between the agency and director for the use of 
the motor vehicle-related equipment, the director may purchase or lease 
motor vehicle-related equipment and include that equipment within the 
system. The director shall provide a uniform method of documenting the 
use and cost of operation of motor vehicles and motor vehicle-related 
equipment in the system. The director shall advise the director of the of-
fice of management and budget as to the need to acquire or dispose 
of system motor vehicles. The specifications for highway patrol vehicles 
to be acquired may be set by the highway patrol superintendent. Every 
state agency, institution, department, board, bureau, and commission un-
less exempted by the director must use the system. At the request of the 
director of the North Dakota agricultural experiment station, certain ve-
hicles used in farming operations at the agronomy seed farm and branch 
research centers shall be exempt from the requirements of this section. 
However, an agency, institution, department, board, bureau, or commis-
sion may authorize the use of an employee's personal motor vehicle pur-
suant to subsection 4 of section 54-06-09.

 2. The director may enter into an agreement with a state employee who has 
a disability requiring a specially-equipped vehicle to pay a mileage rate 
greater than the rate established in section 54-06-09 for the employee's 
use of the employee's specially-equipped motor vehicle while conducting 
state business. The rate must be based on the rate provided in section 
54-06-09, increased by the actual cost per mile caused by the special 
equipment, and may not exceed the cost associated with the special 
equipment expressed as the new value plus the depreciated fair market 
value in eight years divided by two, divided by 20,000 miles.

 3.  Each entity required to use the system shall submit records of the opera-
tion of each vehicle as directed by the director.

 4. The director may enter an agreement for the use of the motor vehicle-
related equipment with the North Dakota museum of art established in 
section 54-02-11.

39-01-02. Motor vehicles owned or leased by the state to display name 
on side of vehicles - Exceptions - Penalty. All motor vehicles owned and 
operated by the state, except vehicles under the control of the central ve-
hicle management system and the official vehicle for use by the governor, 
must have displayed on each front door the words NORTH DAKOTA. 
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The words must be in letters four inches [10.16 centimeters] in height. Two 
and one-half inches [6.35 centimeters] directly below those words there must 
be printed in letters one and one-half inches [3.81 centimeters] in height the 
name of the state agency owning or leasing the motor vehicle. The width of the 
display required by this section must be proportionate to the required height. 
The color of the lettering must be in clear and sharp contrast to the back-
ground. The state auditor shall include in the auditor’s report to the governor 
and the legislative assembly any instance of noncompliance with this sec-
tion. The above requirements and the requirements for no smoking signs do 
not apply to vehicles operated by a state entity that engages in investigatory 
activities. The central vehicle management system vehicles must display a 
window decal designed by the director. The state highway patrol and all peace 
officers of this state shall enforce this section.

39-01-03. Motor vehicle owned by the state, North Dakota art museum, 
or an international peace garden not to be used for private use or in 
political activities. A person, officer, or employee of the state or of any de-
partment, board, bureau, commission, institution, industry, or other agency of 
the state, or person, officer, or employee of the North Dakota art museum, or 
of any entity located upon the international boundary line between the United 
States of America and Canada used and maintained as a memorial to com-
memorate the long-existing relationship of peace and good will between the 
people and the governments of the United States of America and Canada 
and to further international peace among the nations of the world, may not 
use or drive any motor vehicle belonging to the state or to any department, 
board, bureau, commission, institution, industry, or other agency of the state, 
or person, officer, or employee of the North Dakota art museum, or of any 
entity located upon the international boundary line between the United States 
of America and Canada used and maintained as a memorial to commemorate 
the long-existing relationship of peace and good will between the people and 
the governments of the United States of America and Canada and to further 
international peace among the nations of the world, for private use, or while 
engaged in any political activity.

39-01-04. Political activity defined. The term “political activity” as used in 
this chapter includes any form of campaigning or electioneering, such as at-
tending or arranging for political meetings; transporting candidates or workers 
engaged in campaigning or electioneering; distributing campaign literature, 
political guide cards, or placards; soliciting or canvassing for campaign funds; 
transporting electors to the polls on election day; and any other form of politi-
cal work usually and ordinarily engaged in by state officers and employees 
during primary and general election campaigns.

54-06-09. Mileage and travel expense of state officers and employees.

 1. State officials, whether elective or appointive, and their deputies, assis-
tants, and clerks, or other state employees, entitled by law to be reim-
bursed for mileage or travel expense, must be allowed and paid for mile-
age and travel expense.
a. For each mile [1.61 kilometers] actually and necessarily traveled in 
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the performance of official duty when the travel is by private airplane, 
the individual is entitled to a sum equal to one and one-half times 
the mileage reimbursement amount established under subdivision c 
for travel by motor vehicle. Mileage by private aircraft must be com-
puted by actual air mileage when only one state employee or official 
is traveling; if two or more state employees or officials are traveling by 
private aircraft, the actual mileage must be based on the road mileage 
between the geographical points. Reimbursement for private airplane 
travel must be calculated as follows:
(1) If reimbursement is for one properly authorized and reimbursable 

passenger, reimbursement must be paid on a per mile basis as 
provided in this subsection.

(2) If reimbursement is claimed for a chartered private aircraft, reim-
bursement may not exceed the cost of regular coach fare on a 
commercial flight, if one is scheduled between the point of depar-
ture, point of destination, and return, for each properly authorized 
and reimbursable passenger on the charter flight; or, where there 
is no such regularly scheduled commercial flight, the actual cost 
of the charter.

b. Except as provided in subdivision a, when travel is by rail or certifi-
cated air taxi commercial operator or other common carrier, including 
regularly scheduled flights by airlines, the individual is entitled to reim-
bursement for the amount actually and necessarily expended there-
fore in the performance of official duties.

c. The director of the office of management and budget shall adopt poli-
cies establishing mileage reimbursement for actual and necessary 
travel in the performance of official duty when the travel is by motor 
vehicle, the use of which is required by the employing entity. The di-
rector shall amend the policies when necessary to set reimbursement 
at the same rate as established by the United States general services 
administration for privately owned vehicles.

 2. No reimbursement may be paid for leased private aircraft, except for 
leased or rented private aircraft from a recognized fixed base aviation 
operator who is in the business of leasing and renting private aircraft and 
is located on an airport open for public use.

 3. If only one person engages in such travel in a motor vehicle exceeding 
at any geographical point three hundred miles [482.80 kilometers] be-
yond the borders of this state, reimbursement is limited to eighteen cents 
per mile [1.61 kilometers] for miles driven in excess of six hundred miles 
[965.60 kilometers] of round trip out-of-state travel.

 4. An official, deputy, assistant, clerk, or other employee, when required to 
travel by motor vehicle or truck in the performance of official duty, shall 
use a state-owned vehicle whenever possible unless exempted under 
section 24-02-03.3. However, an agency, institution, department, board, 
bureau, or commission may allow use of an official’s, deputy’s, or em-
ployee’s personal motor vehicle in circumstances authorized by the of-
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ficial, deputy, or the employee’s supervisor. If personal motor vehicle use 
is authorized under this subsection, the agency may also allow mileage 
reimbursement at a rate less than that otherwise provided in this section. 
When official travel is by motor vehicle or airplane owned by the state or 
by any department or political subdivision of the state, no allowance may 
be made or paid for such mileage, except that governmental entities may 
share expenses when officials or employees of those entities travel in the 
same motor vehicle or aircraft.

 5. Notwithstanding the other provisions of this section, state employees per-
manently located outside the state or on assignments outside the state 
for an indefinite period of time, exceeding at least thirty consecutive days, 
must be allowed and paid forty-five cents per mile [1.61 kilometers] for 
each mile [1.61 kilometers] actually and necessarily traveled in the per-
formance of official duty when such travel is by motor vehicle, and the 
three-hundred-mile [482.80 kilometers] restriction imposed by subsection 
3 does not apply.

  6. Before any allowance for any such mileage or travel expenses may be 
made, the official, deputy, assistant, clerk, or other employee shall file with 
the employee’s department, institution, board, commission, or agency an 
itemized statement showing the mileage traveled, the hour of departure 
and return, the days when and how traveled, the purpose thereof, and 
such other information and documentation as may be prescribed by rule 
of the employee’s department, institution, board, commission, or agency. 
The statement must be submitted to the employee’s department, institu-
tion, board, commission, or agency for approval and must be paid only 
when approved by the employee’s department, institution, board, com-
mission, or agency.

General Regulations for Operators
Definition: Only state employees and individual approved students or volun-
teers are defined as “operators” under the following. Vehicles are defined as 
all licensed motor vehicles owned and leased by the state subject to registra-
tion under NDCC Chapters 39-04 and 39-05. In addition to the window decal 
required by NDCC 39-01-02, all State Fleet vehicles, unless exempted by 
statute, will display official license plates beginning with “SF” followed by the 
property number assigned by State Fleet Services so all State Fleet vehicles 
can easily be identified.

All operators of State Fleet Services vehicles must adhere to the following 
regulations:

  1. Operators must possess a valid driver’s license to operate state ve-
hicles. If residency has been established in an adjoining state, that state’s 
driver’s license is valid. If an employee has an out-of-state license and 
becomes a resident of North Dakota, he or she has 60 days under NDCC 
39-06-02 to get a valid North Dakota driver’s license. The license must be 
in the possession of the driver at all times when operating a state vehicle, 
and be of the appropriate class governing the vehicle being operated. 
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Temporary work permits issued by NDDOT because of a recent Drivers 
License suspension are acceptable.

