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[Company Name] Employee Transportation Policy
This is a basic template for an employee transportation policy. You can customise it to fit
your specific organisation's needs and local regulations.

Purpose

The purpose of this policy is to establish guidelines for employee transportation, ensuring
safety, efficiency, and compliance with applicable laws.

Scope

This policy applies to all employees of [Company Name].

General Principles

● Safety First: [Elaborate how all transportation activities prioritise the safety of
employees.]

● Compliance: [Elaborate how the company will comply with all applicable traffic laws,
regulations, and industry standards.]

● Cost-Effectiveness: [Elaborate how the provided transportation options will help
cost-effectiveness and efficiency.]

Company-Provided Transportation

If applicable to your company, elaborate on who and in what way may use company
vehicles. Every bulleted item below needs it’s own explanation.

● Vehicles: The company may provide vehicles for specific business purposes, such
as company-owned cars or vans.

● Usage: Vehicles must be used only for business purposes and in accordance with
company policies.

● Maintenance: The company will ensure that vehicles are properly maintained and
inspected regularly.

● Insurance: All company-provided vehicles will be adequately insured.

Employee-Provided Transportation
Elaborate how, if applicable, will your company reimburse travel expenses and in what way
will employees submit documentation to prove fuel cost, etc.

● Reimbursement: The company may reimburse employees for transportation
expenses incurred for business purposes, subject to specific guidelines.

● Documentation: Employees must provide appropriate documentation, such as
receipts or mileage logs, to support reimbursement claims.

● Personal Vehicle Use: Employees using their personal vehicles for business
purposes must maintain adequate insurance coverage.
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Public Transportation
Elaborate how, if applicable, will your company reimburse travel expenses and in what way
will employees submit documentation to prove public transportation usage.

● Reimbursement: The company may reimburse employees for public transportation
expenses incurred for business purposes.

● Guidelines: Reimbursement may be subject to specific guidelines, such as proof of
purchase or usage.

Safety and Compliance
Elaborate how, if applicable, will your company ensure safety for employees while
commuting.

● Driver Training: The company may require employees to undergo driver training or
safety courses.

● Driving Records: Employees may be required to provide their driving records.
● Substance Abuse: The company prohibits substance abuse while operating a

vehicle.
● Accident Reporting: Any accidents involving company vehicles or employee-owned

vehicles used for business purposes must be reported immediately.

Additional Considerations
Any additional considerations should be thoroughly explained.

● Telecommuting: If applicable, the policy should address guidelines for transportation
expenses related to telecommuting.

● Carpooling: The company may encourage carpooling to reduce transportation costs
and emissions.

● Emergency Preparedness: The policy should address emergency transportation
procedures.

Remember to consult with legal counsel to ensure your policy complies with local
laws and regulations.
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