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About this Guide

This Guide is a reference tool that provides information on the
services VEMA offers in its Light Duty Division and Radio Services unit.

This is a valuable resource for drivers, vehicle coordinators and
finance managers. It will also provide information to those interested
in wireless communications systems.

Need help?

VEMA provides 24-hour emergency assistance.
Contact the Customer Service Office toll free at

1-800-363-6693.

Thank you for using VEMA.

Keys™ is a registered trademark of the Vehicle and Equipment Management Agency (VEMA).

Toll Free: 1-800-363-6693 www.vema.gov.mb.ca



Table of Contents

ABOUEVEMA .. ..ot e e renanas 1
Welcome tO VEMA ... e 2
VEMA DiViSIONS .ttt ittt et e et e e e e e et e e e aaeeeanaens 2
WNEIE W Al e as 3
Our Commitment to Customer Service Excellence ........cocoevviniininnnn. 4

PART 1 — LIGHT DUTY DIVISION

About the Vehicle Life Cycle.............cccoiiiiiiiii e 6
The Five Phases of the Vehicle Life-CyCle.........ovviiiiiiiiiiiiininns 6
Phase 1: FINANCING v et eeeee et e e et e e e et e e e e e e eeaeens 7

Phase 2: Selection and ACQUISItION. ... ..vvueiii e 7

Phase 3: Insurance and Registration...........ooveeviiiiiiiiiiiie i eaaeens 7

Phase 4: VENicle OPeration. .......co.ueeee e et aeae e e eae e e eaanes 8

Phase 5: DISPOSAI ... v eueueeeee e ettt et 8
OVerview Of SEIVICES...........ouvuieiiii i e 9
VEMA — An OVEIVIEW Of SEIVICES ..vvnenineiiiiiieieeeee e eeeaeaes 10
Lease and RENtAl SEIVICES . ....uuueuuine it aeaens 10

Fleet Management SEIVICES ... .. uuuuue et e e e eaeaens 11
Maintenance and Repair SErVICES. ... uvvire i 15
VEMA-Installed OptionS SEIVICES ... .uueuuineeeineeaeaneeeeeeaaeeeeneenns 16
Maintenance, Repair and Customizing.........................coiiiiiiinne. 17
The VEMA Repair FacCility......o.vuvieiii e 18
VEMA Maintenance and Repair SEIVICeS .......cvvvveeeiniiiiiiiiinneannns 19

The VEMA Parts STOre ...uueeieie et ee e 20

The Preventive Maintenance Program ..........ccoveveveiiiiniienennnnnnnes 20

PM Program SChedUIES. ... ....ue ettt aeee 20

Using the VEMA Repair Facility.......coveininiiiiiii e 23
Scheduling an APPOINTMENT ... ... e ettt e e e e e e eaeeas 23

COUMESY VENICIES . .. e ettt et et 23

SNULIE SEIVICE . ne ettt et et et ettt ettt e e e aas 23
EMErgency REPAIS ... uen ettt ettt et ettt e e aeeas 23
AFLEI-NOUIS SEIVICE . nene et et et et e ettt e e e e aeaas 23

Using Another Repair Facility.........coveiniiiiiii e 24
Roadside ASSISTANCE .....vueeieiie i 24
OperatingaVEMA Vehicle..............cooooiiiiiiiiiii e 25
Who Can Drive @ VEMA VEICIE ... ..ouieiieieiiiiee e 26
L] L 26
RESEHICHIONS .. 27

Your Responsibility @S @ DIVEr .......civieieiiiiiiee e 27
SMOKING in VEMA VENICIES ... .vueeie et 27

Use of Cellular Telephones in VEMA Vehicles .........covviiiiiiiiiiiiiiennns 27
Additional ReSPONSIDIlILIES ... v .ueeie i 28

Tickets and IMmpounded VEhICIES .. ... eueneie et eeeas 29




The VEMA FUEICAId. ... e 30

Buying Fuel and Operating SUPPIIES. ... .euunernieee e eaenens 30
AllOWADIE CRAIZES v e et eee et et ettt ettt et e e e neeas 30
Discounted FUEI FACIItIES « .. vueueeeeeeeeee e aeee 30
Personal Rewards Cards and ACCOUNES . ......ueuineenerneeieaeaeaeananens 31
Replacing Lost or StoIeN Cards .......uueeeeie i eieaens 31
Buying Fuel in the United States ........oueveiieiiieiii e 31
VEMA FuelCard Replacement CYCle .. .. uununeieiieiie e eeeas 31
Reporting an Accident or Vehicle Incident.........cccooviiiiiiiiniinnnns 32
LT o 1 0 32
Out Of ProvinCe ACCIAENTS . .uveuesee et et et e ae et e eieeaeeneeaneaeans 35
Responsibility and Driver Liability .......covviiiiiiiii i 35
Windshield REPIACEMENTS ... ...ttt et 36
Vehicle INSPECIONS ... e 37
DIIVEr INSPECHIONS vttt et et et et et e et e e e et e ae e e aenens 37
Commercial INSPECHIONS ... v ettt 38
TP INSPECHIONS . e ettt et et et e e e et ettt e e e e e e neeaas 38
Vehicle Rental Program................coooiiiiiiiiii e 39
Short-Term Rental VehiCleS......cvvvuieiiiiii e 40
How to Reserve a Rental VENICIE .. ..uueiee i e eee s 40
CoSttO RENt @ VENICIE vttt et eee e 40
Vehicle Pick-up @and RELUM ......ueee i eas 40
Returning the Rental Vehicle After-hours. .......c..coouvieveiiiieiiiiienenens 41
{072 g o<1 =110 T 41
Long-Term Rental VENICIES ... ...vuieii i 41
How to Reserve a Rental VENICIE .. ..uueiee i e eee s 41
CoSttO RENt @ VENICIE vttt e e eee e s 42
VENICIE PICK-UD et eeee ettt et et et e et et ettt e e e e eas 42
Returning the VENICIE. . ... 42
Administration.............. 43
Insurance and Registration.........cocvve i 44
MPI Registration Cards, Stickers and PIates ........ccevueiieeieeeieeineeinanns 44
INSUIANCE RENEWAIS . .. ettt eiee et eie et e iee e et e e aneenaeaneaneanas 44
=T [0 011 45
The Canada Revenue Agency’s Automobile Taxable Benefit................ 45
Personal USE. ...
Cost of Personal Use to Drivers
The VEMA Taxable Benefit SErviCe ......c.vvueiieeeeeieiieiieeaeenneeeannnn 46

Toll Free: 1-800-363-6693 www.vema.gov.mb.ca v



Table of Contents

Rates and INVOICES ..o e 47
VEMA RATES. .ttt ettt et 48

3 1 48

R 22T o1 48

T 49
INEIMItEENT EXPENSES .. vveeeeeeeet et eee e et e e e et e e e e e e eaeaens 49