 2. Acceptable Driver’s License. It is legal for an individual who has a driv-
er’s license from another country to drive a state vehicle, as stated in 
North Dakota (NDCC 39-96-02). State Fleet requires each driver must 
have a valid and current driver’s license issued by a state of the United 
States; a state of Mexico; or a province in Canada. If the driver has a 
license issued by a foreign country (other than Mexico or Canada) the 
driver must provide a valid and current driver’s license from their country 
of residence and a valid and current International Driver’s Permit.

  3. Only state of North Dakota employees are authorized to operate state, 
rented, or leased/courtesy vehicles while conducting state business. 
Some unpaid volunteers, if acting in an official capacity on behalf of the 
state and remaining at all times under the direction and control of the 
State, may be considered an employee and authorized to drive as part 
of their volunteer work.  Students that are required to drive as part of an 
extablished course of study (e.g., CDL driving course) may be allowed 
to use state vehicles for those purposes.  Drivers must possess a valid 
driver’s license.  All drivers who will be fueling state vehicles are required 
to get a driver ID number. Please go to the website under Driver ID Card 
Request Instructions and follow the steps to obtain a driver ID number.

  4. State Fleet Driver Agreement. All state employees, volunteers, students 
and seasonal employees must fill out SFN61420 if they are or will be 
driving a state fleet vehicle for official state business. This form must be 
completed before operating a state vehicle.

 The form must be completed, signed electronically and submitted to State 
Fleet. All new hires must fill out the form before they will be given a Driver 
ID. It is recommended the form be completed along with the new hire 
process.

 The form only needs to be completed once during employment with the 
state. Forms will be verified, stored in FileNet and kept for the duration of 
employment.

 The form is accessible on the State Fleet website by clicking on the re-
sources tab. See appendix B, page 57.

 5. Operators must obey and comply with all traffic laws and regulations 
governing the operation of motor vehicles. Operators under the influence 
of alcohol or drugs are prohibited from operating state vehicles. Operators 
convicted of driving a state vehicle while under the influence of alcohol or 
drugs may not drive a state vehicle during the time they are required to file 
proof of financial responsibility (SR-22).

 6. Operators must pay, without reimbursement and as soon as possible, 
all illegal parking fees, toll fees, and traffic fines. State Fleet Services will 
notify the agency/institution when a fine has been received in the State 
Fleet office.

https://adobe.nd.gov/publish/lc/content/services/forms/dot/i/h/render.html?template=sfn61420
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 7. Operators must immediately report all accidents or damage involving 
state vehicles within 24 hours of the accident. The driver must complete 
the online version of the Risk Management Fund Motor Vehicle Accident 
Report. (See SFN 51301, page 52.) (See Collisions/Vehicle Damage, 
page 20.) If the vehicle is assigned to the agency, the driver or driver’s 
agency is responsible to contact the NDDOT shop foreman to get 
vehicle repaired.

 8. Operators must use state vehicles only for conducting state business 
and not for personal use. Commuting is defined as a state employee driv-
ing a state vehicle to and from his or her residence and place of employ-
ment. This practice is considered using a state vehicle for personal use, 
which is a violation of state law. Vehicles should not be taken to personal 
residences for overnight parking. (NDCC 39-01-03) If commuting has been 
approved (SFN 19525, page 50) by State Fleet, for official state business, 
agencies must comply with IRS publication 15-B to apply possible fringe 
benefits. The state-owned vehicle may NOT be parked in a garage at a 
personal residence, rental unit or multi-unit apartment complex, unless ap-
proved according to the criteria listed below.

 State agencies/institutions with responsibilities requiring 24-hour re-
sponse to emergencies may instruct employees that are needed for those 
emergency contingencies, to commute for official state business only.  Use 
of the state-owned vehicle by an non-state employee is prohibited. If nec-
essary and approved by the agency to fulfill emergency job responsibilities 
or to facilitate critical agency functions, the state-owned vehicle may be 
parked in a personal residence garage (when not in official use) after an 
assessment of the structure and surrounding area has been conducted 
by the employee and the supervisor. The assessment form (SFN 58652 
page 47) must be kept on file at the agency as long as the vehicle is being 
garaged. The garage and surroundings must be reassessed annually. The 
agency must verify the employee maintains insurance on the structure and 
may not approve the use of any garage attached to a multi-unit building.

 9. Operators may not transport their spouses, children, animals, or hitchhik-
ers in state vehicles. Some non-employees may be authorized to ride in 
State Fleet vehicle if necessary for “official state business” (i.e., to further 
the business purpose of the program, agency, or state). There will be an 
exemption given for certified service animals.

10. All occupants must wear properly fastened safety belts whenever they 
travel in state vehicles. The operator must verify compliance and remind all 
passengers of the required seat belt policy.

11. Smoking in a State Fleet vehicle is prohibited by law. (See NDCC 23-
12-09 through 23-12-11.)

12. NDDOT fleet policy forbids possessing or displaying a weapon of any type 
while using NDDOT facilities or while operating a State Fleet vehicle, un-
less specifically authorized by state law or the employing agency.

13. Distracted Driving. Drivers of State Fleet and other vehicles while conduct-
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ing state official business may not use cell phones (including hands free) 
or any other mobile devices while operating the vehicle while in motion or 
stopped at a stop sign or traffic signal. This includes, but is not limited to, an-
swering or making phone calls, engaging in phone conversations and reading 
or responding to emails, instant messages, social media or text messages. 
 
If the driver needs to use their cell phone while in a vehicle being used for 
state official business, they must pull over safely to the side of the road 
or another safe location and put the vehicle in park. Additionally, drivers 
should:

• Consider turning off, putting on silent or vibrate cell phones or 
mobile devices before starting the vehicle.

• Consider modifying your voice mail greeting to indicate that 
you are un- available to answer calls or return messages 
while driving.

• Inform others that this policy is in place as an explanation of 
why calls may not be returned immediately.

 This policy does not apply if a wireless communications device is used for 
obtaining emergency assistance to report a crash, medical emergency, or 
serious traffic hazard or to prevent a crime about to be committed.

 Each agency may identify operations that require exemption, from this 
policy, for emergency situations where cell phone use is necessary.

14. Drivers are responsible for securing the vehicle and its contents. Always 
remove keys and lock the vehicle when unattended to prevent theft of contents 
and/or vehicle theft. Keys should never be left in a vehicle even when parked in 
a building. Failure to remove keys and secure the vehicle exposes the agency/
institution to the risk of being held responsible for all costs of recovery and dam-
ages up to and including the current book value of the state fleet vehicle.

15. Each agency/institution is responsible for the actions of its authorized 
drivers and must institute proper disciplinary actions for violating the regula-
tions. Additionally, each agency/institution must reimburse State Fleet Services 
for:
a. The cost of repairs for damages resulting from an employee’s or unauthor-

ized user’s gross negligent driving or misuse, to include continuing to drive 
a vehicle while mechanical warning lights are on and a mechanical failure 
occurs.

b. The cost of repairs for damages resulting from other than normal over-the-
road operations.

c. The cost to repair a vehicle when the wrong fuel type is pumped into 
the vehicle.

d. Collision damage resulting from the operator using the vehicle for pur-
poses other than state business.

e. Locksmith/replacement key charges if keys are lost or locked in the 
vehicle.
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f. Any loss or damages from the theft of a vehicle caused by driver/
agency negligence.

g. If a trailer causes damage to the state vehicle the agency is respon- 
sible for the repair cost.

 State Fleet Services will notify the agency/institution fleet contact of all 
violations.

16. Complaints. All complaints received from the public or otherwise by State 
Fleet Services for misutilization, driver behavior, speeding, traffic viola-
tion, etc., will be documented. Complaints will be forwarded to the agency/
institution that was in possession of the state vehicle at the time of com-
plaint for awareness and, if necessary, driver discipline. It is the agency’s 
responsibility to decide on discipline.

17. Vehicles with wheelchair securement devices. The state may be liable 
if wheelchair securement devices are not used according to the Ameri-
cans With Disabilities Act (ADA) regulations. All State Fleet vehicles using 
wheelchair securement devices will include a minimum of a three-point 
attachment. It is the driver’s responsibility to make sure that all secure-
ment devices are secured to the frame of the wheelchair and along the 
adjustment bar before starting the vehicle.

18. Agencies/institutions with monthly assigned vehicles have the responsi-
bility of maintaining their assigned vehicles. This includes daily vehicle 
checks and insuring the Preventive Maintenance (PM) services are per-
formed and that manufacturer recalls are completed in a timely fash-
ion. Invoices for service, warranty, and recall work must be submit- ted 
to State Fleet. A current outline of the mandatory PM schedule can be 
found on the State Fleet Services website www.dot.nd.gov/divisions/fleet/
statefleet.htm. Daily vehicle checks include checking fluid levels and visu-
ally checking for tire condition, body damage, fluid leaks, etc. In addition, 
the vehicle is to be maintained for cleanliness, both interior and exte-
rior. State Fleet will not pay for interior cleaning. Any vehicles requiring a 
professional interior cleaning will be at the agency expense. Vehicle car 
wash tickets can be obtained from the dispatch locations and the NDDOT 
district shops during working hours. All receipts for any vehicle repair or 
maintenance must be sent to the DOT Shop or State Fleet.

