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REQUIREMENT FOR A VEHICLE AS A CONDITION OF EMPLOYMENT FORM

PURPOSE
Managers are required to complete this form annually and forward it for the appropriate approvals and processing, as indicated, for any employee whose position may require a vehicle as a condition of employment.  This form is be approved by the Deputy Minister by March 1st of each year and forwarded for processing by April 1st of each year so that an appropriate reimbursement method is in place for eligible employees for the next fiscal year.

EMPLOYEE INFORMATION
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PART I.  CONFIRMING POSITION MEETS CRITERIA - VEHICLE AS A CONDITION OF EMPLOYMENT
As per the Civil Service Master Agreement and the Kilometrage Rates, Monthly Allowances and Transportation Allowances Regulations under the Civil Service Act, the following criteria must be considered and assessed when determining whether an employee requires a vehicle as a condition of employment:

Please check each box to indicate that the manager has considered the following criteria and confirmed they have been met:


The nature of the employee’s job 

Opportunities for use of an alternate means of more economical travel (e.g., rental vehicle, public transportation, taxi, etc.) without substantial impairment of efficiency in employee’s performance of job duties


Ability of the employee to control and/or plan for transportation demands

Frequency of the incumbent’s vehicle usage during the previous fiscal year


Please circle one of the following: 
daily

weekly

monthly


Kilometrage travelled by the incumbent in the previous fiscal year: 
_______kms

Kilometrage anticipated by the incumbent for the next fiscal year:
_______kms

Refer to Section 7(3) of the Kilometrage Rates, Monthly Allowances and Transportation Allowances Regulations under the Civil Service Act, which provides kilometrage ranges to be considered. 

Based on the above criteria, employee [insert employee name] is required to have an automobile for the purpose of carrying out employment duties.  
Employee’s Manager




Date



[Manager to provide Form to employee for completion of PART II.]
PART II.   EMPLOYEE INFORMATION – (TO BE COMPLETED BY THE EMPLOYEE):














For the                                 fiscal year,                                                 , am opting for  



       

       [Employee’s name]


Monthly Allowance plus Kilometrage

⃝
Straight Kilometrage

Employee
  




Date







[Employee to Return to Manager to complete next part, as applicable.]

PART III.   MONTHLY ALLOWANCE AND KILOMETRAGE - (TO BE COMPLETED BY MANAGER IF EMPLOYEE HAS OPTED FOR MONTHLY ALLOWANCE)

Monthly Allowance Start Date:

Subject to Section V, the Monthly Allowance is effective until the end of the fiscal year (at which time the Manager and employee will resubmit this form).

I confirm,                                                 , has not been provided with a government vehicle.

           [Employee’s name]

The Civil Service Master Agreement and Kilometrage Rates, Monthly Allowances and Transportation Allowances Regulations under the Civil Service Act set out other applicable conditions of the Monthly Travel Allowance.

Should an employee leave the position prior to the monthly allowance end date, or should an employee’s monthly allowance be reduced as per the circumstances outlined in the Civil Service Master Agreement or Kilometrage Rates, Monthly Allowances and Transportation Allowances Regulations under the Civil Service Act, the employee’s manager will complete section V of this Option Form, CHANGE IN MONTHLY ALLOWANCE, and send to Human Resources, Public Service Commission, and Payroll, Department of Finance.   
Employee’s Manager




Date



[Manager to send to Deputy Minister /HR Director for completion of PART IV.]
PART IV. VERIFICATION - (TO BE SIGNED BY THE DEPUTY MINISTER AND HR DIRECTOR):
Deputy Minister




Date

Director, Human Resources



Date

[HR to maintain a copy in the employee’s personnel file and to send a copy to Payroll, Department of Finance, for processing]
Requirement for a Vehicle as a Condition of Employment Form 
Proposed revisions from the PSC and PCR – PART V (page 5 of 5) 
PART V. CHANGE IN METHOD OF KILOMETRAGE REIMBURSEMENT – (TO BE COMPLETED BY MANAGER AND EMPLOYEE, AS REQUIRED, WHEN EMPLOYEE’S CIRCUMSTANCES CHANGE IN ACCORDANCE WITH the Master Agreement or Kilometrage Rates, Monthly Allowances and Transportation Allowances Regulations under the Civil Service Act)

Employee Name:




Personnel #:





The employee’s monthly allowance should cease, as the employee:


has left the employ of the department or has moved to a new position where the provision of a vehicle is no longer a condition of employment. 

The employee’s monthly allowance should be reduced, as the employee:


has been granted special leave with pay or sick leave for a period of more than thirty (30) calendar days (there is no reduction where the leave is for thirty (30) calendar days or less);


is on special leave without pay.

Based on a change in assignment and kilometres travelled, the employee is opting to:


change method of kilometrage reimbursement from straight kilometrage to monthly allowance and kilometrage


change method of kilometrage reimbursement from monthly allowance and kilometrage  to straight kilometrage 

Employee’s Manager




Date



Employee (if applicable)



Date



Effective Date of Change:





[Manager to send a copy of this part to Human Resources, Public Service Commission, and Payroll, Department of Finance, for processing]

Name:





Department:





Division:





Classification:





Position Title:				





Phone Number:





Personnel #:



































Name:





Department:





Division:





Classification:





Position Title:				





Phone Number:





Personnel #:


















































Department of Finance v2 September 2013

Page 4 of 5

