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VANPOOL POLICIES AND PROCEDURES 

VANPOOL 
A v a n p o o l i s a g r o u p o f p e o p l e s h a r i n g t h e r i d e i n a K i t s a p T r a n s i t v a n . O u r v a n p o o l s s e r v e 

g r o u p s t r a v e l i n g t o a n d f r o m w o r k , w h o s e t r i p o r i g i n o r d e s t i n a t i o n i s w i t h i n K i t s a p C o u n t y . 

V a n p o o l e r s p a y a l o w m o n t h l y f a r e t h a t c o v e r s t h e v a n , f u e l , m a i n t e n a n c e , a n d i n s u r a n c e 

c o s t s . 

AUTHORIZED DRIVERS 
Only Kitsap Transit approved drivers are permitted to oper ate the v an! Every author ized dr i v er is r 

equi red to m a i nta in an a ccepta ble dr i v i ng recor d which is monitored by K its ap Tra ns i t on a 

c o n t i n u a l ba s i s . Vanpool driv er s m ust a bi de by Ki ts ap Tra nsi t’s poli cy a nd procedures , obey a l l 

tra ffic la ws , a n d p lease be cour teous to other motorists. F u r t h e r , v anpool drivers m ust r eport a ny 

traffic vehicle related citation to Ki ts ap Tra ns i t wi thin 48 hours e v e n i f i n y o u r p e r s o n a l v e h i c l e . 

Kitsap Transit vanpool vans display contact information for program promotion and as a means of 

reporting unsafe vanpool drivers. Our business information is on the side of the van. K its a p  Tra ns i t 

has  the  ri ght  to  rem ove  a  driv er  for  any r eas on. 

In order to become an authorized vanpool driver, applicants must successfully complete t h e v a n p o o l 

d r i v e r a p p l i c a t i o n p r o c e s s w h i c h i n c l u d e s a n o n l i n e d e f e n s i v e d r i v e r c o u r s e a n d , i n s o m e 

c a s e s , a b e h i n d t h e w h e e l e v a l u a t i o n . T h i s p r o c e s s c a n t a k e s ome tim e, so p l e a s e DO NOT 

WAIT UN TIL THE LAST MIN UTE if there is an urgent need to qualify an additional driver. 

UNAUTHORIZED DRIVERS 
A ny una uthor ized pers on driv ing the v an v oi ds a l l i ns ur ance cov era ge for the v a n a nd i ts 

occupa nts. The unauthori zed driv er m a y a l s o be charg ed wi th theft. The v a n may be r em ov ed from 

the gr oup. The va npool gr oup will be r es ponsi ble for a ny da m a g es ma de by a n una uthori zed 

driv er.  

RIDERS 
A l l ri ders m ust fill out a Va npool Agr eem ent a n d s u b m i t t h e A g r e e m e n t s i g n a t u r e p a g e t o 

K i t s a p T r a n s i t , pri or to ri ding in the va n. Va npool pa rti ci pants m ust fol l o w a l l va npool r ul e s and 

r eg ul ati ons w i t h i n t h e A g r e e m e n t . V a n p o o l g r o u p s a r e a s k e d t o s e t r u l e s f o r t h e i r g r o u p . W e 

a s k t h a t t h e r u l e s a r e s e t b y t h e m a j o r i t y o f t h e v a n p o o l m e m b e r s . Ki ts a p Tr ans i t has the 

ri ght to rem ove a ri der for a ny r eas on. 

FUEL CARDS 
Ki ts a p Tr ans i t will i s s ue a Com da ta fuel ca r d to va npools f o r t h e p u r p o s e o f k e e p i n g t h e v a n 

f u e l e d . W h e n u s i n g t h e C o m d a t a c a r d a t t h e p u m p , e n t e r t h e v a n num ber a nd c ur rent 

odom eter r ea ding w h e n p r o m p t e d . Ki ts a p Tra nsi t s u b s e q u e n t l y us es the v a n odom eter rea ding 

for  v e h i c l e  ma intena nce purpos es. Ma ke s ure you  know whi ch type of fuel your v a n r equir es ; If 

you happen to use the wrong fuel type , Do N o t star t the va n and ca l l the maintenance shop 

imm edi atel y! You will be r es pons ible for dam ag es to the v an r es ul ting fr om wr ong fuel type us a g e. 