Rates by Service SUMMArY ........vuieieiiiiiece e 50
Planning foraNew Vehicle.................oooiiiiiiiiii s 51
Planning and Budgeting for Next Year ..........cooveiiiiniiiniiiiinnenans 52

The VEMA Ordering Process — An OVEIVIEW .....cuvueeiueeinaieineieanens 52
PlanNiNg StABE «..un et 54
Vehicle Disposal..........cccoiiiiiiiiii i e 55
Returning a Vehicle (other than Short-Term Rentals) ................c..eee.. 56
Lease SettlementS. .. .ovve e 56

Early Lease Termination......c.uveeviiiiiiiii i 56
POSt-AUCION SELHEMENT . ...\ttt ittt e e e e re e ieenneeeanas 56

Disposal at PUDIIC AUCLION .. ..uee e 57

Part 2 — Radio Services

ADOUL RAAIO SEIVICES . uvueneeeeeeeee e e e e 60
WHhat WE DO . 60
LOCATIONS . ettt e 61
What We Offer ... e e eens 62

S BIVICES ...ttt 63
System and Tower Design and Installation.........c.cceeeiiiiiiiieenee. 64
Service and MaiNteNANCE ....uueueeee et eiee e e et e aeeaneenaeeeanens 64
Hardware Sales, Leases and RentalS .........ccoeveveveiiiiiiiinininenannns 65
P20 1T 65

LICBNSING. - ettt ettt ettt et ettt et e aas 65
CONSUITING SEIVICES. « vttt et ete e et et e e et et e e et e e e e e e e 66

How to Order Radio EQUIPMENT. .. .cuuuueeieee e 66

Moving and Transferring Radio EQUIPMENt. ......uuuiieieiiiieiiieieeaenens 66

VOIUME DISCOUNTS . vvntt et et e e e te e e et eeeane e e ene e e e aneenneaneaneas 66

The Radio Services Repair Facility.....................c, 67
Service and MainteNaNCe......vuvueie e e eens 68
Preventive MaintenanCe. ... .ee.eeee e eie et eaeeaeeineeieeaneaneenneaneanns 68
TroOUDIESNOOLING .. vttt 68

MODIilE SErvICe VENICIES . ..uve et eiee et e e e iee e i aaeeneeaneeeanas 69
Replacement Batteries ... .. ..ueueeie ettt 69

Vi



ble of Conte

Appendix
Appendix A-1: VEMA PM Program Schedules (Gas Engines) ................ 72
Appendix A-2: VEMA PM Program Schedules (Diesel Engines) ............. 73
Appendix A-3: VEMA PM Program Schedules (Ambulances) ................ 74
Appendix B: Sample of VEMA Accident Report..........ccovveiiiniiiininnnns 75
Appendix C: Fleet Management Best PracticeS...........ovvvvivinineininnnn. 7
Appendix D: Driver FAQS ....vie i 78

Toll Free: 1-800-363-6693 www.vema.gov.mb.ca Vii



Light Duty Fleet Manager ......oceeeererenererenesieseeesesesenenens 204-945-3303
Light Duty Operations Manager .........cocovrerrerereerereseserenens 204-781-7092
- trip inspection information

SUPPOrt SErvices ManaGEr ......cvovvvrerererereeremeesereseseseseesenenss 204-945-3309
- monthly distance report options /questions

Schedule a service appointmeNnt .......cccceevvceveveecesieenennns 204-945-5784
Manitoba Public Insurance (MPI).......ccoerrereeeneresenenens 1-800-665-2410
- reporting out of province accidents

Business Hours: 7:30 am - 4:30 pm, Monday through Friday.

\ 626 Henry Avenue
E MA Winnipeg MB R3A 1P7
P: 204-945-0275 Toll Free: 1-800-363-6693

U Vehicle and Equipment
Management Agency F: 204-957-1109 www.vema.gov.mb.ca

viii






ut VEMA

Welcome to VEMA

The Vehicle and Equipment Management Agency (VEMA) is one of the largest
public sector fleet management organizations in Manitoba. It offers an integrated
leasing and fleet management solution to a wide range of government and
government-funded organizations. VEMA’s customer base includes provincial
and federal departments, government-funded not-for-profit agencies, regional
health authorities, municipalities and Crown corporations.

The original agency was founded in 1934 as a way to reduce vehicle costs for
provincial departments. From 1992 to 2009, it operated under the name of Fleet
Vehicles Agency (FLEET), a Special Operating Agency (SOA) of the Government of

Manitoba.
I y— In April 2009, FL.EET and the Mechanical .
an organization within a Equipment Services Branch (MES) of Manitoba
government department that Infrastructure and Transportation (MIT)
55 IRE (IR B EEEEY amalgamated to form a new SOA — the Vehicle and
management flexibility to .
operate as a business. Equipment Management Agency (VEMA).

VEMA Divisions

VEMA is divided into two divisions (Light Duty and Heavy Duty). Each division
provides an all-inclusive vehicle and equipment services package, as well as
superior customer service.

The Light Duty Division provides a wide range of vehicle transportation options
— from subcompact sedans, light duty trucks and vans to SUV/Crossovers and
specialty vehicles, such as prisoner transports, ambulances and first responder
units. Along with its full service maintenance, repair and body shop facility, the
division also houses its own parts store.

* Radio Services is part of the Light Duty Division and is the province’s
wireless communications expert, with facilities in Winnipeg and Dauphin.
It can assist with every aspect of your communications requirements,
including the design, procurement, installation and maintenance of your
wireless communications systems, such as Fleetnet, VHF/UHF and pagers.

The Heavy Duty Division is responsible for the leasing, rental and maintenance
of heavy-duty on/off road vehicles and equipment, such as graders, loaders and
plow trucks. It is supported by its provincial network of repair shops with highly
professional technicians.




out VEMA

Where We Are

VEMA'’s Head Office and Light Duty Division are conveniently located in Winnipeg

at 626 Henry Avenue. Radio Services is also located here, with a satellite office
in Dauphin.

Toll Free: 1-800-363-6693 www.vema.gov.mb.ca 3



ut VEMA

Our Commitment to Customer Service Excellence
L

* We are committed to providing superior customer service and meeting the
ever-increasing expectations of each customer.

* We strive to keep customers informed and updated on new developments,
not only taking place at VEMA, but also within the industry. Visit our website
at: www.vema.gov.mb.ca

* We encourage customers to ask questions and meet with us to discuss
the wide range of VEMA services.

* We provide expert assistance and suggestions to improve fleet/vehicle
effectiveness and solutions.