19. State Fleet Services will service all equipment which is original and 
furnished by the manufacturer in a new vehicle. The transfer of special 
state-owned equipment such as two-way radios, toppers, etc., is the 
agency’s responsibility. The initial installation of new equipment into ve-
hicles already in service is the user’s responsibility upon approval from 
State Fleet. Servicing of the above will not be at Fleet Services’ expense. 

20. Drivers may not place bumper stickers or unauthorized equipment 
in or on state vehicles. This includes private equipment such as anten-
nas, radios, speakers, etc. Radar-detecting devices are not allowed in 
state vehicles. Magnetic signs, decals, lettering or wraps may be allowed 
with the approval of State Fleet. Any damage to the vehicle stemming 

http://www.dot.nd.gov/divisions/fleet/statefleet.htm
http://www.dot.nd.gov/divisions/fleet/statefleet.htm
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from these items will be the responsibility of the agency to make the re-
quired repair.

 OnStar, or equivalent, and/or Satellite radio. If vehicle is factory 
equipped with these items, State Fleet will not pay for fees to renew initial 
free services. The driver or agency may set up a personal account, how-
ever they should be aware that State Fleet manages the vehicle and may 
move it to another agency at any time.

 Some additional items or accessories that are not furnished by the manu-
facturer as original equipment may be purchased upon approval of Fleet 
Services. See Accessory Equipment Policy chart (page 26) for guidelines.

21. State Fleet Services will furnish a shovel, an electrical cord, and a 
scraper for all daily motor pool vehicles only in the winter months. Other 
winter survival gear may be provided by the user agency/institution. 

22. All agencies/institutions with monthly assignments must provide their 
own equipment (listed in number 21) at their own expense. This includes 
winter survival kits.

23. State Fleet cars will be plugged in at all daily motor pools, when pos-
sible, in below-zero temperatures. The user will then be responsible for 
using and retaining the extension cord after picking up the vehicle. When 
using the block heater overnight, place the front tire on the cord when 
plugging in to prevent theft.

24. Trucks and light vehicles should not be allowed to idle for more than five 
minutes. When a vehicle is started in cold weather, it is acceptable to 
let it idle while clearing the windows of frost/ice/snow. Do not leave ve-
hicle unattended while idling. It is an unnecessary exposure to risk 
of theft. It is better and more efficient to begin driving the vehicle at a 
reduced speed to assist in the cold-weather warm up.

Telematics Policy 
I. PURPOSE

This policy establishes requirements for the use of telematics equipment and 
data associated with state employees using State Fleet vehicles. 

II. SCOPE

The telematics system provides State Fleet data which will improve employee 
safety, fleet efficiency, and cost savings.  This policy applies to all employ-
ees operating State Fleet vehicles equipped with telematics. Vehicles with 
telematics will have a decal displayed inside the vehicle. State Fleet reserves 
the right to use telematics data to monitor State Fleet vehicles location and 
vehicle activities. Monitoring may take place on a regular or random basis. 
Telematics information gathered may be available for review by State Fleet, 
Risk Management, employing agency managers, human resources represen-
tatives, and third parties in the event of claim submissions, litigation, or open 
records requests, subject to applicable law.
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III. REFERENCES 

North Dakota State Fleet Services Policy Manual (nd.gov)

State Fleet Driver Agreement (nd.gov)

IV. EMPLOYEE RESPONSIBILITIES (understand state fleet policy man-
ual)

Employees who operate State Fleet vehicles are responsible for reviewing 
and understanding the State Fleet manual, State Fleet Driver Agreement form, 
and any internal policies specific to the employing agency.

V. INFORMATION COLLECTION AND USE

Telematics collects a variety of information including vehicle location, speed, 
path of travel, route, stopping, maneuvering severity, idle, and parking time. 
State Fleet uses this information to increase fleet efficiency and safety. Ben-
efits include:
• Vehicle breakdown and crash alerts
• Vehicle performance data
• Scheduled maintenance information
• Driver behavior alerts
• Compliance with laws and State Fleet policies.
• Real time utilization reports
VI. TELEMATICS INFORMATION REVIEW

In the event of a telematics data and driver performance review, the process 
should include the State Fleet director or designee, employing agency leader-
ship or designee and OMB’s Risk Management when applicable.

State Fleet managers and OMB’s Risk Management are responsible for re-
viewing telematics data following a crash resulting in loss of life, injury, or 
significant property loss. 

A review of telematics data can be used to identify and investigate allegations 
of driver misconduct which include unsafe driving maneuvers, speeding, or 
any other activity considered dangerous to the employee or public. Allegations 
of driver misconduct will be directed to the State Fleet contact of the employ-
ing agency.

VII. ACCESS/MAINTENANCE OF DATA

Access to the data produced by the telematics system will be controlled and 
maintained by State Fleet. Distribution of telematics data per open records 
request will be distributed by the Information Management Officer at North 
Dakota Department of Transportation.

State Fleet may disclose telematics information when appropriate to third 
parties, such as law enforcement in administrative or legal proceedings, and 
when otherwise necessary to respond to claims, to protect the State’s legiti-

https://www.dot.nd.gov/manuals/fleet/fsmanual.pdf
https://ilinxeforms.nd.gov/ILINXFlex/eFormsApp/view.php?param=rB2caX0S3PgYzmZ%2Frb3nyi%2F2g24gE4pihqWv1YC3zE4%3D
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mate interests, the health and safety of others, or as required by law.

Data from telematics systems are maintained by State Fleet and purged based 
on the State’s retention policy, except when subject to a legal hold.

VIII. TAMPERING OR ALTERING TELEMATICS SYSTEM

The improper use of telematics equipment is prohibited. Any repair costs re-
sulting from tampering with telematics equipment will be the responsibility of 
the agency and may result in the loss of State Fleet vehicle use by the opera-
tor. Attempting to repair or adjust the telematics system in a Fleet vehicle is 
prohibited. Employees who believe that the telematics system is not working 
properly should report the malfunction immediately to State Fleet.

IX. CORRECTIVE OR DISCIPLINARY ACTION

Violation of this policy will result in notification to the employing agency and 
may result in the loss of State Fleet vehicle use by the employee.

X. AGENCY POLICIES

State agencies are permitted to issue additional policies and guidance on 
telematics, provided they stay within the framework of this policy.

Daily Motor Pool Transportation Request
State agency/institution personnel requiring the use of a state vehicle should 
make reservations with as much advance notice as possible, at one of the nine 
daily motor pools throughout the state. A user can make a reservation in the 
following ways: 

 (1) online
 (2) call motor pool office
 (3) stop at motor pool location

A one-time set-up of primary information is required on all state motor pool us-
ers. (SFN 58997, page 48) Once you are set up as a user, the only information 
required to reserve a vehicle will be the destination, reservation date and time of 
pickup, the return date and time of drop off, and the number of people traveling. 

When making an online reservation your employee information should appear 
on the screen. At this point you may change your information, update existing 
information or make new reservations.

State Fleet Services has daily motor pools in several cities. See table and 
maps on pages 27-44 for locations and hours.

State vehicles may be used for out-of-state travel at the agency/institution’s 
discretion. The state vehicle credit card is valid at most major fuel retailers in 
the United States, but before filling the vehicle, drivers should verify that the 
credit card will be accepted. Check with State Fleet Services, or your agency/
institution contact for Canada travel.
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Fleet Services dispatchers will determine the availability of vehicles for a par-
ticular day. If vehicles are available, short trips will be granted. Personal trans-
portation should be used if no vehicles are available.

Motor pool reservations can be made for no more than one week periods, un-
less otherwise approved by State Fleet. Consecutive week reservations will 
not be allowed unless approved by a fleet manager.

Online Reservation System
State Fleet users who are set up in the motor pool system can make/change/ 
view reservations by following this link: https://infocenter.dot.nd.gov/Infocen- 
ter/FAReservationsPortal/ReservationLogin.aspx. Once there, enter your em- 
ployee ID number and login.

Check-Out Procedure
The agency/institution user comes to the motor pool dispatch office to check 
out a vehicle that has been reserved. The user must show a valid driver li-
cense at time of checkout. Driver is given a set of keys, a packet containing 
Fleet Services Policy Manual and other travel information, the vehicle’s credit 
card and two identical dispatch sheets which must be signed and dated before 
the vehicle is released to the user.

Check-In Procedure
Upon returning the vehicle to the daily motor pool, the user will record the end-
ing mileage on both dispatch forms. If the odometer fails, estimated mileage 
must be recorded. The user is also responsible for refueling, removing per-
sonal refuse, and vacuuming the vehicle. The user must also note or disclose 
any mechanical or body damage to the dispatcher or on the dispatch sheet if 
after hours.

If a vehicle is returned when the dispatcher’s office is unattended, put one of 
the dispatch forms, keys, and credit card into the packet and place in the night 
drop box. The driver may keep the other copy of the dispatch form for 
their agency/institution use.

Rideshare
A special effort should be made to share with other agencies/institutions when 
several agencies/institutions are attending the same meeting or seminar. Try 
to keep the total number of vehicles to a minimum by using 7- to 15-passenger 
vans.

For further information in regards to the Rideshare program, please contact 
the Motor Pool office in the location that you are wishing to Rideshare from or 
you may contact the State Fleet Motor Pool office in Bismarck. (See page 29 
for addresses and phone numbers.)

https://infocenter.dot.nd.gov/Infocenter/FAReservationsPortal/ReservationLogin.aspx
https://infocenter.dot.nd.gov/Infocenter/FAReservationsPortal/ReservationLogin.aspx
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State Fleet Services encourages all state agencies/institutions to participate in 
the Rideshare program to reduce transportation costs. Daily pool vehicle costs 
are billed at a percentage of the total cost to the agency/institution in propor-
tion to the number of occupants.