FERRIES 
Ri de r s of va npool s usi ng the ferry as pa r t of their comm ute must pay a l l fer r y far es dir ectly t o the 

fer r y s ys tem. Make the m ost of your comm ute a nd g et pr efer enti a l loa ding b y r e g i s t e r i n g y o u r 

v a n p o o l wi th t h e W a s hi ng ton Sta te Fer ries 

(https://wsdot.wa.gov/ferries/rider-information/groups-events/carpools-vanpools) 
 
 

Page 2 of 10 



MAINTENANCE/BREAK DOWNS 
Ki ts a p Tr ans i t w i l l c onta c t t he v a n pool driv er /c oor d i nator to s ched ul e r ou ti n e m a i ntena nce 

ser v i c es . V a n p o o l d r i v e r s a r e r e q u i r e d t o d r o p o f f t h e v a n f o r s e r v i c e a t e i t h e r t h e 

C h a r l e s t o n b a s e o r N o r t h b a s e m a i n t e n a n c e f a c i l i t y . A s p a r e v a n m a y b e a s s i g n e d t o y o u r g r 

o u p , w h i l e t h e p r i m a r y v a n u n d e r g o e s s e r v i c e . W hen noti fied t hat y our v a n is r ea dy, the 

vanpool driver must r etri ev e t h e prim ar y v a n as s oon as p ossi bl e . Pr ol ong ing the r eturn of s pare 

va ns may r es ult in u na v a i l a ble spar es for ot her gr ou ps. For urgent vehicle maintenance matters, 

please co n t a c t t h e v e h i c l e m a i n t e n a n c e s h o p :  ( 360) 478-6221. If y ou di s c ov er a pr obl e m or 

de fect on t he v a n th a t does not r eq uire i m m edia te attention, pl ea s e r eport it on y ou r v a npool ’ s 

m ont hl y Vehi c l e I ns pecti on R ep or t. 

VAN CLEANLINESS 
It is the va npool ’ s r esponsi bili ty to keep the v a n cl e a n i ns ide a nd out.   Contra ct-was hi ng 

fa cili ti e s a r e provi ded at v a r i ous l oca ti ons i n Ki ts ap County for this pur pose. W e a s k t h a t y o u 

w a s h y o u r v a n t w i c e a m o n t h . Va ns that a re r eturned to K its a p Tr ans i t must be cl ean both i nsi de 

and out. The r e will be a fee for v ans that are r eturned uncl ean. 

WASH LOCATIONS 

http://www.kitsaptransit.com/vanpool-carpool-scoot/vanpool/vanpool-wash-locations 

S o m e o f t h e f a c i l i t i e s r e q u i r e t h e d r i v e r t o l o g t h e van # a nd t h e i r s i g nature. T h e v an exteri or 

will be was hed by the fa cili ty; T h e v an i nter ior m ust be cle aned (va cuum ed and wi ped down) by 

the v a n driv er.  

 
No smoking or vaping is allowed in the van. 

 
PERSONAL USE/INSURANCE 
Ki ts a p Tr ans i t a l l o w s d r i v e r s t o u s e t h e v a n t o g o t o a n d f r o m s o m e a pp o i n t m e n t s d u r i n g t h e 

d a y . Y o u m u s t c o n t a c t y o u r v a n p o o l c o o r d i n a t o r a n d l e t t h e m k n o w y o u w i l l b e u s i n g t h e 

v a n  f o r  y o u r  a p p o i n t m e n t .  I t is  a l s o per mi s s i ble to s top at  

the s tore on your wa y to or fr om wor k i f t h e s t o p i s a l o n g t h e v a n p o o l r oute. The i ns ura nce 

poli cy cov er s comm uti ng tr ips a nd l e g i ti ma te non-comm uting tri ps (m a i ntenance s er v i ce tri ps, fuel s 

tops , v a n was he s , etc.). 

O n l y a u t h o r i z e d K i t s a p T r a n s i t d r i v e r s m a y o p e r a t e t h e v a n ! U n a u t h o r i z e d p e r s o n s d r i v i n g 

t h e v a n v o i d s t h e v a n p o o l i n s u r a n c e c o v e r a g e. 

