NATKINS

VEHICLE USE AGREEMENT

This Vehicle Use Agreement signifies that the driver has been given a copy of the Atkins Fleet Vehicle
Management Policy and the Motor Vehicle Operation Policy and agrees to comply with all requirements which
include but are not limited to the following:

1.

10.

11.

12.

13.

Authorized Fleet Vehicle Drivers are employees, contractors, and agents who are permitted to operate a
fleet vehicle on a public roadway for an Atkins work-related purpose and meet the criteria for Authorized
Drivers as outlined in the Motor Vehicle Operation Policy.

Atkins vehicles are for official company business only. No personal use of any kind is permitted unless
approved in writing by a supervisor in the employee’s operational management chain at the level of
Practice Manager or above. Transporting family members, guests, or pets/animals in any company
vehicle is prohibited at all times.

Atkins provides the required collision and liability insurances on its vehicles. If a company-owned vehicle
is damaged or involved in an accident during unauthorized use, the employee-driver will be held
financially responsible and may be subject to disciplinary action.

Except during business travel, company vehicles must normally be returned to the office or another
designated location at the conclusion of each work shift. However, Authorized Drivers may be permitted
to take a company vehicle home, with the written approval of the Practice Manager.

All drivers and employee-passengers in fleet vehicles must comply with all state driving laws, including
the seat belt law, as well as Atkins own requirements found in Atkins Motor Vehicle Operation Policy.
Drivers are financially responsible for the costs associated with any violations or citations arising from
their use of a company vehicle. Employees will be expected to reimburse Atkins promptly for any such
costs which the company must pay directly, including late fees or processing fees.

Drivers are responsible for service and maintenance of assigned vehicles. Failure of the driver to
perform needed repairs may result in loss of the vehicle, or in the event of damage to the vehicle, driver
may be subject to payment for vehicle repair.

A Vehicle Condition Report is required to be submitted for every fleet vehicle on a monthly basis.
Vehicle Condition Reports record any service, maintenance, or missing safety items needed for the fleet
vehicle. Upon noting any needed maintenance, it is the driver’s responsibility to have the vehicle
serviced in a timely manner.

At the end of every month, the driver responsible for the vehicle is to submit a completed Mileage
Report. The Mileage Report indicates the beginning and ending odometer readings for the vehicle and
the business purpose for the mileage.

Vehicle reassignment may occur if monthly reports and receipts are late or missing three times in a
twelve-month period.

Drivers are responsible for ensuring that the vehicle interior is kept clean and is free of any trash or
other debris at the end of each business day.

Smoking is not permitted in any company vehicle — NO EXCEPTIONS. Should this rule be violated, the
employee will be held financially responsible for any cleaning costs which might be required, and may
be subject to disciplinary action.

Atkins vehicles generally feature the company logo on the sides of the vehicle. Logos cannot be
removed or defaced.

| acknowledge that | have received and read a copy of the Atkins Fleet Vehicle Management Policy and
Procedures and the Motor Vehicle Operation Policy. | understand the contents and agree to comply with the
policy. Failure to comply will be considered a violation of work rules.

Employee Signature Employee Number Date

Supervisor Signature Date
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