[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
Subject: Company vehicle use policy 20XX-20XX
Dear employees,
The Stars Marketing Company is hereby issuing company vehicle use policy. This particular policy is meant to be followed by all such employees of the company who use the company vehicles during and after working hours.
· First of all, if an employee thinks that he must be issued with a company vehicle, he must contact the HR department which will check the driving record and driving license of such an employee. So, an employee must possess a fair driving record and a valid driving license.
· Disable employees, who qualify for vehicle usage, will also be able to use a company vehicle. However, the company will accommodate such employees especially.
· In case an accident occurs, report it to the HR department as soon as possible so that the insurance providing company could be contacted as soon as possible.
· While using company vehicles, employees are expected to;
· Abide by the traffic rules, maintain driving expense documents, monitor gas and tire pressure and fuel of vehicle, always lock the vehicle, avoid smoking within the vehicle, report any damage or accident to the company, avoid calling and texting while using the company vehicle.
· [bookmark: _GoBack]Only authorized employees are allowed to use the company vehicle. If any unauthorized use of a vehicle is reported, severe action will be taken against such an employee who has issued that vehicle.          
Employees must not violate the company vehicle use policy. In case of noncompliance, severe disciplinary action will be taken which may include written warning, suspension, legal action, or even termination from the job.
Yours sincerely,
[XYZ]
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