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Introduction
Purpose: The purpose of this workflow is to provide an electronic means to efficiently facilitate the administrative approval process for the acquisition of specific equipment, vehicles or vessels.
Scope: The scope of this workflow encompasses the approval process only.  EVV evaluation and the actual acquisition of the EVV are not included in the range of this workflow.
Workflow Approval Routing:  Initiator -> Fleet Services Supt. -> Initiators designated Director\Dean -> Initiators designated VP\Provost -> Fleet Services Supt. -> AVP Facilities Planning and Operations -> SVP Finance & Administration.
Definitions:  
Compressed Natural Gas (CNG):  Refers to an EVV that operates on the natural occurring gaseous fuel propane that is stored in a compressed state.
Electric:  Refers to an EVV that operates on electric (battery) only.
EVV: Refers to Equipment, Vehicle & Vessel
Equipment:  Refers to a university owned, leased or otherwise controlled self-propelled mobile tangible property used for conducting operations or business (trailers, carts, mowers, sweepers, forklifts, trailers, etc.).
Fuel Cell:  Refers to an EVV that operates on electric (battery) that is produced by a cell using a special chemical reaction.
Hybrid:  Refers to an EVV that operates on a combination of gasoline or diesel fuel and electric (battery).
Liquefied Propane Gas (LPG):  Refers to an EVV that operates on the manufactured gaseous fuel propane that is stored in a liquid form.
Petroleum Fuel:  Refers to an EVV that operates on gasoline or diesel fuel.
Solar:  Refers to an EVV that operates on electric (battery), but is supplemented by solar energy.
Vehicle:  Refers to a university owned, leased or otherwise controlled licensed motor vehicle. 
Vessel:  Refers to a university owned, leased or otherwise controlled watercraft, boat or vessel.


A) EVV Needs Discussion with Fleet Services Supt.:  It is important that the initiator discuss their needs with the Fleet Services Superintendent prior to completing this form.  During this discussion we will assess your departments requirements, review available options, KSU and Dept. of Energy requirements, and then provide you with descriptive details and pricing.

B) EVV Workflow
a. Department Name:  Enter the name of the Campus and the department who will be requesting the EVV.
b. Department Contact/Initiator:  Enter your name.
c. Department Contact/Initiator’s Phone Number:  Enter your office phone number.
d. Department Fiscal Contact:  Enter the department’s financial Manager’s name. 
e. Department Fiscal Contact’s Phone Number:  Enter the department’s financial Manager’s office phone number.
f. Department Director/Dean:  Enter the department’s Director/Dean’s name.
g. Department Director/Dean’s Phone Number:  Enter the department’s Director/Deans’s office phone number.
h. EVV Description:  Enter the description of the EVV, including any major options or implements.  Examples: “New 2015 Chevrolet K2500 Pickup Truck with Snow Plow”,  “New 2002 Hustler 60” Zero Turn Rotary Mower”,   “Used 2008 Ez-Go 4 seat golf cart with canopy, windshield and charger”.
i. Fleet Category;
i. Replacement:  If the EVV that you are requesting is replacing another unit, check mark this box.
1. Unit #:  Enter the unit number and/or description of the EVV that will be displaced by the new requested EVV.
2. Disposal Type;
a. Sold:  The EVV that is being replaced will be sold via approved methods.
b. Traded:  The EVV that is being replaced will be trading in against the purchased of the requested EVV.
c. Salvage:  The EVV that is being replaced has little to no usable value and will scrapped or sold as salvage per approved methods.
d. Donation:  The EVV that is being replaced will be donated per approved methods.
ii. Addition:  The EVV that is being requested is not replacing another EVV, but is in addition to the current fleet.
j. Acquisition Cost:  Enter the known total cost of the EVV acquisition as requested.
k. Acquisition Type;
i. Purchase:  The requested EVV will be purchased directly and completely from departmental funds.
ii. Internal Lease:  The requested EVV will be acquired through the internal lease program and paid back to the university per an agreed upon payment schedule.   Please note that this agreement is coordinated through Fleet Services and must be pre-approved before the acquisition form is submitted.  Fleet Services will provide you with documents to attach if you would choose this acquisition type.
iii. External Lease:  The requested EVV will be acquired through an external lease program with specific terms and payment schedules.   Please note that this agreement is coordinated through Fleet Services and Procurement and must be researched prior to the acquisition form being submitted.  Fleet Services may provide you with documents to attach (if required) if you would choose this acquisition type.