For example, if two people from two different agencies/institutions used Ride-
share, the billing is 50 percent of the total cost to each agency/institution.

Use of Fleet Vehicles
State Fleet Services will annually monitor the use of all agency/institution 
monthly assignments. Fleet Services will pay particular attention to vehicles 
traveling less than 5,000 miles per year. Daily use and location may justify a 
monthly assignment. In some cases, the use of personal vehicles for transpor-
tation may be the most cost-effective method. Combining work activities and 
vehicle sharing with others can reduce the number of under-used fleet vehicles.

Monthly Assignments
Definition: Motor vehicles assigned to agency/institution for at least one 
month are considered a monthly assignment.

Agency/institution with monthly assigned motor vehicles are responsible for 
their care and daily servicing. This includes exterior and interior cleaning, re-
filling all fluids, checking oil and fluid levels, time to take vehicles in for main-
tenance and repair, etc. See General Regulations for Operators, number 18, 
page 8.

Requests for monthly assigned vehicle must be made online using SFN 60558 
(https://eforms.nd.gov/lfserver/SFN60558) (see page 56) and submitted to the 
agency’s fleet manager for review. Requests for specialized vehicles can be 
submitted to State Fleet. The director has the discretion to exempt them from 
the fleet.

Two sets of keys will be provided. Extra keys will be at the agency’s expense. 
A minimum of two ignition keys and key fobs must be turned in with vehicle 
or the agency will be charged for cost of a replacement. Valet keys will not be 
accepted in place of ignition keys.

The costs associated with preventive maintenance and all other repairs are to 
be charged on the applicable credit card or a purchase order must be created. 
Receipts must be submitted to the State Fleet office or district shop. State 
Fleet does not pay taxes on repairs and parts. If taxes are charged, it will be 
the agency/user responsibility to go back to the merchant for credit.

The billing mile/hour begins with the delivery point for a new vehicle. Assign- 
ments begin when a vehicle leaves the specified pick up location. When a 
vehicle is to be turned in, the using agency/institution must pay for the miles/
hours to the required turn-in location. Broken odometer or hour meters on 
State Fleet vehicles must be repaired immediately.
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At the end of each month, agencies/institutions that have monthly assigned 
vehicles are responsible for entering the monthly mileage in the Billing Usage 
System (BUS). Usage entry must be completed by 5 p.m. (CT) on the second 
working day of the following month. When a monthly assignment is driven by 
or shared by more than one agency/institution, complete SFN 2186, (page 
51), available in book format from State Fleet Services. Each user must list the 
beginning and ending mileage of each use. The agency/institution that is as-
signed the vehicle must enter the usage in the BUS for all users. If there is no 
usage for the month, do not enter an ending mileage in the BUS. See website 
www.dot.nd.gov/divisions/fleet/statefleet.htm.

Temporary or Seasonal Vehicle Request
Due to the seasonal nature of many agencies/institutions, there may be a 
need for temporary/seasonal assigned vehicles. State Fleet will fulfill these 
requests when possible.

Requests for temporary/seasonal assigned vehicles must be made to State 
Fleet after January 1 using SFN 60558 (Vehicle Request (nd.gov)), (see page 
56). There will be times when State Fleet may not be able to accommodate 
requests due to vehicle availability, low usage, geographical location, etc. Fur-
ther, vehicles may not be readily available by a specific requested date due 
to many different circumstances. Agency/institutions may need to pick up the 
vehicle at a location other than the requested pick-up location. It is the agency/
institution’s responsibility to pick up the vehicle where it is located and return it 
to the location State Fleet requires. If a seasonal ve- hicle has not been picked 
up within two weeks of the date it is released, State Fleet reserves the right 
to reassign it to the next requestor. All temporary/seasonal assigned vehicles 
must be turned in by November 1 or earlier, as determined by the fleet man-
ager.

Vehicles MUST be well maintained and returned in good condition. If a vehicle is 
turned in dirty it will be cleaned professionally with the cost charged to the agen-
cy/institution. If mechanical issues occur, they MUST be reported to the nearest 
DOT shop foreman and repaired as soon as possible. If body damage occurs, 
an accident report must be completed within 24 hours. Agency/user must con-
tact the nearest DOT shop foreman to discuss repair of the vehicle. The shop 
foreman and/or State Fleet will decide whether or not to repair the vehicle.

Other temporary/seasonal assignments and emergency requests should be 
submitted on SFN 60558, (page 56), for State Fleet manager review.

Sharing vehicles is encouraged and benefits all agencies/institutions espe-
cially in times when vehicles are in high demand like seasonal use period.

Motor Vehicles Returned to State Fleet
State Fleet Services will coordinate the disposal and replacement of all motor 
vehicles. When turning in monthly assigned motor vehicles, the primary driver 
must complete SFN 50652, “Checklist for Vehicle Turn-In,” (page 54). This 

http://www.dot.nd.gov/divisions/fleet/statefleet.htm
https://ilinxeforms.nd.gov/ILINXFlex/eFormsApp/view.php?param=Sqm8H70iXxj4ficQElGTocOSljJggIV6ti2tqKSb8uQ%3D
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form must accompany the vehicle to the turn-in location within 14 days of the 
request from State Fleet, unless otherwise noted. Vehicles are to be turned in 
clean and in good condition. Dirty vehicles will be cleaned professionally with the 
costs charged back to the agency/institution.

Vehicle repairs and recalls need to be addressed prior to turning in the vehicle. 
If the vehicle is turned in with open recalls, (with parts available) damage that 
needs to be repaired, or is dirty and needs to be cleaned, the assignment will 
not end until those items are completed.

If there is damage to the vehicle, an accident report must be submitted online. 
(See pages 20-21 for accident reporting.) The agency must contact the appro-
priate shop foreman for instructions on repair estimates. The decision to repair 
rests with the shop foreman and State Fleet.

Lease Motor Vehicles
An agency/institution needing to lease a vehicle must receive approval from 
State Fleet Services before the contract is completed (see page 1). State Fleet 
can approve the contract verbally and approve the written request later. (See 
page 21, Automotive Insurance.)

Renting Motor Vehicles Commercially
All state agencies must use State Fleet vehicles for travel within state or origi-
nating within the state (reference NDCC 24-02-03.03). Occasionally there 
may be rare, extenuating circumstances when a vehicle needs to be rented 
commercially. When such a case arises, the agency must contact the State 
Fleet Director, prior to the travel date, to request permission to rent. If the State 
Fleet Director determines the rental is necessary, a one-time written approval 
will be given for the rental. If a rental is approved and a state contract exists 
which covers the type of vehicle to be rented, the agency must procure the 
rental pursuant to the state contract. If travel is out-of-state, refer to page 21 
for more information on liability coverage.

Higher Education Student Drivers of State Fleet Vehicles
Liability coverage for accidents involving state owned vehicles is provided by 
NDCC chapter 32-12.2. The relevant laws within this chapter provide coverage 
for state employees acting on behalf of the state in an official capacity, with or 
without compensation, who are using a vehicle for state business and who are 
operating that vehicle within the scope of their employment. Higher education 
students may occasionally be hired as a paid or volunteer employee on behalf 
of the institution and may be allowed to operate state vehicles for specified 
purposes. See NDSU website https://ndus.edu/state-fleet-guide/ and/or con-
tact state risk management. In addition, students that are required to drive as 
part of an es- tablished course of study that involves driving (e.g., CDL driving 
course)  may be allowed to operate state vehicles for those purposes.

NDCC 32-12.2-18 Student required driving in educational programs. 

https://ndus.edu/state-fleet-guide/
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Upon request by any state institution of higher education, the Office of Man-
agement and Budget, through the risk management fund, shall provide a de-
fense and administer claims against students arising from the operation of 
a vehicle owned or leased by the state, the operation of which is a required 
part of an established course of study. Liability shall be limited to the required 
amounts of financial responsibility contained in Section 39-16.1-02. Nothing 
in this chapter makes the state responsible for the actions of the student or 
requires indemnification for any loss beyond the limits provided in this section, 
nor provides any benefits to the student except those minimum levels under-
taken in a program of self-insurance filed under Section 26.1-41-05. 

Student Internships
State entities occasionally provide educational opportunities for student in- terns. 
These internship opportunities are typically provided for the benefit of the student 
who receives an educational experience in a work environment while not displacing 
or substituting for the work of regular employees or pro- viding any direct benefit to 
the agency. In these circumstances, the student intern is not an employee of the State 
and may not operate a state vehicle and may only be present in state vehicle to the 
extent necessary to provide the educational experience. Internships that are paid 
that displace or substitute the work of regular employees and where there is a direct 
benefit from the work performed by the intern, may involve the operation of a state ve-
hicle, but only for the activities for which the intern is paid or those work activities that 
displace the work of regular employees and there is a direct benefit from the work 
performed by the intern. In these circumstances the student intern must have cov-
erage through WSI. Questions should be directed to the State Fleet Director and 
State Risk Management.

OMB Annual Contracts
Fleet Services is required by law to abide by the Office of Management and 
Budget (OMB) purchasing policies and regulations.