COLLISIONS 
If you r v an i s  inv olv ed in a col l i s i on ,  notify 911, f o l l o w e d b y c o n t a c t i n g your Va npool 

Coor di nator. A c c i d e n t  K i t s  are in a m a r k e d  env elope in t h e  va n; Pl e a s e ma ke  s ure t h a t your 

v an has an Accident Kit.  F ol l o w a l l s teps on the front and within the accident kit. 

Y o u mu st no tif y you r vanpo ol c o or din at or ri gh t aw ay. I f i t i s aft er h our s c o n t act di s p atc h o r 

mai n t en anc e. 

Tommy F ernandez: 360-478-5858 X 1 or  to mmyf@kits aptrans it.c o m 

D ee Williams 360-373-2586 or  deew@kits aptrans it.c o m 

D i s p at ch 3 60- 479-69 6 6 

Mai n t en an ce 36 0-4 78- 62 2 1 
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I N C A S E O F A C C I D E N T / I N C I D E N T S e c u r e t h e V a n 

C h e c k f o r i n j u r i e s . ( D o n o t m o v e i n j u r e d u n l e s s i n d a n g e r o f f u r t h e r i n j u r y . ) C a l l 9 1 1 t o 

r e p o r t t h e a c c i d e n t . 

R e p o r t A c c i d e n t t o Di s p a t c h i f b e tw e e n 4 : 0 0 a . m .  A n d 1 0 : 3 0 p . m . C a l l a n d fo l l o w 

i n s t r u c t i o n o f d i s p a t ch e r s . O t h e r h o u r s c a l l 9 1 1 a n d a c c i d e n t / e m e r g e n c y n u m b e r s . 

A s k p a s s e n g e r s t o f i l l o u t “ C o u r t e s y C a r d s . ” 

E x c h a n g e i n f o r m a t i o n w i t h a n o th e r d r i v e r . ( T h e r e i s a n i n s u r a n c e c a r d t o f o r t h e o t h e r 

d r i v e r w i t h y o u r i n f o r m a t i o n o n i t a n d a c a rd f o r t h e o t h e r d r i v e r t o c o m p l e t e f o r y o u . ) 

C O M P L E T E A C C I D E N T RE P O R T A N D R E T U R N T O O U R O F F I C E N O L A T ER T H A N 2 4 H O U R S 

A F T E R A C C I D E N T . 

T A K E P I C T U R E S B O T H O F T H E V A N A N D T H E O T H E R V E H I C L E I F P O SS I B L E . 

MINIMUM VAN USAGE PER WEEK/RIDERSHIP 
Va npools must be in s ervi ce at lea s t four da ys of a fi ve-day wor kweek (mi nim um us a g e of 16 da ys 

per m onth) . E xceptions i n c l u d e hol ida ys , v a ca ti ons, leav es of a bs ences, or in the ev ent the v an 

ca nnot run due to l ow ri der shi p.  Vanpool gr oups ar e expected to keep a minim um r i de r s hip lev el of 

ha l f the v a n s ea ting ca pa ci ty  plus the driver.  A pr omi nent r esour ce for fi ndi ng  r i ders  is  

www.ri des har eonli ne.com. Ri des ha reOnli ne.com is a fr e e , se lf-s er v e ri de ma tch resource. Gr oups 

de ci de how far they will  a djust  the i r cur rent r oute to a ccomm odate ne w r i de r s a nd are expected 

to be fl exi ble wi th the r oute if ri der shi p fa l l s bel ow the m i nim um  r equi rem ent.  I f t h e v a n p o o l ri 

ders hip  fa l l s  bel ow  mi nim um  for  a n extended pe r i od , Ki ts ap Tra ns i t res erv es the ri ght to fold the 

va npool. ALL V AN POOL MEMB ERS ARE EX PEC TED TO ASSIST WITH REC RUITMEN T. 

We r ecomm end that you keep a wai ti ng l i s t of nam es a nd telephone num bers of pe ople who 

ha v e ca l l ed a bout j oi ning the va npool dur ing tim es when the v a n is ful l, then r efer to the list when 

ri de r s hip fa l l s. 

PARKING 
The v anpool driv er /coordi nator i s r es ponsi ble for obta ini ng par ki ng for the v a n at the worksi te.  The 

v a n  must  be  par ked  off  the  s treet  at  a  driver's  home o r a K i t s a p T r a n s i t a p p r o v e d l o c a t i o n 

dur ing  non-wor k hour s . 