1. Terms Required:  Enter specific lease terms that you would require.  Example: 3 year lease @ 12,000 miles per year.
iv. Donation:
1. Stipulations:  Record any stipulations the Donor may require of KSU in return for the donation of this EVV.  Example: Donor requires a decal stating that this EVV was donated by Corporation XYZ for the life of the EVV.
v. Other:  If the acquisition type is different than reflected above, describe  the  way in which KSU will acquire this EVV including all pertinent information.
l. Annual Expenses:  Enter the sum of all accumulated expenses that are anticipated throughout a typical year.  Example:  anticipated fuel cost, maintenance and repair fees, insurance, tolls, misc. fees, etc.
m. Index to be Charged:  Enter the departmental expense index that is responsible for the cost of this acquisition.
n. Parking and Storage Location:  Enter the location where this EVV will be normally parked or stored.  Example: University Facilities Management Maintenance Storage Bldg. 054.
o. Who Will be Operating this Unit;
i. Students:  Check this box if official KSU students will be operating this EVV.
ii. Student Staff/Faculty:  Check this box if KSU departmentally employed student staff or student faculty will be operating this EVV.
iii. PT/FT Staff/Faculty:  Check this box if KSU departmentally employed part-time or full-time staff or faculty will be operating this EVV.
p. How Many Months a Year Will This Unit be Operated:  Enter the number of months per year that this vehicle will be normally operated.  Example:  If the unit is only used for mowing grass, you may enter 8.
q. Anticipated Mileage/Hours Per Year;
i. On-Campus:  Enter the anticipated mileage or hours that the EVV will be operating on the KSU campus during a typical year.  Example:  You may anticipate that this EVV will travel 2,500 miles on campus or a piece of equipment may operate 500 hours on campus.
ii. Off-Campus:  Enter the anticipated mileage or hours that the EVV will be operating away from KSU campus during a typical year.  Example:  You may anticipate that this EVV will travel 5,000 miles off campus or a piece of equipment may operate 200 hours off campus.
r. Green Initiative Information;
i. Petroleum Fuel Only:  Check this box if the EVV you requested is powered only by a petroleum fuel.
ii. Hybrid:  Check this box if the EVV you requested is powered by a petroleum fuel and electric (battery).
iii. Electric:  Check this box if the EVV you requested is powered only by an electric (battery).
iv. Solar:  Check this box if the EVV you requested is powered by electric (battery) and recharged by solar means.
v. Fuel Cell:  Check this box if the EVV you requested is powered only by a fuel cell.
vi. Compressed Natural Gas:  Check this box if the EVV you requested is powered only by a CNG or a combination of fossil fuel and CNG.
vii. Liquid Propane Gas:  Check this box if the EVV you requested is powered only by a LPG or a combination of fossil fuel and LPG.
viii. Other:  Check this box if the EVV you requested is powered by a fuel type or system not reflected above.
s. What Purpose and/or Processes Will This Unit Serve in This Department:  Enter a detailed explanation of what specific uses this EVV will have within your department.  Example:  “This EVV will be used to transport interdepartmental correspondence, parcels and packages to all other regional campuses within the university network.”
t. If this unit is an addition to the fleet;
i. Please describe how the purposes or processes which require this acquisition are currently performed?  Enter in detail how you currently are performing the purposes and/or the processes in your department without the use of this requested EVV.  Example: “We currently contract with local vendors to supplement our deliveries, but due to vendor price increases and a steady increase in deliveries needed we have calculated our operating costs will decrease by 30% with the purchase of this van.  Additionally the cost of the van will be recovered in three years.”
ii. How this acquisition will benefit your department’s operation and Kent State University?  Enter in detail how your department and/or the university would benefit by this EVV acquisition.  Example: “Due to vendor price increases and a steady increase in deliveries needed we have calculated our operating costs will decrease by 30% with the purchase of this EVV and the cost of the van will be recovered in three years.  Additionally, we would be able to deliver the packages 24 hours sooner than the vendors could.”  
u. If this unit is a replacement;
i. Please describe the effect to your department if the request is not approved?  Describe in detail the consequences if your department is not permitted to replace your existing EVV.  Example:  “The current EVV is experiencing extended downtime causing the department to rent a replacement and slowing our customer service time.   Additionally the EVV is experiencing structural failure that is a safety concern.”
v. How will the unit be managed to ensure only qualified drivers may operate it?  Enter how your department will manage the operators of this vehicle and ensure they are qualified, trained and have all the credentials as required by the university.  Example:  “All operators will sign out the keys with the unit manager, who will ensure both the drivers qualifications and the yearly license checks are done”
w. How will unit’s maintenance and repairs be addressed?  Enter the information pertaining to how or who will be performing work on the requested EVV.  Examples: “Fleet Services will provide all maintenance and repair services.” or if you are not located on the Kent campus you may say “Maintenance and repairs will be performed at local automotive repair facilities.”
x. If a petroleum fueled vehicle is proposed, please explain in detail why a more sustainable unit will not work for this specific request:  Enter the specifics on the reasoning/research that supports the fact that only the requested EVV has been proposed.  Examples:  “It was found that due to the configuration that is required for the EVV, the manufacturer does not build a more sustainable EVV other than one powered by petroleum fuel.”,  “A petroleum fuel was requested because the CNG EVV alternative would cost an additional $12,000.00, which would cause an excessive financial burden to the department.”