OMB has annual contracts in effect with certain firms for high-usage items used 
by most state agencies/institutions. These are commonly called “open-end con-
tracts,” and they obligate the agency/institution to order specified items needed 
during the specified contract period from that seller. The outstanding feature of 
this type of contract is that quantities are not fixed. The agency/institution deter-
mines the quantities to be ordered and delivered under terms of the contract.

Agencies/institutions that are performing vehicle maintenance must purchase 
supplies from these contracts when practical—check with local DOT shop su-
pervisor for local contracts. Depending on the particular item, these vendors 
may provide services in your area. Regulations allow for emergency needs as 
an exception.

OMB contracts that pertain to motor vehicles are:
• Batteries  • Lift gates
• Tires   • Motor oil and lubricants
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OMB posts copies of all available state contracts on their website https://se-
cure.apps.state.nd.us/csd/spo/services/bidder/listCurrentContracts.htm.

Storage, Parking, Toll, Towing and Locksmith Fees
Storage, parking, or toll fees are the responsibility of the user. The operator is 
responsible for paying all parking fines/tickets/toll fees.

Agencies/institutions with monthly assigned vehicles are responsible for pay-
ing any jump-start or towing fees if the block heater is not used during cold 
weather.

State Fleet is responsible for towing fees only when an accident or mechanical 
breakdown has occurred. Towing costs resulting from a vehicle being driven 
into flooded roadways, swampy or rugged terrain, when travel alerts are in ef-
fect, or during inclement weather, will be paid by the agency/institution.

Locksmith fees, extra keys, etc., are the responsibility of the agency when 
keys have been lost or locked in a vehicle.

Fueling and Oil

Fueling
It is highly recommended that gasoline/diesel fuel be obtained from state fuel 
sites in order to save money. (See maps on pages 29-44 for locations.) These 
sites are available for use 24 hours a day, seven days a week, with an au-
tomated fuel dispensing system (AFDS). Fueling, regardless of fuel type, is 
restricted to state owned or leased vehicles and equipment.

Improper Fueling
Be sure to select the proper fuel for the vehicle you are driving. Most pumps 
differentiate diesel with green pump handles. If a vehicle is filled with the 
wrong fuel type/product, any costs to flush or repair the system is the agency’s 
responsibility.

Oil
Oil is located at the nine daily pools in a small box marked “Oil” close to the fuel 
pumps at the fuel sites. The user must complete the form provided in the box.

https://secure.apps.state.nd.us/csd/spo/services/bidder/listCurrentContracts.htm
https://secure.apps.state.nd.us/csd/spo/services/bidder/listCurrentContracts.htm
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Diesel Exhaust Fluid (DEF)
For diesel-powered State Fleet vehicles that require DEF, the fluid is available 
at each DOT district repair facility through contract savings. It is only available 
during regular working hours uless there is a dispenser at the fuel island. The 
user must completely fill out SFN 2249, page 55.

Credit Card
All state fleet motor vehicles have an assigned vehicle credit card which al-
lows you to fill fuel at state fuel sites and most commercial fuel locations. (For 
Canadian travel, contact State Fleet Services.) In order to use the credit card 
the user must have an authorized driver ID number. For instructions, see Ap-
pendix B, page 57. 

State Fleet and Commercial Fueling Sites
 1. Insert and remove card (magnetic strip as shown on reader). Card-reader 

prompts as follows: (Card reader prompts are in BOLD).

 2. PLEASE ENTER YOUR DRIVER ID NUMBER. 
Key in the assigned six-digit Driver ID number. Press ENTER.

 3. ODOMETER READING. 
Key in odometer reading (no tenths of miles or hours). Press ENTER. 
For trucks and buses, key in the hour meter. Press ENTER.

 4. SELECT PUMP. 
Key in hose number (pump number). Press ENTER.

 5. THANK YOU. DISPENSE PRODUCT. 
After this prompt, flip the dispenser handle on and begin fueling.

Occasionally you will receive an error message—try reinserting your card. If 
there is a problem with the driver ID number, call the help number on the driver 
ID card. If problems persist with the credit card, call the 800 number on the 
back of the credit card.

Lost, stolen, or damaged cards must be reported immediately to State 
Fleet Services at 328-1434 or to your Motor Pool dispatcher.

Credit Card Use at Commercial Stations
The credit card should be used to purchase fuel, oil, wash, and other motor 
vehicle repairs from a commercial outlet when a state fleet facility is not avail-
able. 
• Verify that the station accepts the credit card.
• Try to use major name brand stations.
• Actual prompting at a retail facility will depend upon the card-scanning 

software available at the station.
• Ask the attendant to scan the card as a FLEET CARD.



19

If the retail facility is capturing the maximum amount of fueling information, the 
driver will be prompted for the following:

DRIVER ID NUMBER - Key in the assigned six-digit number.

ODOMETER - Key in odometer or hour meter reading (no tenths).

If the card is not accepted or denied, please call the 800 number on the back 
of the credit card.

If the retail facility does not give a prompt for a driver ID number and odometer, 
the fueling transaction is still captured. State Fleet will not require a copy of 
the fuel receipt if it is fuel only.

The use of the state fleet credit card for personal gain (reimbursements, re-
wards, kickbacks, etc.) is strictly prohibited.

Breakdown/Emergency Repair
If, while operating a state fleet vehicle, you have a mechanical breakdown or 
need emergency repair:

 1. During normal business hours call the nearest state fleet maintenance 
facility. (See page 29 for the telephone numbers.)

 2. Be prepared to give the maintenance facility a brief description of the na-
ture of the emergency and the location. The maintenance facility will give 
you directions on what is to be done.

 3. If you are unable to contact a state fleet facility, you may need to contact 
a repair or tow service to get the vehicle repaired.

 4. Notify your agency/institution for any additional assistance or transpor-
tation. State Fleet is not responsible for any additional cost associated 
with a breakdown except the repair and towing. If extended repairs are 
required, it is the employee’s agency’s/institution’s responsibility to make 
alternate transportation arrangements.

 5. Use the credit card to pay for repairs or towing under $1,500. Credit card 
receipts must be sent to the DOT district or State Fleet. Be sure to include 
the State Fleet vehicle number and odometer.

Vehicle Repair
All fleet vehicle repair should be scheduled through a NDDOT shop supervi-
sor when practicable. (See page 29 for telephone numbers.)

When circumstances such as travel distance, time, etc., cause the NDDOT 
shop to be impractical, use the following guidelines:

Routine Minor Repair or Service
For minor repair or service work that costs $200 or less (ex: fan belt, flat tire, 
wiper blades, headlights, radiator hose, oil change, air filter, etc.), all receipts 
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must be turned in to the local NDDOT shop supervisor or sent directly to State 
Fleet Services. Indicate method of payment, State Fleet vehicle number and 
odometer reading on receipt. For rock chips on windshields, contact the shop 
foreman in your area for guidance on where to have the chip repaired.

Major Repair or Service
For approved major repair or service work that costs $200 or more, including 
main drive train components such as engine, transmission, differential, set of 
tires, brake job, alternator, tune-up, battery, muffler and tailpipe, etc. Do not 
charge more than $1,500 to credit card. Call the local DOT district shop for a 
purchase order on large purchases.

State Fleet is tax exempt. Check all receipts for taxes charged. If tax was 
charged, ask the merchant to reverse the tax.

Major repair and service requires approval by the DOT shop supervisor or 
State Fleet. (See page 29 for telephone numbers.) 

All receipts for repairs or service must be sent in to the DOT district shop or 
State Fleet. Include the vehicle number and odometer reading on all receipts.

Retail Vehicle Maintenance and Repair
• Verify that the maintenance facility accepts the credit card.
• Try to use major brand name fueling stations with service bays, Fleet Services 

contracted maintenance facilities, or original equipment manufacturer.
If the maintenance facility is capturing the maximum amount of data, the driver 
will be asked for the following:

DRIVER ID NUMBER - Key in the assigned six-digit number.

ODOMETER - Key in odometer or hour meter reading (no tenths).

State Fleet Services requires a copy of the detailed invoice and receipt of the 
service or repair to be turned in at the local DOT district shop or sent directly 
to State Fleet. Indicate method of payment, State Fleet vehicle number, and 
odometer reading on invoice.

If the credit card is not accepted or denied, please call the 800 number on the 
back of the credit card. If card is still declined, contact a DOT shop or State 
Fleet Services for further direction.

Lost, stolen, or damaged cards must be reported immediately to State 
Fleet Services at 328-2701 or to your Motor Pool dispatcher.

Tires
All tire replacement must be approved by a shop foreman.
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Large Passenger Vans 
Cold inflation pressure for tires on large passenger vans (LP vans) is to be 
manufacturer’s recommendation (see label on driver door/post area). No LP 
van is to be released for carrying passengers at highway speed (55 mph or 
higher) before the motor pool dispatch or assigned agency has ensured the 
tires are inflated to the proper pressure. Tires on LP vans, both front and rear, 
are to be replaced when tread depth reaches 4/32nds.

Light Vehicles 
The standard replacement depth for tire replacement is 3/32nds of an inch. 
Only all-season radial tires will be the replacement tire with exceptions to be 
evaluated on a case-by-case basis. All tires shall be purchased from the tire 
contract. Emergencies are an exception. Any exception to the above will be 
made by State Fleet Services.

Trucks 
All trucks in rental groups 18 through 32 must replace front tires on the steer-
ing axle at 4/32nds. All rear tires must be replaced at 2/32nds.