ROUTE 
The vanpool driv er /coor di nator m u s t keep Kitsap Transit updated on route changes, u s i n g t h e 

V a n p o o l R o u t e I n f o r m a t i o n F o r m t h a t K i t s a p T r a n s i t i n i t i a l l y p r o v i d e s t o v a n p o o l g r o u p s . 

UNSAFE DRIVING 
Ki ts a p Tr ans i t occa s i onal ly r eceives r epor ts of unsa fe dr i v i ng by va npool dri vers , o ther m otori sts, 

a nd va npool ri der s .  BE C AREFUL!   Dr i v i ng one of our vans is like dr i v i ng a billboar d! Other 

m otori sts often ca l l us to r eport a g g r es s i ve dr i v i ng; Ca l l s a l s o come fr om r i ders who no l ong er 

ha v e confi dence in their driv er. If a Va npool driv er r ecei ves a m ovi ng vi ola ti on while opera ting 

a ny  v ehi cl e ,  the  driv er  m ust  notify  K i ts a p  Tra ns it  wi thin  

48 hours.  Repeated  a ggr essi ve  dr i v i ng c o m p l a i n t s m a y  r es ult in revocation  of vanpool dr i v i ng 

pr i v i l e g es. Pl e a s e r emem ber that as a public tra ns i t ag ency, Ki ts a p Tra ns i t has a r es pons ibi l i ty to 

a s s ure sa fe driv ing pra cti ces of a l l our dri vers – em pl oye e s and v ol unteer s . You r epr es ent K its a p 

Tra ns it ev er y time you g et behind the whe el of a Ki ts ap Tra ns i t v a n. P l e a s e e x e r c i s e s a f e a n d 

c o u r t e o u s d r i v i n g ! 
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MEMBER COMMUNICATION 
Fr om time to time, K i t s ap Transit receives other compl a i nts fr om va npool rider s .  A comm on com 

pla int is " The driv er l eft m e". A nother fr equent com pla int is unsa fe dr i v i ng . I n a l m ost all cas es 

there is a la ck of comm uni ca tion between the ri der a nd the driv er /coor dina tor. Ple ase keep the li 

nes of comm uni ca ti on open in the va n. Driv ers a re expe cted to inform ri de rs well a he a d of 

ti m e of sche dule, r oute, or other va npo ol cha ng es . Ri de r s s hould keep their driv er i nform ed of 

when they will not be ri di ng the va n. Com pl a i nts s hould be broug ht to the driv er /coor di nator firs t, 

wi th subsequent attem pts ma de wi thin the g roup to r es olve a ny pr obl e m . Maj or ity r ule wor ks best 

in a v anpool.  

CARGO 
Ca r g o is not perm itted i n a ny K its a p Tra ns it v an. 

VANPOOL BOOKKEEPER INSTRUCTIONS: 
Va npools a re r equi red to s ubm it a m onthly va npool r eport due (or pos tm arked) by the 9TH of  ea ch 

m onth.  The  monthly  r eport  is  a v a i l a ble  in  ele ctr onic ( E x c e l )  a nd  paper  v er s i ons,  a nd i ncl udes a  

Ri de r s hip Repor t, S a l es Repor t, and Vehi cle I nspe cti on Repor t. The el ectroni c r eport v ers ion can be 

obtained through: https://www.kitsaptransit.com/uploads/docs/vanpool/vanpool-report_2021_2.xlsm  

(The pa per report v ers ion can be obta ined thr ough the v anpool pr og r a m ) 

VANPOOL RIDERSHIP REPORT (Start on this report first. Fill in fillable boxes A though J and all 

passenger names. This information will then transfer to the sales report). 
The Ri ders hip Reports l ogs the nam es of ea ch v anpo ol m embe r and their daily trip a cti v i ty w i t h i n 

t h e r e p o r t i n g m o n t h . 

F i g u r e 1 . V a n p o o l R i d e r s h i p R e p o r t 
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A.   V a n p o o l I D C o d e . E a c h v a n p o o l h a s i t s o w n u n i q u e I D C o d e w h i c h i s i n i t i a l l y a s s i g n e d 

b y K i t s a p T r a n s i t . I f y o u d o n o t k n o w y o u r v a n p o o l I D C o d e , p l e a s e c o n t a c t y o u r 

v a n p o o l c o o r d i n a t o r . V a n p o o l I D C o d e m u s t b e p r e s e n t o n e a c h o f t h e v a n p o o l 

m o n t h l y r e p o r t s , i n c l u d i n g a n y c h e c k s o r i n v o i c e p a y m e n t s f o r t h e v a n p o o l . 