* We provide cost-effective and superior expertise to meet the wireless
communications needs for each organization.

Exceeding your expectations is a VEMA priority!




Light Duty
Division:




Vehicle Life Cycle

About the Vehicle Life Cycle

Monitoring the vehicle life cycle is the first step in effectively managing your fleet.
It involves tracking and managing all decisions, usage information and expenses
involved with a vehicle, from the time you identify the need for a vehicle to its
disposal.

VEMA manages every aspect of your vehicle’s life

“Usage” — the job a vehicle cycle for you — from financing to re-marketing. This
is expected to perform, as ensures you pay the minimum amount in

e o ol e acquisition and maintenance costs, while getting
environment in which it is R X A

expected to operate. the maximum return at disposal. Managing

information is at the heart of everything VEMA does
for you, so you do not have to.

The Five Phases of the Vehicle Life Cycle

A vehicle’s life cycle consists of five main phases. Each phase consists of events
and costs that must be tracked and monitored to allow accurate and informed
decisions about your transportation dollars to be made.

VEHICLE LIFE CYCLE

FINANCING

-7 )\\
P ~

7/
RE-MARKETING /

SELECTION &
ACQUISITION

TRACKING OPERATING ~
COST & USAGE ~ _ = INSURANCE &
REGISTRATION




Vehicle Cycle

Phase 1: Financing

VEMA recommends lease terms based on the expected usage and operating
information you provide.

The usage information will help VEMA set an appropriate residual value and
recommend a lease term that reflects the expected life of the vehicle. You also
benefit from VEMA’s volume discount purchases of approximately 500 light duty
vehicles every year, ensuring you get the lowest rate.

Phase 2: Selection and Acquisition

VEMA provides proactive support with vehicle selection and replacement
planning. It manages the entire acquisition process — from identifying vehicles
that should be replaced and managing the purchase of new vehicles to ensuring
that the vehicle is completely outfitted when it is picked up.

VEMA:

 assists with your vehicle replacement program
* recommends vehicle specifications to suit your needs

* sources and/or customizes special public sector vehicles, such as prisoner
escort vehicles, emergency response units and electric vehicles

* coordinates delivery of your vehicle from the manufacturer

* coordinates and/or outfits your vehicle with manufacturer or VEMA-installed
options, as necessary

Phase 3: Insurance and Registration

VEMA is an accredited Manitoba Public Insurance (MPI) agent that ensures your
vehicle(s) and driver(s) are properly insured. Through VEMA'’s asset management
KEYS™, VEMA monitors licence numbers, tracks upcoming renewals and
expiration dates, as well as verifies required renewals.

VEMA:

* registers and plates new vehicles

» coordinates replacement registrations and plates

* renews policies

* replaces stickers, plates and registrations when required
* makes territory changes

* ensures registration accuracy

* cancels plates and policies as necessary

Toll Free: 1-800-363-6693 www.vema.gov.mb.ca 7



Vehicle Life Cycle

Phase 4: Vehicle Operation

The operating phase of the vehicle life cycle is one of the most important
activities. At this stage, VEMA looks at cost minimization, and tracks every event
and cost affecting your vehicle.

VEMA:

* monitors your repairs and maintenance through VEMA's Repair Pre-
Authorization, as well as its Invoice Audit and Consolidation Services

 captures all your vehicle repairs and maintenance information in KEYS™

* negotiates discounts on parts, fuel, tires and services with private repair
facilities

* manages accident claims with MPI

* provides reports on vehicle usage and suggests cost saving opportunities

Phase 5: Disposal

Determining the right time to dispose of a vehicle is an important fleet
management decision. Higher operating costs are incurred when vehicles are
kept beyond their economic life.

VEMA'’s extensive re-marketing process ensures you get the highest resale value
for your vehicle. The process is simple! Drop off your vehicle at VEMA when the
vehicle’s lease has ended. VEMA will do the rest.

VEMA:

 tenders for auction services

 inspects all vehicles before auction

* coordinates vehicle delivery to the auction site
* attends and monitors the auction

» forwards any sale proceeds, above the expected residual value, to you (less
safety and other preparatory costs)




Overview of Services
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Overview of Services

VEMA - An Overview of Services

VEMA understands how challenging managing all areas of a fleet of vehicles can
be. That is why VEMA specializes in providing a single-source fleet management
approach to all your light duty vehicle-related requirements. You have the option
to select the service or combination of services that meets your organization’s
needs.

Lease and Rental Services

VEMA's experienced and knowledgeable team will help you determine the
most cost-effective lease or rental arrangement for your short or long term
transportation needs.

* Vehicle Leases
Vehicles are expensive and require significant capital to purchase. Leasing
your vehicle is a cost-effective solution if you have a long term need for
transportation. Leasing also allows you to purchase only a portion of the
vehicle life cycle. This lets you spread your payments over a period of time,
while preserving your organization’s capital for business-related expenses.
VEMA will also manage all aspects of your vehicle’s life cycle, an option
most VEMA customers select.

Short-Term Rental Vehicles

VEMA offers a variety of short-term rental vehicles from our Winnipeg
location at 626 Henry Avenue. A selection of sedans, vans and trucks are
available at daily and weekly rental rates. (For more information, see
Short-Term Rental Vehicles, page 40)

Long-Term Rental Vehicles

Long-term rental vehicles are “off-lease” vehicles available on a
month-to-month basis. This is an inexpensive solution for seasonal needs
or where an older vehicle will serve your needs. (For more information, see
Long-Term Rental Vehicles, page 41)

10



Overview of Services

Fleet Management Services

Service

Vehicle Life Cycle

assist with each part of the

access to discounts on fuel,

Management vehicle life cycle, including insurance, parts, tires, etc.
vehicle selection and delivery, « eliminates need to identify
insurance, tracking costs and vehicles that should be
usage, as well as disposal replaced

* coordinate services with all « eliminates stress of
vendors, including MPI, auto coordinating vehicle
manufacturers, fuel companies disposal
and repair facilities

Keys™ * track and monitor customers’ * helps you make accurate

- Information vehicle history, such as mileage and informed budgeting

Management and and repairs decisions about your fleet

Reporting System - upon request provide vehicle and associated costs
reports, including usage, mileage
and repair maintenance data

