(YOUR COMPANY) POLICY LETTER

COMPANY VEHICLE DAMAGE DISCLOSURE AGREEMENT
An employee must notify their field supervisor or call the office immediately if any of the following situations arise related to use of a company vehicle by the employee or by any other persons otherwise involved:

1.
Any moving or non-moving vehicle accidents. 

2.
Any type of damage to the outside or inside of vehicle for any reason.  This  

      includes any type of damage caused by the vehicle hitting or running over 

      anything and any damage to the interior such as seats, dashboard, doors, etc.     
3.
Any injuries to persons inside or outside of the vehicle.
4.
Theft of the vehicle and/or theft of anything inside the vehicle.
5.  Any type of mechanical problems with the vehicle that an employee  

     notices.
6.  Any unusual sounds that the employee notices inside or outside of the vehicle   

     such as rattling, squeaking or any unusual engine or brake noises.
7.  Any damage from a person smoking in the vehicle.  (Note: Since there is no 
     smoking allowed in a company vehicle, employees must refrain from smoking 

     in the vehicle at all times and/or immediately stop others from smoking in the 
     vehicle.)
(Your Name)