B.   T h e name of the vanpool bookkeeper who prepared the r e p o r t s . 

C.   T h e r e p o r t i n g m o n t h . 

D.   T h e n u m b e r o f t h e p r i m a r y v a n . S p a r e v a n ( s ) u s e d d u r i n g t h e m o n t h c a n b e n o t e d o n 

t h e S a l e s R e p o r t . 

E.   T h e K i t s a p T r a n s i t V a n p o o l C o o r d i n a t o r a s s i g n e d t o t h e v a n p o o l . 

F.   T h e m o n t h l y g r o u p r a t e a m o u n t  c o m e s a u t o m a t ic a l l y f r o m t h e S a l e s R e p o r t . 

G.   T h e monthly individual rate amount comes automatically from the Sales Report . 
H. T h e v a n p o o l m e m b e r s f i r s t a n d l a s t n a m e s . 
I.  Use this column to indicate if the member will be riding in the following month.  

J. T h e t r i p a c t i v i t y – b a s e d o n t h e T r i p K e y [ K ] – f o r e a c h v a n p o o l m e m b e r t h a t 

p a r t i c i p a t e d  d u r i n g t h e r e p o r t i n g m o n t h . 

K.   T r i p K e y f o r i n d i c a t i n g t h e t r i p   y p e f o r d r i v e r s a n d r i d e r s . 

L.   T I P S i g n a t u r e s i s a h a n d y s i g n a t u r e a r e a f o r D o D v a n p o o l s t h a t m u s t s u b m i t t h i s 

i n f o r m a t i o n t o t h e T I P a u t h o r i t i e s . 

 

VANPOOL MONTHLY FARES 
Va npool group far es a re deter m i ned by da i l y r ound trip m i l e s (r t m ) t h e v a n w i l l t r a v e l a nd the 

v an si ze (s ee v a n p o o l f a r e s : h t t p s : / / w w w . k i t s a p t r a n s i t . c o m / v a n p o o l - c a r p o o l - 

s c o o t / v a n p o o l / v a n p o o l - f a r e s ). To estimate the vanpool daily rtm, div ide the total m i l es by the 

number of da ys the v a n oper ated in t h e  cal endar m onth. Round up to the ne xt 5 - m i l e 

i ncr ement , if ne ces s a r y (e.g. 1000/21 = 47.61 or 50 r tm ). V a n p o o l f a r e s a r e p a i d i n a d v a n c e o f 

t h e u s a g e m o n t h ; F o r e x a m p l e , a g r o u p t h a t s t a r t s i n S e p t e m b e r m u s t p a y t h e t o t a l f a r e 

d u e b y S e p t e m b e r 9 th . C o m e O c t o b e r , t h e g r o u p w i l l r e p o r t r i d e r s h i p a n d m i l e a g e s f o r 

S e p t e m b e r , b u t a l l f a r e s c o l l e c t e d w i l l g o t o w a r d O c t o b e r v a n p o o l u s a g e . 

 
VANPOOL SALES REPORT 
T h e S a l e s Report is us ed to report the following: 

1.   A l l m i l e a g es – C o m m u t e m i l e s , Non-Com mute miles, Unplanned Deviation miles, and 

A l l o wa ble m i l e s ( b a s e d o n t h e m o n t h l y g r o u p f a r e ) . 

2.   C h a r g e s b a s e d o n q u a l i f i e d m i l e s a c c r u e d , m i l e s o v e r t h e A l l o w a b l e m i l e s , a n d 

a p p l i c a b l e l a t e f e e s . 