Flat Tires
Change the tire if you are able. If you are unable, contact local district shop 
(see page 29) for suggested roadside service assistance and bill to credit card.

Rental Rates
Vehicle rental rates are based on the costs of depreciation, operating expenses, 
and replacement rates. All daily motor pool vehicles will be billed on a per 
mile basis. Agencies/institutions assigned vehicles will be billed operating and 
replacement costs on a per mile basis and a flat depreciation charge for each 
month of the assignment. The rates charged will cover both fixed and variable 
costs of operation and will be reviewed quarterly and adjusted as needed. The 
adjusted rate schedule will then be sent to all State Fleet Service user agen-
cies/institutions. A current rate schedule will be available on the State Fleet 
website at http://www.dot.nd.gov/divisions/fleet/docs/rentlrate.pdf.

If a vehicle is picked up after the first of the month, operating, replacement and 
depreciation will be charged per mile. Monthly depreciation will not be billed 
until the next month’s usage.

A monthly assigned vehicle will be charged the entire month depreciation for 
the month it was turned in. However, if another agency uses the vehicle, the 
usage will represent a usage split of the monthly depreciation. 

If an agency does not enter usage in a month the monthly depreciation will still 
be billed to the agency for that vehicle.

Agencies with monthly assigned vehicles cannot back bill to previous months. 

http://www.dot.nd.gov/divisions/fleet/docs/rentlrate.pdf
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If a previous month other than the current usage month is entered it will bill at 
the current month rate. For example: if the current usage month is May, but 
you enter usage with an April date, the May rate will apply. Usage can still be 
entered for the current billing cycle until 5 p.m. on the second working day of 
the following month. Billing will still run on the third working day.

On a motor pool reservation, the rate charged is the month in which the res-
ervation ends. Example: vehicle is dispatched (picked up) on August 28 and 
returned on September 5. The rate charged shall be the effective rate for the 
month of the return (reservation end).

Motor pool reservations can be made for no more than one-week periods, un-
less otherwise approved by State Fleet. Consecutive week reservations will 
not be allowed unless approved by a fleet manager.

Collisions/Vehicle Damage
Vehicle collisions need to be investigated by law enforcement.

All motor vehicle collisions/crashes or any type of damage (impedes the safety 
of driving the vehicle such as headlight, taillights, etc.) other than normal wear 
and tear must be reported to State Fleet Services.

Normal wear and tear includes the following:
• rock chips, minor scratches and paint chips
• door dings
• scratches and dents inside pickup boxes
• broken windshield (unless caused by a crash or something hitting it while 

in use)
An online Risk Management Fund Motor Vehicle case report needs to be com-
pleted if there is damage to the vehicle including glass damage due to a crash 
or something hitting the windshield while the vehicle is in use. The report must 
be completed within 24 hours of the incident. To complete the online case re-
port, go to https://omb.nd.gov/incidentreporting.

If you are involved in a crash with another party, collect the following informa-
tion for completion of the online report. 

Other Driver/Vehicle Information
Year

Make

Model

License Plate (picture)

First & Last Name

Address

https://ndomb-risk-prod.powerappsportals.us/
https://ndgov.sharepoint.com/sites/TeamND/SitePages/Vehicle-Liability.aspx
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Other Driver/Vehicle Information
City, State, Zip Code

Phone Number

Email Address

Insurance Company

Law Enforcement Agency

Please provide ONLY facts to law enforcement investigating the crash. If you 
are contacted by an insurance company, attorney, etc. pertaining to the crash, 
do not speak to them, but please direct them to State Fleet (701-328-1472) 
or OMB-Risk Management (701-328-7584). It is the policy of State Fleet and 
OMB-Risk Management that any additional or follow up questions from an 
insurance company must be presented in writing.

If the vehicle is assigned to the agency, the driver or driver’s agency 
is responsible to get in contact with the DOT shop foreman to get the 
vehicle repaired.

In the event of a serious property damage, personal injury, or if a death occurs, 
contact 911 and State Radio at 1-800-472-2121 immediately.

State Fleet Crash/Incident Review (NDCC 32-12.2-14)
Crash prevention and fleet safety is primarily an agency/institution responsibil-
ity. NDCC 32-12.2-14 directs the North Dakota Department of Transportation, 
in consultation with the Office of Management and Budget’s Risk Management 
division, to review all motor vehicle crashes or incidents in which a state em-
ployee is issued a traffic citation involving a state-owned or state-leased motor 
vehicle for purposes of making a remedial recommendation to the agency 
employing the individual involved. The goal of the reviews is to identify trends 
impacting fleet safety with recommendations preventing reoccurrence. The 
department may defer to the determination and recommendation of an agen-
cy that reviewed the crash through an established loss control committee. In 
cases of repeated crashes, citations, or crashes involving substantial property 
damage or personal injury, or traffic violations for which there is a criminal 
penalty, the department may revoke, suspend, or restrict the ability to drive a 
state-owned or state-leased vehicle.

Automotive Insurance

Liability Coverage
All State Fleet Services vehicles are covered for liability under the North Da-
kota Risk Management Fund (pursuant to NDCC 32-12.2). Coverage only ap-
plies to collisions that occur while conducting official state business. A card 
with coverage information can be found in the glove compartment of the vehi-
cle attached to the vehicle registration card. For duplicate copies, contact any 
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NDDOT shop foreman or State Fleet Services. For more information, go to 
https://www.omb.nd.gov/doing-business-state/risk-services/vehicle-coverage-
frequently-asked-questions.

Rentals: OMB Fiscal Policy 518 provides that agencies must use state con-
tract that include insurance and damage waiver as part of the base rental 
rate. For more information on the State Cooperative Contract for Rentals, go 
to http://www.naspovaluepoint.com/#/contract-details/51/overview/general. 
If the state contract is unavailable, OMB Policy 518 and Risk Management 
require that liability insurance and damage waiver protection must be taken 
out as part of the rental contract. For more information, go to https://www.
omb.nd.gov/doing-business-state/risk-services/vehicle-coverage-frequently-
asked-questions.

Collision and Comprehensive Coverage

Collision and Comprehensive insurance coverage for state vehicles is under 
the concept of self-insured.

If it is determined that collision damage occurred while operating the vehicle 
for non-state business purposes, the agency will be charged for the repair 
costs of the state vehicle. It will be the agency’s responsibility to collect all 
costs from the vehicle operator.

Defensive Driving
Crashes cost time, money, and sometimes even lives. Defensive driving is tak-
ing every reasonable precaution to avoid crashes in spite of conditions and the 
actions of others. To ensure State Fleet vehicle operators are trained in proper 
defensive driving techniques, Fleet Services requires those who operate fleet 
vehicles, on at least a monthly basis, to take the National Safety Council De-
fensive Driving Course (DDC) as soon as practical after accepting employment 
and every four years thereafter. Training for those who operate fleet vehicles 
less than monthly is at the discretion of agency trainers or risk managers. Op-
erators should coordinate DDC scheduling through their agency trainers or risk 
managers, or campus DDC administrators. The schedule is available on our 
website at www.dot.nd.gov/divisions/fleet/docs/ddcsched.pdf. This course is 
offered online and in the classroom. 

Employees with access to ELM or University employees with access to NDUS 
Learning Management System have the option to take it online. 

Law Enforcement may substitute Emergency Vehicle Operation courses or 
other driving skill classes in lieu of DDC.

Large Passenger Van Policy
 1. This policy applies to operation of state owned or leased large passenger 

vans.

 2. “Large passenger vans” means motor vehicles designed or intended to 

http://www.naspovaluepoint.com/#/contract-details/51/overview/general
http://www.dot.nd.gov/divisions/fleet/docs/ddcsched.pdf
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carry more than 10 but less than 16 occupants, hereafter referred to as 
“LP vans.”

 3. Operation of LP vans is limited to authorized persons who currently have 
a valid driver’s license and:
a. Have not been convicted of any criminal driving offense within the last 

three years;
b. Have not had any driving violations resulting in assignment of six or 

more points within the last three years; and
c. Have completed a State Fleet approved van driver safety program. 

(Certain exceptions may apply. See Implementation Guidance for de-
tails). A van driver safety program is a program that includes both web 
based training and behind the wheel components. 

 4. All occupants of LP vans must use seat belts at all times when the vehicle 
is in motion. 

 5. Drivers of LP vans shall not use a phone while the vehicle is in motion. 
Radios used for dispatch are permitted.

 6. Drivers of LP vans shall not exceed posted speed limits and must exer-
cise care required and reduce speed accordingly when conditions dictate. 

 7. Drivers of LP vans are limited to 10 consecutive hours and 14 total hours 
of operation in any given 24-hour period. Drivers who operate for 10 con-
secutive hours must be given at least eight consecutive hours off duty be-
fore resuming driving. For trips requiring more than 10 consecutive or 14 
total hours of operation in any given 24-hour period, two or more qualified 
LP van drivers are required to provide adequate relief. In addition to limits 
on hours of operation, user entities need to be concerned about the dan-
ger of having people that may be emotionally and/or physically exhausted 
from an event being required to immediately drive back to home station, 
usually at night, and often into the early morning hours. Therefore, when 
LP vans are used to transport athletic teams, no participant shall drive 
for more than two hours on the return trip. Participants are defined as the 
head coach and assistant head coach and players who were active in 
the official event. The non-participant restriction applies to the return trip 
only and then only if the trip has a duration of longer than two hours. In 
addition, the non participant restriction shall not apply to driving that takes 
place between sunrise and an hour after sunset. Return trips shall be 
scheduled so that arrival at home station is no later than 2 a.m. This provi-
sion is not intended to prevent completion of a trip that was unexpectedly 
delayed or slowed en route.