* generate monthly preventive
maintenance reports

Insurance * VEMA is an authorized MPI agent « eliminates insurance

coordinate insurance,
registration, plates and stickers
with MPI

purchase basic insurance and
Special Risk Extension insurance
coordinate annual vehicle
insurance payments

deliver registration cards and
stickers to you

administration

eliminates remembering
to insure vehicle or renew
insurance

VEMA FuelCard

provide one VEMA FuelCard per
vehicle

verify and pay fuel and minor
operating supply purchases
replace lost or stolen cards

fuel costs are billed in the form of
summarized monthly invoices

eliminates customer
administration of individual
fuel and minor operating
supply expenses

you receive summarized
monthly VEMA invoice of all
FuelCard expenses

Preventive
Maintenance
Program

maintain a Preventive
Maintenance program for every
vehicle in your fleet

notify you when a vehicle is
overdue for maintenance

all regular repairs and

maintenance are included in your
Variable rates

reminds you when regular
maintenance, such as oil
changes, are overdue
keeps your operating costs
down

Toll Free: 1-800-363-6693

WWW.vema.gov.mb.ca
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Overview of Services

(continued)

Service

Repair
Pre-Authorization
Service and
Warranty
Recovery

at We Do

review and approve all requests
for repairs and maintenance by
external repair facilities

verify any discrepancies with a
qualified technician

monitor warranties against repair
requests

hat it Means to You

ensures the right repair is
made at the right cost
eliminates individual
tracking of repair or
maintenance costs
ensures you are not
paying for repairs or
parts covered by the
manufacturer’s warranty

Invoice Audit and
Consolidation

receive all bills for fuel, insurance,
repairs and maintenance

audit all repair and maintenance
invoices for accuracy

audit all fuel bills for accuracy
provide one monthly Variable Invoice
for all repairs and maintenance
provide one monthly Fuel Invoice
for all fuel consumed during the
previous month

provide one insurance invoice
annually

significantly reduces
administration

allows customers to focus
on their core business and
not vehicle administration
eliminates dealing and
consolidating individual bills
for each vehicle

Accident/Incident
Management

track and monitor all MPI claims
help determine extent of damage

VEMA'’s Body Shop is an
Autopac-accredited facility

arrange or perform required repairs
provide short-term courtesy vehicle

VEMA experts will guide
you through an MPI claim
process reducing the stress
and time involved

Taxable Benefit
Service (for

personal use of
VEMA vehicles)

collect usage information for every
driver with personal distance

for Government of Manitoba
customers: calculate and distribute
T4 slips for each driver affected

for non-provincial customers: send
you either the calculations or T4
slips

not reponsible for collecting
usage data or generating
T4 slips

eliminates a significant
amount of administration

questions answered

Vehicle
Consultation

discuss vehicle usage and
requirements with customers to
ensure the right vehicle for their
needs is ordered

discuss and recommend
opportunities to reduce costs

provides peace of mind
knowing VEMA will help you
make the best vehicle
decisions

reduces stress of analyzing
fleet statistics in an effort
to improve efficiencies and
reduce costs

12




Overview of Services

Fleet Management Services consists of a complex network of services and
systems that deliver an integrated fleet management model. The benefit: you
pay the least amount to acquire and operate your vehicle, while getting the best
value possible at disposal.

All administrative decisions and details made about your vehicle are captured
and available in Keys™. This program provides VEMA with the information
needed to make effective and accurate decisions about your fleet of vehicles.

Fleet Management Services consists of:

* Keys™ Asset Management Program
The core of Fleet Management Services is Keys™ — VEMA's customized
asset management program, designed with VEMA’s customers in mind.

Staff record and report on every aspect of your vehicle’s life cycle. Whether
your vehicle is in the process of being ordered from the manufacturer,
receiving its 29t oil change or heading to auction, Keys™ tracks it.

VEMA provides this data to help you identify under- and over-utilized
vehicles, as well as gain valuable information to help with future projections.

Insurance

VEMA is an authorized Manitoba Public Insurance (MPI) agent that efficiently
handles all aspects of your vehicle’s registration, plates, stickers, renewals
and much more.

* VEMA Fuel Card
Drivers receive a VEMA FuelCard to use for fill-ups and minor operating
supplies. This card is accepted at major fuel companies across Canada.

By using the VEMA FuelCard, bills are forwarded directly to VEMA for
processing. There is nothing for you to track or submit to VEMA. It reduces
the number of bills you receive and gives you access to bulk fuel discounts.
In turn, VEMA can accurately monitor fuel consumption for each vehicle and
operating class. (See page 30 for more information.)

Preventive Maintenance Program

To keep your operating costs down, and ensure you are driving a safe and
reliable vehicle, VEMA developed the Preventive Maintenance (PM) Program.
By tracking each vehicle’s driving distance, fuel consumption and repair
activity, VEMA identifies when maintenance is required. A reminder notice is
sent if a service is overdue. (See page 20 for more information.)

Please refer to Appendix A — The VEMA PM Program Schedules. The
schedules are also available on the VEMA website at: www.vema.gov.mb.ca.

Toll Free: 1-800-363-6693 www.vema.gov.mb.ca 13



Overview of Services

* Repair Pre-Authorization / Warranty Recovery
VEMA encourages you to bring your vehicle to VEMA's repair facility to take
advantage of the low labour rates. But, you may also take your VEMA vehicle
to a repair facility of your choice. Whether you take your vehicle in for a major
repair or an oil change, the repair facility must contact VEMA to obtain
pre-authorization for the work.

Through the Repair Pre-Authorization Service and Keys™, VEMA ensures you
are not charged for repairs covered under your vehicle’s warranty and that
the price charged is appropriate.

Invoice Audits and Consolidation

There is a lot of paperwork associated with operating a vehicle, including car
washes, fuel, oil changes and repairs. In fact, one vehicle can generate a
dozen invoices each month, with each needing to be paid and included in the
tracking of operating costs of that vehicle.

With VEMA's invoice consolidation, you do not have to deal with receiving
individual vehicle repair and maintenance bills. What a time-saver!

All operating invoices associated with each vehicle are sent to VEMA and
verified before being paid. Qualified technicians are dedicated to paying
vehicle-related invoices. Each transaction is reviewed for billing errors,
cost consistency and duplication of services. Staff are also on alert for
opportunities to negotiate discounts.

Incident/Accident Management

In the event of an accident, VEMA is there to help with its Incident/Accident
Management Service. The service includes driver support and follow-up, repair
coordination, cost control processes and accident reporting, upon request.

If the vehicle is brought to VEMA’s authorized Autopac facility at 626 Henry
Avenue for repair, qualified Accident Coordinators manage the claim and get
the vehicle back on the road quickly and cost-effectively. If necessary, the
driver remains productive with a courtesy vehicle. (See page 32 for more
information.)

* Taxable Benefit Service
If you have drivers using their VEMA vehicles for personal use, VEMA’s
Taxable Benefit Service is a great time-saver for your administrative
staff. Preparation of the automobile T4 for income tax purposes can be
overwhelming. VEMA calculates the Canada Revenue Agency’s automobile
taxable benefit, prints and distributes the T4 slips directly to these VEMA
vehicle drivers. (See page 46 for more information.)