3.   V a n p o o l s u b s i d i e s , a p p r o v e d c r e d i t s , a n d p a y m e n t m e t h o d s . 
 

 
 
 
 
 
 
 
 
 
 

Page 6 of 10 

https://www.kitsaptransit.com/vanpool-carpool-scoot/vanpool/vanpool-fares
https://www.kitsaptransit.com/vanpool-carpool-scoot/vanpool/vanpool-fares


F i g u r e 2 . V a n p o o l S a l e s R e p o r t 

 

 
A.   W o r k w e e k ( 4 - , 5 - , 6 - , 7 - d a y w e e k ) t h a t t h e v a n p o o l operates.  

B.   V a n s i z e b a s e d o n t h e n u m b e r o f s e a t s . 

C.   C o m m u t e m i l e a g e s u s e d f r o m p r i m a r y v a n a n d s p a r e v a n s . 

D.   N o n - C o m m u t e m i l e a g e s ( n on-c h a r g e a b l e m i l e s ) f r o m m a i n t e n a n c e t r i p s , f u e l i n g t r i p s , 

v a n w a s h e s , o r u n p l a n n e d d e v i a t i o n s ( r o a d c o n s t r u c t i o n d e t o u r s , a b r u p t r o a d 

c l o s u r e s , f e r r y d i s r u p t i o n s , e t c . ) . 

E.   T o t a l m i l e s results from t h e N o n - c o m m u t e m i l e s s u b t r a c t e d f r o m t h e C o m m u t  e 

m i l e s .  

F.   D a y s d r i v e n a u t o m a t i c a l l y d e r i v e f r o m t h e R i d e r s h i p R e p o r t . 

G.   D a i l y r o u n d t r i p m i l e s a u t o m a t i c a l l y d e r i v e f r o m t h e t o t a l m i l e s d i v i d e d b y t h e d a y s 

d r i v e n . 

H.   I f t h e d a i l y r o u n d t r i p m i l e s [ G ] i s n o t a m u l t i p l e o f 5 , t h e n r o u n d u p t o t h e  n e x t 5 - 

m i l e i n c r e m e n t . F o r e x a m p l e , i f [ G ] i s 6 4 , t h e n [ H ] s h o u l d b e 6 5 . 

I. A l l o w a b l e m i l e s a u t o m a t i c a l l y d e r i v e f r o m t h e d a y s d r i v e n m u l t i p l i e d b y t h e 

a d j u s t e d d a i l y r o u n d t r i p m i l e s . 

J. C h a r g e s f o r m i l e s o v e r t h e a l l o w a b l e m i l e s a u t o m a t i c a l l y d e r i v e f r o m t h e m i l e s o v e r 

m u l t i p l i e d b y t h e c u r r e n t I R S m i l e a g e r a t e . 
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K.   T o t a l f a r e d u e a u t o m a t i c a l l y d e r i v e f r o m t h e s u m o f t h e g r o u p f a r e , m i l e s o v e r 

a l l o w a b l e c h a r g e , a n d t h e l a t e f e e . 

L.   K T a p p r o v e d c r e d i t i s t h e v a l u e a p p l i e d t o w a r d t h e r e d u c t i o n o f t h e t o t a l b a l a n c e 

d u e . T h i s v a l u e m u s t b e a p p r o v e d b y K i t s a p T r a n s i t . 

M.  V a n w a s h c r e d i t ( $ 1 0 . 0 0 ) i s a v a i l a b l e t o v a n p o o l s w h o s e d r i v e r w a s h e s a n d v a c u u m s 

t h e v a n a t t h e i r r e s i d e n c e . 

N.  F i r s t m o n t h f r e e c r e d i t i s t h e v a l u e a n e w m e m b e r w o u l d o t h e r w i s e p a y . T h i s c r e d i t 

i s a v a i l a b l e o n l y f o r a l i m i t e d t i m e . 

O.  V a n p o o l m e m b e r s l i s t a u t o m a t i c a l l y d e r i v e f r o m t h e R i d e r s h i p R e p o r t . 

P.   U P A S S i s t h e i n d i v i d u a l v a l u e e a c h U P A S S h o l d e r c a n a p p l y t o w a r d t h e v a n p o o l f a r e . 

Q.  O n l i n e c o l u m n i s f o r e n t e r i n g t h e p a y m e n t v a l u e o f e a c h m e m b e r t h a t p a i d o n l i n e . 

R.   O R C A P a s s p o r t N u m b e r i s t h e 8 - d i g i t c a r d n u m b e r t h a t K i t s a p T r a n s i t n e e d s t o v e r i f y 

t h e P a s s p o r t v a l u e f o r e a c h c a r d n u m b e r l i s t e d . 

