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Guidelines when using an EBC vehicle: 
 
1. It is the driver’s responsibility to walk around the car and look for any damage before 

driving a vehicle  
2. Walk around the car to look for damage when you return the vehicle to EBC. 
3. Check the oil and other fluid levels in the vehicle before driving.    
4. Check for excessive tire wear. 
5. Stop by Fleet Services (Motor Pool) at 1775 E. South Campus Drive if the oil and other 

fluids in the vehicle need to be topped off, and/or to check tire pressure.  There is no 
charge for topping off oil and fluids and checking tire pressure and only takes about 5 
minutes.   

Note:  No appointment is necessary.  They are open from 8:00 am to 4:30 pm Monday-
Friday. 

 
Guidelines in case of vehicle damage or an accident:   

1. Call campus police and file a report if you find any damage. 
2. Complete an incident/accident form located in the glove box and report the incident or 

accident to your supervisor. 
3. The supervisor should inform the appropriate person in the department’s accounting 

area, who will notify University Risk & Insurance Services. 
4. Follow the same steps if you are in an accident off campus, except call the local police 

department to report the accident. 
  
General Information about Fleet Services (Motor Pool) 
• Fleet Service’s phone number is (801) 581-8155 
• They are open from 8:00 am to 4:30 pm M-F.   
• Pick-up location is 1775 East So. Campus Drive which is located near the TRAX station 

for the Huntsman Center.    There is no public parking anywhere nearby. The lot next to 
the Motor Pool building is an “A” parking lot and any personal vehicle parked there must 
have an “A” sticker or it will be ticketed.   

• You can honk if the door is closed and the door will be raised. 
• You can call Fleet Services if you break down while driving an EBC vehicle, or any 

University vehicle and someone will assist you. 
• Fleet Services performs regular maintenance on EBC vehicles. Check with the designated 

person in your department or Jorge Uboldi if you think a vehicle needs an oil change, 
service, or is making a strange noise,. 

  
Note:  Most EBC cars are driven by multiple drivers. All drivers need to check oil and fluid 
levels or it can lead to engine damage.  Remember:  worn tires can be dangerous. 

  
  
 
 



GUIDELINES WHEN USING VEHICLES FROM FLEET SERVICES: 

You must take the State’s Defensive Driving Course before you are eligible to drive a Fleet 
Services or University/State vehicle.  

Access the Driver Training Video and Test online at: http://risk.utah.gov/risk-training/2-risk/50-
defensive-driver-training.html  (This training works best in the Google Chrome browser).  

• Under Public and Higher Education click on “Utah Learning Portal”  
• Log in or create an account by clicking “Sign up here.”  
• The keyword for the University of Utah is uou. 
• Launch the interactive defensive driver video once you are logged in. 

Fleet Services maintains a record of all certified drivers.  Submit your driver license information 
to Fleet Services once you have passed the test.    Include the date you passed the Defensive 
Driving Course.   This certification is good for two years so you will need to retake the test every 
two years.   

Steps to Rent a Fleet Services vehicle:   

1. E-mail your request to fleet@fm.utah.edu or phone 801-581-8155 if/when you wish to 
rent a Motor Pool fleet vehicle, (allowed for University related purposes only; no 
personal use allowed).   

Note:  do this as soon as you know you will need a vehicle. Fleet Services can get 
very busy, especially during the summer and at Spring and Fall Break and can 
quickly run out of available vehicles 

2. Provide Fleet Services the following information: 
a. The number and type of vehicle (sedan or minivan)  
b. date and time of pick-up 
c. date and time of drop-off 
d. destination  
e. names and UID numbers of all drivers.  All drivers must be certified. 

Payment:  Payment is made through journal entry.  A payment authorization form will be sent 
when a reservation is made. It should be completed with the appropriate signatures and a 
Chartfield account number to be charged.  If traveling out of state, an interactive interstate travel 
form must also be completed and returned 3-5 days before your trip.  Fleet Services will send 
you one if necessary. 

You can make a request from Fleet Services to know the exact charges once a vehicle is 
returned.  Provide the reservation ID number and a copy of the rental form will be sent to you 
with the itemized charges entered. 

  

 



Process for Picking up Rental Vehicles:   Fleet Services is open from 8:00 am to 4:30 pm Monday-Friday. 

1. You will be asked to walk around and check for damages when picking up a vehicle. 
2. Make a note on the rental form if any are found. 
3. You will be given a rental packet which will contain a copy of the rental form, a list of emergency 

phone numbers to call, and a gas card for fueling and a list of stations which accept University 
gas cards for payment, if you are traveling 100 + miles. 

4. There is a blank accident report form in the glove box in case of an accident.  The procedure is 
the same as when in an EBC vehicle. 

5. Follow accident guidelines described in the EBC vehicle description in case of an 
incident/accident. 

General Information:   

• Fleet Services vehicles can be parked anywhere on campus except stalls for the handicapped and any 
marked “Reserved for ________.”   

• Vehicles can be returned after hours. Park the vehicle in the aforementioned “A” parking lot and 
deposit the key in the key drop next to the front door.  Leave the rental packet in the vehicle.  
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