14



Overview of Services

For customers outside the provincial government, VEMA can provide either
the calculation or the printed T4 slips. (For more information, see The
Canada Revenue Agency’s Automobile Taxable Benefit, page 45.)

e Vehicle Consultation
VEMA offers consultation services to help you make the best vehicle
decisions. Fleet management experts will assist you with analyzing your fleet
statistics and identifying areas to improve efficiencies or vehicle utilization.

e Communications
VEMA communicates regularly with vehicle coordinators about what’s new at
VEMA. Information is sent via email, Keys™ Online and posted on the VEMA
website at: www.vema.gov.mb.ca.

Maintenance and Repair Services

VEMA operates a full service repair facility, an Autopac-accredited body shop, as
well as a parts store. Located in Winnipeg at 626 Henry Avenue, experienced and
certified service technicians will provide the highest level of service available.

The facility is open to all public sector organizations and includes a wide range of
automotive services, including repairs, maintenance and bodywork. (For further
information, please see the Maintenance, Repair and Customizing section.)

Toll Free: 1-800-363-6693 www.vema.gov.mb.ca 15



* Contracts and Discounts
VEMA has established an excellent network of private sector dealers and
maintenance shops throughout the province. Agreements with major after-
market parts suppliers and tire distributors ensure VEMA discounts are
passed through the local repair facility to you. Because of this relationship,
and the volume of business, VEMA can offer you quality automotive service
at very competitive prices — no matter where you operate from in the
province.

VEMA:

* provides one-stop fleet management services — one call for answers to
all your fleet questions

» guides you through each phase of your vehicle’s life cycle — from
selection to disposal

* provides access to complete usage histories — analyze your
transportation dollars more accurately and efficiently

* provides access to complete repair histories

 takes care of all repair and fuel invoices — reducing your vehicle
administration tasks

VEMA-installed Options Services

Many VEMA customers perform unique jobs that require vehicles and/or
equipment that are not readily available through a manufacturer. We can design,
build and install these specialty options, specifically for your unique needs.

VEMA-installed options (also called ‘outfitting’) consists of special equipment
or accessories that are not installed on a vehicle by the manufacturer. These
options include computer-mounted equipment, traffic advisors, light bars,
window tinting, trailer hitches, as well as headache racks, non-standard tires,
screen partitions and much more.

16
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Maintenance, Repair and Custom _

The VEMA Repair Facility

An integral component to VEMA is its 33,000 square foot full-service centre, with
over 30 service bays. Located at 626 Henry Avenue, approximately five minutes
from downtown Winnipeg, the automotive services facility is open to all public
sector organizations from 7:30 am — 4:30 pm, Monday to Friday. When returning
vehicles, please do so by 4:00 pm to allow time for processing.

The VEMA Repair Facility houses the:

* Maintenance/Repair Shop — for all your maintenance and repair needs

fully-accredited Autopac Body Shop — if you are in an accident, our
Autopac-accredited shop will have your vehicle riding and looking like new.

* VEMA-installed Options Shop — for unique fabrications and installations that
are not easily available or provided by the vehicle manufacturer

accredited Private and Commercial Vehicle Inspection shop — to ensure
vehicles are safe and road-worthy

* Parts Store — for all your VEMA vehicle accessory needs
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VEMA Maintenance and Repair Services

¢ Maintenance and Repairs. Inter-provincially certified technicians supply a
full range of repair and maintenance services, including tune-ups, quick lubes
and tire installations, as well as computerized engine and exhaust emissions
diagnostics.

¢ Alignments. Certified technicians who specialize in front-end and four-wheel
alignments use the latest in computerized four-wheel alignment equipment.

¢ Car Wash. The facility offers an automatic and a manual wand car wash.
Drive through Service Door 4 and let us clean your vehicle while you wait.

* Autopac Repairs/Body Work. We offer wheel alignments, welding services,
glass repair and replacement, and full service paint facilities to get your
vehicle back on the road as soon as possible.

¢ Body Shop. The Body Shop is a fully-accredited Autopac facility and employs
inter-provincially certified autobody and paint technicians. There are two full-
size paint booths, frame alignment equipment and four service bays.

* Custom Paint and Decal Service. We can coordinate customized decals or a
paint job for your vehicle. Whether it’s a logo or a unique paint design, VEMA
can incorporate your organization’s image into your fleet of vehicles.

¢ Accredited Vehicle Inspections. As an accredited Private and Commerecial
Vehicle Inspection shop, VEMA can inspect a full range of vehicles, including
cars, light and medium duty trucks, ambulances, etc.

¢ VEMA-installed Options. Many of our customers perform unique jobs
that require vehicles or options that are not readily available through a
manufacturer. VEMA will design, modify and/or build whatever you need,
based on your unique requirements. We also custom design and install
shelving and cages, headache racks, running boards, truck caps, winches,
custom windows and tool boxes. VEMA also installs a variety of other options,
such as traffic advisors, light bars, window tinting and trailer hitches.
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The VEMA Parts Store

Purchase a wide range of accessories for your VEMA vehicle directly from our
Parts Store. If we do not stock a particular item, we will order it directly from our
suppliers.

Some of the items available include:

Booster Cables Steering Wheel Clubs
Extension Cords and Holders First Aid Kit

Fire Extinguisher Shovel

Mud Guards Survival Kits

Winter Kits Snow brush/Ice Scraper

The Preventive Maintenance (PM) Program

No one likes unexpected problems when on the road. The best way to prevent
unexpected problems is to conduct regular preventive maintenance to keep your
VEMA vehicle performing optimally through its life cycle.

As a driver of a VEMA vehicle, you are responsible for ensuring your VEMA vehicle
receives regular maintenance, and continues to be road safe and fully operable.

Regular maintenance lengthens your vehicle’s life by improving vehicle safety
and fuel consumption, reducing emissions and driver downtime, as well as
promoting higher resale values.

PM Program Schedules

VEMA'’s Preventive Maintenance (PM) Program Schedule package is based on
VEMA's years of experience as fleet managers. The maintenance required under
each service type in the matrix (see Appendix A) was developed in tandem with
recommendations from the vehicle manufacturers, as well as those from VEMA’s
knowledgeable and qualified service technicians. This matrix or template is
tougher than that recommended by the manufacturers.

* Submitting Monthly Distance Reports
Distance and time are the two main triggers that govern your vehicle’s
PM Service Schedule. Your vehicle’s monthly distance is a key indicator for
preventive maintenance.

VEMA has established a distance reporting process that allows it to collect
the odometer reading for each of your vehicles at the beginning of every
month for the previous month’s distance.
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The vehicle’s monthly odometer reading must be submitted to your Vehicle
Coordinator or to VEMA, if you do not have a vehicle coordinator. The
information is also collected whenever your vehicle is in for service.