S.   V a l u e o f P a s s p o r t i s t h e s u b s i d y v a l u e t h a t e m p l o y e r s p r o v i d e t o w a r d t h e v a n p o o l 

f a r e . 

T.   C h e c k / V o u c h e r a m o u n t i s w h e r e t o l i s t t h e v a l u e o f e a c h o f t h e s e p a y m e n t m e d i a 

s u b m i t t e d b y v a n p o o l m e m b e r s . 

U.  B a l a n c e d u e a u t o m a t i c a l l y d e r i v e f r o m t h e t o t a l p a y m e n t s m i n u s t o t a l c r e d i t s . T h e 

b a l a n c e s h o u l d b e $ 0 . 

V.   C o m m e n t s b o x . 

 
VEHICLE INSPECTION REPORT 
V a n p r e v e n t a t i v e m a i n t e n a n c e s e r v i c e s ( P M ) a r e s c h e d u l e d o n a m i l e a g e a c c r u a l b a s i s . 

K i t s a p T r a n s i t w i l l c o n t a c t t h e d r i v e r t o s c h e d u l e t h e v a n f o r r o u t i n e P M s e r v i c e s . F o r s o m e 

v a n p o o l s , P M s e r v i c e s m a y o c c u r e v e r y o t h e r m o n t h . If t h ere is a c o n c ern abo ut yo ur veh icl e, 

pl ease c all our Mai nt en an c e D ep art ment at 3 6 0-478-62 21 . 

T h e v e h i c l e i n s p e c t i o n f o r m p r o v i d e s i n f o r m a t i o n o n t h e h e a l t h o f t h e v a n o n a m o n t h l y 

b a s i s . I f “ N o ” i s c h e c k e d , c o n t a c t t h e m a i n t e n a n c e d e p a r t m e n t a b o u t t h e i s s u e a s e a r l y a s 

p o s s i b l e . 
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F i g u r e 3 . V a n p o o l V e h i c l e I n s p e c t i o n R e p o r t 
 
 

CONTACT INFORMATION 
 

TOMMY FERNANDEZ: 360-478-5858 X 1; TOMMYF@KITSAPTRANSIT.COM 
 

DEE WILLIAMS: 360-373-2586; DEEW@KITSAPTRANSIT.COM 
 

KITSAP TRANSIT DISPATCH 360-479-6966 OR 360-479-6967 
 

MAINTENANCE 360-478-6221 
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ACKNOWLEDGEMENT OF THE VANPOOL ADMINISTRATIVE INSTRUCTIONS 
 
 
 

I _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ , a c k n o w l e d g e t h a t I h a v e r e a d a n d u n d e r s t a n d  
t h e K i t s a p T r a n s i t V a n p o o l A d m i n i s t r a t i v e I n s t r u c t i o n s . I a g r e e t o h o l d h a r m l e s s  
K i t s a p T r a n s i t a n d i t s e m p l o y e e s f r o m a n y l i a b i l i t y a r i s i n g f r o m a n a c c i d e n t , i n j u r y , 
t h e f t , o r d a m a g e s t o m y s e l f o r m y p r o p e r t y e x c e p t a s c o v e r e d b y K i t s a p T r a n s i t ’ s  
c u r r e n t W a s h i n g t o n S t a t e T r a n s i t I n s u r a n c e p o l i c y . I h a v e r e c e i v e d a c o p y o f K i t s a p 
T r a n s i t V a n p o o l P r o g r a m s A d m i n i s t r a t i v e I n s t r u c t i o n s a n d w i l l a d h e r e t o t h e m  
s t r i c t l y . T h i s a g r e e m e n t s h a l l c o n t i n u e u n t i l t e r m i n a t e d b y e i t h e r p a r t y . 
 
T h e t e r m s o f t h i s a g r e e m e n t f o r m s h a l l b e c o n s t r u e d a s t h e e n t i r e a g r e e m e n t . I t  
m a y n o t b e a l t e r e d , a m e n d e d , o r m o d i f i e d e x c e p t i n w r i t i n g a n d s i g n e d b y b o t h  
p a r t i e s . T h e t e r m s o f t h i s a g r e e m e n t s h a l l b e g o v e r n e d b y t h e l a w s o f t h e S t a t e o f  
W a s h i n g t o n . 
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