Implementation of Large Passenger Van Policy
Agencies and universities are to identify LP van drivers and arrange for them 
to be trained as set forth below:

 1. All LP van drivers are required to complete the classroom component. 
User agencies may exempt certain individuals from the behind the wheel 
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component. These include Commercial Drivers License (CDL) holders, 
those with experience driving LP vans carrying at least 11 passengers and 
casual or occasional drivers that may move empty vehicles one time only 
or from time to time. 

 2. The classroom component is to be completed first and the Behind -the-
Wheel (BTW) component second. 

 3. The classroom component will be web -based training. Agencies and uni-
versities are to arrange for computer access for the selected individuals. 
Cost for the license to use the web-based course for the classroom com-
ponent will be paid by State Fleet. Agencies/universities are responsible 
for monitoring their own drivers and ensuring compliance with this policy. 
State Fleet will establish and maintain review capability and will review 
compliance from time to time. 

 4. The BTW component will be a course per State Fleet direction. In the 
event that an approved course is unavailable, the BTW component may 
be satisfied with an on street and highway drive with an experienced LP 
van driver. The driver must demonstrate the ability to maneuver in city and 
highway traffic, making proper left  and right  turns, lane changes, and in-
clude a demonstration of the ability to properly park and back the LP van. 
The cost of LP van use in completion of the BTW component will be paid 
by user agencies and institutions.

 5. Incidental costs, such as transporting students to training sites, will be 
borne by user agencies and universities.

 6. If there are questions, please contact the State Fleet Risk Manager at 
328- 1472, email rrstephens@nd.gov.

Large Passenger (LP) Van Training
All LP van operators are required to satisfactorily complete a designated web-
based training program. Those who do not have either a CDL, or experience 
driving a LP van or other large vehicles, are also required to complete a State 
Fleet behind-the-wheel course in a LP van. The LP van policy is located on the 
web at www.dot.nd.gov/divisions/fleet/docs/fleet-largevans.pdf.

To register for the web-based training or for additional information, call 701-
328-1472.

See tires section for LP van tire policy (page 19).

North Dakota Travel Information and Travel Planning
For travel planning, visit the website at https://www.dot.nd.gov/divisions/main-
tenance/511.htm.

For North Dakota Travel Information call 511.

Instructions on Using 511

mailto:rrstephens%40nd.gov?subject=
http://www.dot.nd.gov/divisions/fleet/docs/fleet-largevans.pdf
https://www.dot.nd.gov/divisions/maintenance/511.htm
https://www.dot.nd.gov/divisions/maintenance/511.htm
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 1. Call 511 (listen for instructions).

 2. Select state and route.

 3. Select road segment you need conditions for.

The North Dakota Travel Information provides:

 1. 24-hour voice response real-time information.

 2. Service available from your home, office, or cell phone.
a. Winter driving conditions.
b. Weather forecast information.
c. Construction information.
d. Seasonal load restrictions.

ND Roads Mobile Application
NDDOT’s mobile Travel Information app is intended for use with smartphones 
to view information that is relevant to the traveling public. The application al-
lows you to access this information in both a map and text view. For a quick 
overview of the road conditions within North Dakota, select one of the pre-de-
termined map/text views for information that you are interested in. Advanced 
options will allow users to add/remove map layers, save favorites, identify fea-
tures, search by keywords in the text version and select common routes. This 
web page is not to be used while driving. ND Roads - North Dakota’s mobile 
travel app is available in the Apple App Store and Google Play at http://www.
dot.nd.gov/travelinfo/ndroads.htm.

GovDelivery®
NDDOT is offering a free email and/or cell phone subscription service to en-
able people to receive notification on topics of interest. GovDelivery® is a 
web-based email subscription management system that allows you to sub-
scribe to news and information updates on the NDDOT website. Whenever 
information is updated on a NDDOT web page you have subscribed to, you 
will receive an email and/or mobile alert. You may customize and manage 
your subscription profile in order to receive exactly the types of information 
you desire and you may cancel your subscriptions at any time. For example, 
if you are interested to receive road condition information in a certain area of 
the state, you can subscribe to receive emails when road conditions change in 
that particular area. The subscription service is free and is offered as a public 
service from the NDDOT. The only costs that may apply are for text messages 
sent to your mobile device, based on your cell phone plan. Visit the website at 
http://www,dot.nd.gov/govdelivery/landing.htm.

ttp://www.dot.nd.gov/travelinfo/ndroads.htm
ttp://www.dot.nd.gov/travelinfo/ndroads.htm
http://www,dot.nd.gov/govdelivery/landing.htm.
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North Dakota State Fleet Services Accessory 
Equipment Policy

ITEM STATE FLEET 
RESPONSIBILITY

AGENCY 
RESPONSIBILITY

Bug deflector NO NO
Bug screen By request only
Security partition* -  
factory install only By request only

Decals/Wraps - 
installation and removal By request only

Electrical Pig Tails X
Hitch - 5th wheel ball type only By request only
Hitch - other type X
Lift gate By request only
Mounting bracket/transfer of 
mounting bracket for snowplow X

Mud flaps X
Protectors: brush bumper, rail 
protectors, tail gate protectors, 
bedliner

X

Seat cover X
Step bar for ingress/egress: 
both sides By request only

Steps (for access in and out of 
truck box) By request only

Tool box X
Topper or cover for pickup By request only
Warning lights Group 19 and up X
Remote start By request only

* Non-enforcement vehicles only.
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Appendix A

Dispatch, Fueling and 
Repair Sites
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LOCATION MOTOR POOL 
DISPATCH

SHOP REPAIR 
SHOP SUPERVISOR

ONSITE 
FUELING 

Fleet Services - Capitol Motor Pool 
N. side of Capitol Maintenance Shop
N. of Capitol Bldg. - Capitol Grounds
Bismarck, ND 58505

Yes 
328-4126 

7:00 a.m. - 5:00 p.m. 
Fax: 328-2551

No Yes 
UL only

NDDOT - Bismarck 
216 S 19th St. - Airport Rd. 
Bismarck, ND 58504-6003

No
Yes 

328-6940 
7:00 a.m. - 3:30 p.m.

Yes

NDDOT - Devils Lake 
316 Sixth St. SE 
Devils Lake, ND 58301-3628

Yes 
665-5100 

7:30 a.m. - 4:00 p.m.

Yes 
665-5120 

7:00 a.m. - 3:30 p.m.
No

Devils Lake Section 
1905 Schwan Ave. NW 
W. of Devils Lake Dist., Shop off Hwy. 2 
Devils Lake, ND 58301-0817

No No
Yes 

Diesel 
only

NDDOT - Dickinson 
1700 Third Ave. W. 
Dickinson, ND 58601-3009

Yes 
227-6525 

7:00 a.m. - 3:30 p.m.

Yes 
227-6522 

7:00 a.m. - 3:30 p.m.
Yes

NDDOT - Fargo 
503 38th St. S. 
Fargo, ND 58103-1198

No
Yes 

239-8912 
7:00 a.m. - 3:30 p.m.

Yes

ND State University 
Thorson Maintenance Center 
1310 Bolley Drive, NDSU Campus 
Fargo, ND 58105

Yes 
231-9619

7:30 a.m. - 4:00 p.m.

Yes 
231-9533 

7:30 a.m. - 4:00 p.m.
Yes

NDDOT - Grand Forks 
Hwy. 81 N. 
1951 N. Washington 
P.O. Box 13077 
Grand Forks, ND 58208

No
Yes 

787-6520 
7:00 a.m. - 3:30 p.m.

Yes

University of ND 
UND Transportation Building 
Tulane Dr. & Campus Rd. 
UND Campus 
Grand Forks, ND 58201

Yes 
777-4122 

8:00 a.m. - 4:30 p.m.

Yes 
777-4123

7:30 a.m. - 4:30 p.m.
Yes

ND State Hospital 
I-94 Exit 260 
Jamestown, ND 58401

No No Yes

Jamestown Section 
3568 81st Ave. SE 
Jamestown, ND 58401

No No Yes

NDDOT - Minot 
1305 Hwy. 2 & Bypass East 
Minot, ND 58701

No
Yes 

857-6929 
7:00 a.m. - 3:30 p.m.

Yes

Minot State University 
500 University Ave. W. 
Minot, ND 58707

Yes 
858-3210 

8:00 a.m. - 4:00 p.m.
No No

NDDOT - Valley City 
1524 Eighth Ave. S.W. 
Valley City, ND 58072-4200

Yes 
845-8803 

7:00 a.m. - 3:30 p.m.

Yes 
845-8802 

7:00 a.m. - 3:30 p.m.
Yes

NDSCS - Patterson Maint. Ctr. - Wahpeton 
800 N, Sixth St. 
Wahpeton, ND 58076

Yes 
671-2379

7:45 a.m. - 4:45 p.m.
Yes 

7:00 a.m. - 4:00 p.m. No

NDDOT - Williston 
US 2 & Sixth Ave. W. 
605 Dakota Parkway W. 
P.O. Box 698 
Williston, ND 58802-0698

Yes 
774-2721 

7:00 a.m. - 3:30 p.m.