The accuracy and timeliness of your distance reports are extremely important
in running an effective PM program for your vehicle. If the report is not
submitted on time, or if it is inaccurate, your vehicle’s PM program will be
directly affected.

Monthly distance reporting allows VEMA to:

o update your vehicle history
o collect data for your employee’s taxable benefits (if applicable)
o generate your Variable invoice

VEMA has a variety of systems in place for customers to report monthly
distance information. Please contact the Support Services Manager at
204-945-3309 to discuss the system best suited to your organization.

Overdue PM Service Notices

When your vehicle reaches one of the service triggers, VEMA's system will
send a monthly notice to your organization’s vehicle coordinator. The notice
lists all vehicles assigned to your organization, including which service is
overdue for each vehicle.

Your vehicle coordinator will forward the information to you and ensure the
service is completed.
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e Commercial Inspections
Some vehicles require MPI's Commercial Vehicle Inspections conducted
every six or 12 months. These inspections form part of the Preventive
Maintenance package. If your vehicle is subject to a commercial inspection,
VEMA will let you know when an inspection is overdue through the monthly
Overdue PM Service Notice process.

* PM Service Schedule Status
Although VEMA will remind your vehicle coordinator when your vehicle
requires servicing, there may be occasions when you want to know when
your vehicle is due for its next preventive maintenance service.

Call VEMA at 1-800-363-6693 and a Service Advisor will let you know when
your next service is due.

PM Service Schedule for Ambulances

VEMA has a unique PM Service Schedule specifically for ambulances.
Coupled with our own specialized experience, and by consulting with
ambulance manufacturers and other repair facilities, VEMA developed the
Ambulance Preventive Maintenance Service Schedule (See Appendix A-3:
VEMA PM Program Schedules — Ambulances.)

22



_ Maintenance, Repair and om

Using the VEMA Repair Facility
Scheduling an Appointment

If your vehicle needs general maintenance, an appointment is not necessary.
Simply drive through our service entrance at Door 4 and we will have you back on
the road in approximately 40 minutes.

To schedule a service appointment, call 204-945-5784. You will be asked a few
questions to help diagnose the problem so that we can book your vehicle with
the most appropriate technician.

Courtesy Vehicles

VEMA has courtesy vehicles available for drivers who bring their vehicle in for
service. Depending on our supply of courtesy vehicles, we will try our best to
provide you with a similar class of vehicle to your own. Simply mention that you
will need a courtesy vehicle when making your appointment.

A customer service representative will call you when your vehicle is repaired and
ready. Please pick your vehicle up and return the courtesy vehicle as soon as
possible or a rental fee for the courtesy vehicle will apply.

Shuttle Service

Need a ride back to the office? Our service shop provides a shuttle service if you
do not want to wait while your vehicle is being serviced. Let us know if you need
a ride. We will be happy to take you anywhere within downtown Winnipeg. The
Shuttle Service runs between 7:30 am and 3:00 pm.

Emergency Repairs

VEMA has an experienced manager on-call seven days a week. If you require
an emergency repair that cannot wait until regular business hours, call
1-800-363-6693. A recording will provide instructions on how to contact our
on-call manager.

After-hours Service

Our after-hours service is for emergency work only — all normal repair work
should wait for regular operating hours.
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Using Another Repair Facility

(Repair Pre-Authorization Required)

VEMA encourages all drivers in the Winnipeg area to use the VEMA Repair Facility
and take advantage of our parts and services contracts, and the low labour rates.

If you choose to use a facility other than VEMA, we will ensure the facility receives
payment from VEMA and that your vehicle’s repair and maintenance history is
updated in our system.

Please ask the repair facility to contact VEMA at 1-800-363-6693 hefore
performing any work or service.

VEMA will ask the repair facility for the vehicle’s unit number, current odometer
reading, the work or service required and an estimate for the work to be
performed.

VEMA will check your vehicle’s repair history and any warranties before
authorizing the work or service. We will also determine if any other service could
be performed at the same time. This helps to
Remember to remove your avoid repeat costly visits to the repair shop.

valuables from your vehicle before . . .
taking it to any Elepair facility. The invoices are sent directly to VEMA for

Repair facilities cannot always payment. A qualified VEMA Automotive
guarantee that your vehicle will be Technician will verify that the right work was
secure at all times. . .

done and that VEMA is charged an appropriate
price.

Roadside Assistance

If your vehicle is under warranty, you will have access to the manufacturer’s
Roadside Assistance Program. Please refer to the manufacturer’s operator’s
manual for details.

If you call a towing company before calling the manufacturer’s Roadside
Assistance number, the manufacturer will not cover the towing charge.

* Call VEMA at 1-800-363-6693 if you are not sure whether your vehicle is still
under warranty.

* If your vehicle is no longer under warranty, call VEMA. We manage contracts
with towing companies that offer us discounted rates. Arrangements will be
made for a tow truck to pick your vehicle up as soon as possible.

* Take your vehicle to a manufacturer-approved dealer for servicing.
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Who Can Drive a VEMA Vehicle

One of the most commonly asked questions is “who can drive my VEMA vehicle,
besides me?”

VEMA's conditions, as the registered owner of the vehicle, allows anyone to drive
your VEMA vehicle, as long as:

« the driver has a valid driver’s licence for that type of vehicle and complies
with all conditions specified by the licence

« the driver complies with Manitoba Public Insurance and their policies, eg. is
not under the influence of drugs or alcohol

« the driver complies with The Highway Traffic Act

* your organization approves it

Your organization may have its own policy that governs the use of your VEMA
vehicle. Please check with your vehicle coordinator if you are unsure of your
organization’s policy.

For employees of the Province of Manitoba, you will find the regulations
governing vehicle use, operation and assignment in the Government of
Manitoba’s General Manual of Administration (GMA).

Checklist

The following items should be in your vehicle at all times:

Your vehicle’s VEMA FuelCard.
(Please ensure you have the right card for your vehicle.)

Your vehicle’s registration card

The manufacturer’s operator’'s manual

Survival kit (available from the VEMA Parts Store)
Commercial Inspection Certificate (if applicable)
This Guide

NEEEREA ©
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Restrictions
VEMA vehicles should not be used for:

 transporting passengers for a fee, unless authorized by your organization

» out-of-province travel, unless authorized by your organization

* carrying firearms, except when locked in the vehicle, preferably out of sight
(such as in the trunk or a covered gun rack), and in accordance with all
federal and provincial statutes

* rental to other parties

Check with your vehicle coordinator for any additional restrictions your
organization may have.

