MID-REGION COUNCIL OF GOVERNMENTS
FINANCE POLICIES
TAKE-HOME VEHICLE POLICY

 
Introduction

Certain employees with the Mid-Region Council of Governments require take-home vehicles for the performance of their duties.   Policies over take-home vehicles ensure that only authorized employees take home MRCOG/Rio Metro owned vehicles.  The policies also ensure timely communication of company issued vehicles to payroll so that MRCOG will be in compliance with IRS Publication 15-B, since non-business use of vehicles is considered taxable fringe benefits.

Policy

The issuance of all company owned vehicles as take-home vehicles must be approved by MRCOG’s Executive Director and Finance or Accounting Manager.  Payroll must apply the rules of IRS Publication 15-B to the salaries and wages of each employee issued a take-home vehicle.   

Procedures

Once a supervisor determines that an employee needs a take-home company car, he/she must complete the Take-Home Vehicle Form and obtain the Executive Director’s signature on the form.  The employee must sign the 2nd page of the Take-Home Vehicle Letter.  The approved form and employee’s signature page must then be submitted to Finance for approval.  Either the Finance Manager or Accounting manager must approve the form.  Once approved, the form must be submitted to payroll so that the employee can be set up in MIP/payroll to reflect the take-home vehicle fringe benefit.   

Once it is determined an employee no longer requires a take-home vehicle, the Take-Home Vehicle Form must be completed and turned into payroll so that the employee’s wages will no longer reflect the take-home vehicle fringe benefit.  Both the Executive Director and the Finance/Accounting Manager must approve the form before submitting to payroll.    

 
 
