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	Statement

	Statewide transportation routes generally run under the stated contract minimum of four hours total live time per day for school bus routes and 4 hours total time per day for van routes.  Occasionally a route may exceed this four hours per day.  In instances where a route exceeds four hours per day the Contractor may request overage reimbursement for the time operated in excess of this four live hours (school bus route) or 4 hours total time (van route) per day.

	Procedures

	School Bus Route Overage 
When the Contractor determines that a route performed by a school bus operates in excess of four hours combined AM and PM live time, per day, the following steps must be taken in order to claim overage reimbursement:
Contractor Responsibility
· Total time from first AM pickup to last school plus total PM drop off time from first school to last drop off time must be in excess of four total hours
· Notify System Manager of the overage
· Complete documentation of route time for five consecutive days 
· Verify time using Contractor’s GPS system (Zonar, Synovia, etc.)
· Complete Overage Request form
· Submit completed Overage Request Form and Contractor’s GPS backup documentation to System Manager
System Manager Responsibility
· Promptly review Overage Request Form and GPS backup documentation
· Ensure that all required information is complete and accurate on Overage Request Form
· Determine if actual overage time exists
· Calculate overage expense if indicated
· Draft and submit overage recommendation letter to Director of Statewide Efficiencies
Overage will not be paid until all paperwork has been submitted to System Manager for review and verification and recommendation letter has been submitted to the Director of Statewide Efficiencies.  Once approved by the Director, the Contractor will be paid for the overage time retroactive to the date the System Manager was notified in writing.  Overage is paid in 15 minute increments at the “excess hourly rate” as stated in the transportation contract.

[bookmark: _GoBack]Van Route Overage 
When the Contractor determines that route performed by a van operates in excess of four hours combined AM and PM time, per day, the following steps must be taken in order to claim overage reimbursement:
Contractor Responsibility
· Track routes total time from leaving the terminal location to its return to the terminal for both am and pm route 
· Notify System Manager of the overage
· Complete documentation of route time for five consecutive days 
· Verify time using Contractor’s GPS system (Zonar, Synovia, etc.)
· Complete Overage Request form
· Submit completed Overage Request Form and Contractor’s GPS backup documentation to System Manager
System Manager Responsibility
· Promptly review Overage Request Form and GPS backup documentation
· Ensure that all required information is complete and accurate on Overage Request Form
· Determine if actual overage time exists
· Calculate overage expense if indicated
· Draft and submit overage recommendation letter to Director of Statewide Efficiencies
Overage will not be paid until all paperwork has been submitted to System Manager for review and verification and recommendation letter has been submitted to the Director of Statewide Efficiencies.  Once approved by the Director, the Contractor will be paid for the overage time retroactive to the date the System Manager was notified in writing.  Overage is paid in 15 minute increments at the “excess hourly rate” as stated in the transportation contract.