Your Responsibilities as a Driver

To operate your VEMA vehicle responsibly and safely, there are some things you
need to know. For example, VEMA vehicles are considered part of the workplace.

Smoking in VEMA Vehicles

Smoking in VEMA vehicles is not permitted. As an Agency of the Manitoba
Government, it is VEMA’s obligation to promote a safe and healthful working
environment that is free, to the extent possible, of tobacco smoke.

Use of Cellular Telephones in VEMA Vehicles

The use of cellular telephones (handheld and hands-free), while operating

a VEMA vehicle not equipped with Bluetooth or Bluetooth-like technology, is
prohibited. This is consistent with the laws of the Province of Manitoba. Cellular
telephones may be used in the event of an emergency, such as to call fire,
ambulance or police.

For government employees, please see the GMA Policy, Hand-held
Communication Devices and Driving (Section 3.8).

Note: Customers may choose to seek recovery of any motor vehicle accident
costs resulting from cellular telephone use and failure to observe any applicable
federal and provincial laws, including regulations, on the part of the driver.
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Additional Responsibilities

As the driver of a VEMA vehicle, you are also responsible for:

possessing a valid driver’s licence
reporting any changes in the status of your driver’s licence to your organization

ensuring valid licence plates (front and back), current registration certificate,
VEMA FuelCard and the VEMA Guide are either in the vehicle or affixed to it

maintaining your vehicle as set out in this Guide, including the maintenance
and repair work identified by VEMA’s Preventive Maintenance Program, according
to VEMA'’s Preventive Maintenance Program Schedules (see Appendix A)

submitting a monthly odometer reading within the first week following the end
of each month. Please check with your organization’s vehicle coordinator or
VEMA if you are unsure of how to submit your readings

providing off-street parking, with electrical outlet availability, during off-duty hours
ensuring the vehicle is plugged in when the temperature reaches below -18°C
reporting all accidents/incidents to the appropriate authorities immediately
completing and submitting an Accident Report to VEMA immediately

paying all fines and other costs incurred as a result of traffic violations

ensuring your VEMA vehicle is safe to operate before driving it

maintaining and respecting the interior/exterior condition of your VEMA vehicle,
including rental vehicles

ensuring your VEMA vehicle is not used for illegal purposes, and is not operated
in any illegal manner that could be construed as a public hazard

complying with any other regulations set forth by your organization and VEMA

Your organization sets most of the rules for using your VEMA vehicle.
See your vehicle coordinator for more information.
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Tickets and Impounded Vehicles

¢ Infraction Tickets
As a driver, you are responsible for managing and paying for any infraction
tickets you receive, including, but not limited to, photo radar, speeding and
parking tickets. In the event VEMA receives a driver’s ticket, it will be
sent to your organization’s vehicle coordinator. A handling fee may apply.

¢ Impounded Vehicles
If your vehicle has been impounded, please call VEMA immediately.
The impounding organization will not release the vehicle without authorization
from VEMA.

As the registered owner of the vehicle, VEMA is also required to attend court.
As a result, any impound and court fees will be forwarded to your
organization’s vehicle coordinator for reimbursement. A handling fee may
also apply.
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The VEMA FuelCard
Buying Fuel and Operating Supplies

All vehicles under a Fleet Management Service Agreement include the use of

a VEMA FuelCard to make purchasing fuel and other small operating expenses
easy for drivers. If you are using a VEMA FuelCard, all bills will be sent directly to
VEMA for payment.

Allowable Charges

You can use your VEMA FuelCard to purchase all fuel and minor operating
supplies. There is no dollar limit on fuel purchases, but non-fuel purchases
cannot exceed $25 without pre-authorization from VEMA. Please call VEMA to
arrange pre-authorization.

You can charge the following to 4 )
your VEMA FuelCard: ‘ VE MA
* fuel & Vehicle and Equipment
Management Agency
° tOp'Up ﬂUIdS, eg. windshield 626 Henry Avenue, Winnipeg MB R3A 1P7 1-800-363-6693
Washer ﬂUId and 0|| (Ca” VEMA An Agency of Manitoba Infrastructure and Transportation
first to authorize oil changes)
° bu I bs This card is valid for vehicles managed by EXPIRES
Vehicle and Equipment Management Agency
\sublec( to the conditions on the reverse J

Discounted Fuel Facilities

VEMA has over 5,000 vehicles and equipment operating throughout Manitoba.
Together, our vehicles and equipment consume millions of litres of fuel every
year. For this reason, VEMA tenders for fuel discounts which are applied to our
invoices. Drivers will not see the discounts applied directly at the pumps.

To keep your organization’s operating costs down, VEMA encourages drivers to
use the fuel stations that offer us the best discounts.
To get the most up-to-date discount list:

* visit our website at: www.vema.gov.mb.ca

« call your organization’s vehicle coordinator

* call VEMA
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Personal Rewards Cards and Accounts

The use of personal rewards cards and accounts to collect patronage points,
while using your VEMA FuelCard for the purchase of fuel and/or supplies, is
inappropriate. Fuel reward program incentives should be declined when paying
for any item with your VEMA FuelCard.

Replacing Lost or Stolen Cards

Report lost or stolen VEMA FuelCards to VEMA immediately. In Winnipeg, call
204-945-0275. Outside Winnipeg, call 1-800-363-6693. You can also contact
VEMA to replace damaged cards.

Buying Fuel in the United States

The VEMA FuelCard is accepted at major oil companies throughout Canada.
Cards are not valid in the U.S. If you are planning a trip to the United States,
please keep detailed records and receipts of any purchases made and submit to
VEMA for reimbursement.

VEMA FuelCard Replacement Cycle

Your VEMA FuelCard will expire every two years. VEMA will automatically mail
your replacement card to your organization’s vehicle coordinator.
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Reporting an Accident or Vehicle Incident

VEMA offers an Incident Management Service as part of its Fleet Management
Services package.

What to Do

If your vehicle has been vandalized, involved in a hit-and-run or has been stolen,
please call Police, MPI and VEMA to report the incident.

If you are in an accident, please follow the procedure outlined below:

1. Call Police/911
Call the police if there is any personal injury, extensive vehicle damage, the
other driver is impaired, has a suspended licence or is uninsured.

2. Collect information
Collect the information required to complete the VEMA Accident Report
immediately. (See Appendix B — Sample of Accident Report.) The form is
available on the VEMA website at: www.vema.gov.mb.ca/accidentforms.cfm.

This information is crucial for insurance purposes and reporting key facts:

* information about the other vehicle and driver

* witnesses (to protect yourself)

* damage details

* accident specifics (who, what, when and where)
* photos (if possible, take pictures)

3. Call MPI
Call MPI to report the accident and initialize the claim. Customers inside
Winnipeg, please call 204-985-7000. Customers outside Winnipeg, please
call 1-800-665-2410. Be sure to record your claim number.