Yes 
774-2720 

7:00 a.m. - 3:30 p.m.
Yes

Dispatch, Fueling and Repair Sites

Statewide road reporting #511. http://www.dot.nd.gov/divisions/fleet/docs/dispatchsites.pdf

http://www.dot.nd.gov/divisions/fleet/docs/dispatchsites.pdf
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BISMARCK MOTOR POOL DISPATCHING AND FUELING SITE 
North side of Maintenance Building 
North of the Capitol Building

6T
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ST
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NDDOT BISMARCK DISTRICT SHOP FUELING AND REPAIR SITE 
218 South 19th Street - Airport Road 
Bismarck, ND 58504-6003 
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NDDOT DEVILS LAKE DISPATCH, FUELING AND REPAIR SITE 
316 Sixth Street SE 
Devils Lake, ND 58301-3628

DEVILS LAKE DIESEL FUELING SITE 
1905 Schwan Avenue NW 
Devils Lake, ND 58301-0817
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NDDOT DICKINSON DISPATCH, FUELING AND REPAIR SITE 
1700 Third Avenue West, Suite 101 
Dickinson, ND 58601-3009
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NDDOT FARGO FUELING AND REPAIR SITE 
503 38th Street South 
Fargo, ND 58103-1198

WEST ACRES
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ND STATE UNIVERSITY DISPATCH, FUELING AND REPAIR SITE 
Thorson Maintenance Center 
1310 Bolley Drive, NDSU Campus 
Fargo, ND 58105



37

NDDOT GRAND FORKS FUELING AND REPAIR SITE 
1951 North Washington 
Grand Forks, ND 58208
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UNIVERSITY OF NORTH DAKOTA DISPATCH, FUELING AND REPAIR SITE 
UND Transportation Building 
Tulane Drive and Campus Road 
UND Campus 
Grand Forks, ND 58201
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ND STATE HOSPITAL FUELING SITE 
I-94, Exits 258 or 260 
Jamestown, ND 58401
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JAMESTOWN SECTION FUELING SITE 
3568 81st Avenue SE 
Jamestown, ND 58401



41

NDDOT MINOT FUELING AND REPAIR SITE 
1305 Hwy. 2 Bypass East 
Minot, ND 58701-7922
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MINOT STATE UNIVERSITY DISPATCH SITE 
500 University Avenue West 
Minot, ND 58701
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NDDOT VALLEY CITY DISPATCH, FUELING AND REPAIR SITE 
1524 Eighth Avenue SW 
Valley City, ND 58072-4200
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PATTERSON MAINTENANCE CENTER - WAHPETON (no fuel) 
800 North Sixth Street 
Wahpeton, ND 58076
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NDDOT WILLISTON DISPATCH, FUELING AND REPAIR SITE 
605 Dakota Parkway West 
Williston, ND 58802-0698
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Appendix B

Form Examples and 
Additional Information

(subject to change)
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MOTOR POOL OPERATOR INFORMATION 
North Dakota Department of Transportation, State Fleet Services 
SFN 58997 (1-2016)

Name

Work City

Employee ID Number

Business Unit Number

Dept ID Number

Work Phone Number

Email Address

License Expiration Date

Dispatch Location

Type of Vehicle Preferred
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REQUEST FOR VOLUNTEER (NON-STATE EMPLOYEE) 
TO OPERATE STATE VEHICLE 
North Dakota Department of Transportation, State Fleet Services 
SFN 59000 (6-2016)

1. State Fleet Services Authorization is based on driving record only. 
2. The agency/university is responsible for the authorization of use by the approved volunteers. (Official State Business Only) 
3. Authorization good for 1 year from date of signature. 
4. Allow a minimum two weeks for processing. 
5. Complete Drivers License Number (DLN) and the state it is issued. 
  
All volunteer drivers license records will be checked prior to approval.
Agency/University Date

NAME AS APPEARS ON 
DRIVERS LICENSE DLN STATE DLN 

ISSUED
FIRST DATE  
OF TRAVEL PROGRAM / REASON APP NOT 

APP

Signature of Agency Date

Signature of State Fleet Date

RETURN TO STATE FLEET SERVICES
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REQUEST FOR COMMUTING 
North Dakota Department of Transportation, State Fleet Services 
SFN 19525 (11-2017)

Commuting to and from work with a state vehicle is not allowed.  A request to commute can be made by the 
agency.  If approved by State Fleet Services, for Official State business, agencies must comply with IRS 
publication 15-B as there may be fringe benefits that will apply.  Agencies should also be aware of the Garage 
policy and the Garage Assessment Form (SFN 58652).

State Agency

Signature Date

Supervisor Signature Date

Approved Disapproved

Signature Date

Reason

STATE FLEET SERVICES ONLY

State Vehicle Unit Number(s)

Duties and Responsibilities of Agency Requiring Vehicles to be used for Commuting

Define Justification for Commuting by Vehicle(s)
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M
DRIVER

Yellow:

DAY DEPT.
ID

ENCY INFORMATIONOPTIONAL USER AG

Document Number

BUSINESS
UNIT

SFN 2186 (Rev. 1-2009)

Cat.TypeAct ID
sourceRe

Project ID
BEGIN
METER

I certify the above to be correct and recommend payment.

Driver//Department Authorized Signature

White:
DISTRIBUTION:

Copies of all credit card purchases and purchase orders for 
repairs must be turned in to the District Shop or State Fleet 
Services.

DRIVER PLEASE NOTE:

North Dakota Department of Transportation, Financial Management
STATE FLEET SERVICES EQUIPMENT USE

END
METER

State Fleet Services

Date
User Agency

Vehicle NumberVehicle Number MonthMonth YearYear

M
DRIVER

Yellow:

DAY DEPT.
ID

ENCY INFORMATIONOPTIONAL USER AG

Document Number

BUSINESS
UNIT

SFN 2186 (Rev. 1-2009)

Cat.TypeAct ID
sourceRe

Project ID
BEGIN
METER

I certify the above to be correct and recommend payment.

Driver//Department Authorized Signature

White:
DISTRIBUTION:

Copies of all credit card purchases and purchase orders for 
repairs must be turned in to the District Shop or State Fleet 
Services.

DRIVER PLEASE NOTE:

North Dakota Department of Transportation, Financial Management
STATE FLEET SERVICES EQUIPMENT USE

END
METER

State Fleet Services

DateUser Agency

Vehicle NumberVehicle Number MonthMonth YearYear

Contact State Fleet for additional booklets.
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PETROLEUM PRODUCTS DISPOSAL
North Dakota Department of Transportation, State Fleet
SFN 2249 (Rev. 08-2011)

ODOMETERUNIT NO. HOURS

DATESECTION NUMBER

DESCRIPTION P.C.QUANTITY

RGRegular Gasoline gal.

No-Lead Gasoline ULgal.

DFDiesel Fuel gal.

WWMotor Oil qt.

DEFDiesel Exhaust Fluid

Signature:

Other OT

gal.

PETROLEUM PRODUCTS DISPOSAL
SFN 2249 (Rev. 08-2011)

ODOMETERUNIT NO. HOURS

North Dakota Department of Transportation, State Fleet

DATESECTION NUMBER

DESCRIPTION P.C.QUANTITY

RGRegular Gasoline gal.

No-Lead Gasoline ULgal.

DFDiesel Fuel gal.

WWMotor Oil qt.

DEFDiesel Exhaust Fluid gal.

Other OT

Signature:
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Driver ID Card Request Instructions
Sign onto the Billing Usage System (BUS) 

If you do not have access to the Billing Usage System (BUS) please email 
your requests with all of the required information to dotstatefleet@nd.gov. Pri-
or to signing into the BUS and creating your requests you will need to gather 
required information. Go to second page of this document to see required 
information. 

From the Main Menu under the search option select “Driver ID Card Request.”

To check the program for any active card reports select “Search.” If your agen-
cy has an active card report that is in the “Draft” status you may click on the 
Edit field, under Action and add each of your line items to the draft report by 
clicking onto the “Add Line Item.” All fields are required when you are adding 
a card request.  If you select “Create New Card Report” before doing a search 
of card requests and one already exists, you will get a message in red telling 
you that one already exists.

If your agency does not have an active card report, you will need to create 
one. 

From the Main Menu, select “Driver ID Card Request.” Then, select “Create 
New Card Report.” Using the calendar, select the requesting month/day then 
click continue to start a draft. Under “Report Details” select “Add Line Item” 
This will bring up the line item request that will need to be filled out for each 
person. Do not select the “Submit to Fleet” until you have entered all of your 
requests. After adding all of the requests by using the “Add” and “Add Line 
Item” you will need to check the certification box that the report is accurate and 
select “Submit to Fleet.” 

You may also check the status of your requests by using the “Search” option. 
Look under the “Status” column to see where your request is at in the process. 
If your request is in the “Rejected” status be sure to check the notes area of 
the request for the reason it was rejected.  

To make a change to an existing primary record you will need to access the 
Motor Pool Online Reservation Portal: https://infocenter.dot.nd.gov/Infocenter/
FAReservationsPortal/ReservationLogin.aspx 

To remove/delete an employee primary record you will need to email the em-
ployee’s full name and employee ID number to -Info-DOT State Fleet (dot-
statefleet@nd.gov).
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Above is the information you will need to collect for each new entry.
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Appendix C

Title VI Policy Statement
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