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Office of Risk Management
Driver Authorization Requirements and Applications Cover Letter
	


All members of the University community including faculty, staff, and students, must complete the required paperwork in order to be approved to operate a university owned or leased vehicle for university-related business or sponsored activities.  The term “university vehicle” refers to automobiles, minivans, SUV’s,    12-passenger vans, and golf carts, but not to commercial vehicles.
Authorized Driver Standards

In order to operate a university vehicle, a driver must meet the following minimum standards.  Approval to drive a university vehicle is a privilege rather than a right, and authorization to drive university vehicles may be revoked for reasons deemed appropriate by the University, as explained below:

1. Must have a valid U.S. drivers license for at least one (1) year issued by the Department of Motor Vehicles (or equivalent) from the state of residence or the District of Columbia.

2. Must have the correct license for the vehicle type that they will be driving, including any endorsements.

3. Must be a minimum of 18 years of age.

4. Must complete and sign a Georgetown University Driver Authorization Application and the Kroll Motor Vehicle Record Release Form.  Both must be submitted to, and approved by, the Office of Risk Management prior to driving and annually thereafter. 
5. The motor vehicle report must show a driving record that meets the standards of the University’s insurance carrier set forth below:
Minimum criteria acceptable for operation of a university vehicle:

1. No more than three (3) moving violations and/or chargeable accidents in the most recent three (3) years
2. No more than two moving violations and/or chargeable accidents in the most recent year
3. Drivers should have no “major convictions” within the last five (5) years
Major convictions include:

1. Driving while intoxicated or ‘under the influence’ (DWI or DUI)  

2. Leaving the scene of an accident.

3. Careless or reckless driving violations
4. Homicide or assault through use of motor vehicle
5. Attempting to elude a police officer.

6. Racing

7. Permitting a minor to operate a vehicle
Instructions for Becoming an Authorized Driver

1. Submit the following completed and signed forms: 
a. Georgetown University Driver Authorization Application
b. Kroll Release Form for MVR check
c. State-specific form if necessary (Washington State, New Hampshire).  

2. A legible copy of your valid U.S. driver’s license.  

3. Fax the forms and a copy of your driver’s license to Risk Management at (202) 687-5680.  

4. You do not need to fax this cover page.
Georgetown University

Driver Authorization Application

PLEASE PRINT LEGIBLY OR TYPE INFORMATION AND COMPLETE ALL SECTIONS

  EMPLOYEE______ STUDENT_____

LAST NAME, FIRST NAME, MIDDLE INITIAL (exactly as it appears on driver’s license)  

                                                                                                       ________                                                         

Daytime phone Number
                EMAIL ADDRESS       

                    Georgetown uid#
                                                                                                                                     ______        _________   
DEPARTMENT FLEET COORDINATOR                                DEPARTMENT NAME OR PROGRAM NAME    
____________________________________________               _______________________________________


SUPERVISOR OR MANAGER NAME & PHONE
PURPOSE FOR DRIVING   
Please answer the following questions:
1. Have you been authorized to drive by Risk Management in the last calendar year?   Y_____ N_____ 
2. Have you ever been certified to drive a 12-passenger van by Risk Management?  Y____ N____ 
I understand that Risk Management will obtain a Motor Vehicle Report from the university or its third-party vendor to determine my authorization to drive a vehicle that is owned or leased by the university.
I have been provided with a copy of the Georgetown University Vehicle Policy and I understand that a copy is available on Risk Management’s website at http://www1.georgetown.edu/svp/rm/53474.html.  I agree to abide by this policy, and by all applicable laws and regulations pertaining to the operation of motor vehicles.

I understand that I have an obligation and responsibility to the university and any negative change in the status of my driving record may result in the revocation of the privilege of operating a university owned or leased vehicle.

	SIGNATURE
	DATE


NOTE: If you hold a valid driver’s license in New Hampshire or Washington State you will need to complete a state-specific form and provide that in addition to the GU and Kroll forms.
FOR RISK MANAGEMENT USE ONLY
Processed by:              
Van Trained________
Approved_________ Denied___________
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DISCLOSURE AND AUTHORIZATION TO OBTAIN MOTOR VEHICLE REPORT INFORMATION
In connection with my vehicle operation authorization with Georgetown University, I authorize the University to request a consumer report (i.e. MVR) on me for vehicle operation purposes from KROLL BACKGROUND AMERICA, INC. (“Kroll”).  Such reports will consist of information issued from the state Department of Motor Vehicles and will reveal my motor vehicle/driving record history.    

I authorize the state Department of Motor Vehicles that may have information relevant to the above to disclose the same to Georgetown University and Kroll.  I authorize Georgetown University to share such information on a “need to know” basis to protect their employees and maintain strict confidentiality.  Kroll does not sell or otherwise provide any of the information found in its background investigations to any party other than Georgetown University.   

I understand that I am entitled to a complete and accurate disclosure of the nature and scope of any consumer report (i.e. MVR) of which I am the subject upon my written request to Kroll.  I also understand that I may receive a written summary of my rights under 15 U.S.C. § 1681 et. seq.  I agree that this authorization shall remain valid for the duration of my employment with Georgetown University.  I certify that the information contained on this Authorization form is true and correct and that my application or employment may be terminated based on any false, omitted or fraudulent information. 
SIGNATURE: ________________________________________________Date:____________________________
DRIVER IDENTIFYING INFORMATION FOR CONSUMER REPORTING AGENCY
Last Name: _______________________________ First Name: ________________________________ Middle: ________________




Current Address: ____________________________________________________________________________________________

                      Street /P. O. Box
      City
         State
Zip Code
County
                    Dates
 

Driver’s License Number: ____________________________________ State of Issuance: ______ Date of Birth: __________________

For CA, MN & OK Residents Only:  Please provide me with a copy of my MVR report         YES:     NO 

For California residents: Under § 1786.22 of the California Civil Code, you may view the file maintained on you by Kroll.  You may also obtain a copy of this file, upon submitting proper identification and paying the costs of duplication services, by submitting a request by mail, by appearing at Kroll’s offices in person during normal business hours and on reasonable notice, or you may also receive a summary of the file by telephone after submitting a written request.  Kroll has trained personnel available to explain your file to you and will provide a written explanation of any coded information.  If you appear in person, you may be accompanied by one other person, provided that person furnishes proper identification.  Kroll is located at 1900 Church St., Suite 300, Nashville, TN 37203 and may be contacted at 800-697-7189.  
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