If your vehicle cannot be driven, ask MPI to arrange for a tow. Depending
upon the circumstances of the accident, the cost for towing is either paid by
insurance or your organization. It cannot be charged to your VEMA FuelCard.

(If vehicle is an ambulance, please call Manitoba Health, EMS immediately.)
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4. Contact VEMA
Call VEMA at 204-945-4606 or 204-945-4615 in Winnipeg, or
1-800-363-6693 outside Winnipeg. Provide your:

* unit number

* organization name and customer number (if you have it)
* your name and phone number

* date of the accident

We will assist you through the repair process and help to determine the
extent of the damages.

5. Call your vehicle coordinator
Call your organization’s vehicle coordinator to report the accident.
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6.

Complete the VEMA Accident Report Form
Complete a VEMA Accident Report. Forward copies, and any pictures, to your
vehicle coordinator and to VEMA at:

626 Henry Ave., Winnipeg, MB R3A 1P7
Fax: 204-957-1109
Email: vemainfo@gov.mb.ca

Theformislocated onourwebsite at: www.vema.gov.mb.ca/accidentforms.cfm.

Arrange for Vehicle Repair

It is beneficial to make arrangements for Autopac repairs as soon as possible
or MPI may not honour the claim. You do have the option to take your vehicle
to any accredited Autopac repair facility. However, we recommend VEMA for a
number of reasons.

As an accredited Autopac repair facility, VEMA:

« offers a courtesy vehicle when you bring your vehicle to the VEMA Repair
Facility for service. (We will continue to bill you rent for your assigned
vehicle, but only charge you a variable rate for your courtesy vehicle.)

* provides a VEMA FuelCard for fuel purchases
* performs the required repairs
 enters the information into Keys™ for accident management purposes

Important!

* Report all accidents.
Those that look minor may have hidden damage and could be costly to
repair. Paying the deductible may be warranted.

* Do not admit liability.
Under no circumstances, admit the accident was your fault.

* Do not attempt to fix the damage yourself.
We find that this often makes the damage worse and will end up costing
more in repairs.

* Do not use your VEMA FuelCard.
A new VEMA FuelCard will be provided for a VEMA courtesy vehicle. If you
choose to use another repair facility, do not use your VEMA FuelCard.
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Out of Province Accidents

Contact MPI for instructions and then VEMA to report the accident.

MPI 1-800-665-2410
VEMA 1-800-363-6693

Responsibility and Driver Liability

All drivers must possess a valid driver’s licence and not be impaired by alcohol
or drugs, otherwise the insurance is void. In the event of an accident, MPI may
also deny your claim under either of these conditions. Your organization will be
responsible for any damage or legal claims that may result.

If MPI finds that a driver is at fault in an accident, MPI will assess the deductible
to cover repairs to the vehicle. Drivers may also receive demerits on their licence
when MPI assesses a driver at fault. Contact MPI's Driver and Vehicle Licensing

Branch for information about the affect of an accident on your driver’s licence.

VEMA does not have policies relating to a driver’s liability. It is up to each
individual organization to determine whether or not costs resulting from an
accident are recovered from the driver.
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VEMA will pay the deductible and forward the bill to your vehicle coordinator.
If the repairs cost less than the deductible, the lesser amount will be billed.
It is up to the vehicle coordinator to collect this from the driver, if this is your
organization’s policy.

¢ Manitoba Government employees involved in an accident during personal
driving, for which they are deemed responsible by MPI, may be assessed
a fee to offset the cost of the deductible expense. The driver can also be held
responsible for damages resulting from misuse or abuse of VEMA vehicles.

¢ Non-provincial customers may set penalties that vary. Contact your
supervisor or designated vehicle coordinator for the details of your
organization’s policy.

Windshield Replacements

All windshield replacements must be pre-approved by VEMA. If the cost of
replacing a windshield exceeds your deductible, we will ask you to file a claim
with MPI.

If it is practical, please use the VEMA facility to have your windshield repaired
and take advantage of our contracted prices on windshield replacements.
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Vehicle Inspections

Driver Inspections

We recommend that drivers check the status of their vehicle on a weekly basis,
or every time they fuel up, to prevent expensive repairs. It is your responsibility as
the driver to ensure your vehicle is safe to operate.

When you notice a problem, bring your vehicle in for servicing. Do not hesitate to
call VEMA if you have a concern about the safety of your vehicle.

Regularly observe the condition of the following:

tire pressure exterior lights

tire condition interior lights

windows (wipers, chips or cracks) dashboard indicator lights
fluid levels seat belts

fluid seepage pedal operation

radiator for debris brakes

unusual noises body damage
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Commercial Inspections

Certain vehicles require MPI's Commercial Vehicle Inspection every 6-12
months. If applicable, commercial inspections form part of your vehicle’'s
Preventive Maintenance (PM) Program. (See Appendix A — VEMA PM Program
Schedules)

If your vehicle is subject to a commercial inspection, VEMA will notify you

when an inspection is overdue through our monthly PM Notices. Commercial
inspections will appear as an ‘S’ service on your PM Notices. (Information about
the Preventive Maintenance Notices is available on page 21.)

* Trucks
Vehicles of 4500 kg GVW and over require an annual inspection. A truck
generally requires a commercial inspection if it has at least a 1-ton chassis
and dual rear wheels. This includes ambulances.

* Buses
A bus is any passenger vehicle capable of carrying over 11 people (including
the driver). A 12 or 15 passenger van is classified as a bus. Buses require an
inspection every six months.

Buses must pass a commercial inspection to be legal on the road. You can
be assessed heavy fines and the vehicle confiscated if your bus does not
have an up-to-date inspection certificate.

The driver of the vehicle is ultimately responsible for ensuring the vehicle is
legal for operation on the road.

Trip Inspections

In 1996, a regulation was passed requiring drivers of commercial vehicles and
any attached trailers to complete Trip Inspections. In general, the regulation
states that the driver is responsible for:

* performing the inspection

* recording any defects

* notifying their organization and VEMA of the defect
* taking the vehicle to be repaired

* submitting an inspection report

It is your organization’s responsibility to ensure these rules are followed.

For more information on Trip Inspections, please call the Light Duty Operations
Manager at 204-945-8897.
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Vehicle Rental Prog

VEMA'’s Vehicle Rental Program is an all-inclusive service. It offers competitive
and innovative financing arrangements, a high level of personalized service and
technologically-advanced support systems.

Short-Term Rental Vehicles

VEMA operates a pool of short-term rental vehicles through the Winnipeg
office, located at 626 Henry Avenue. A selection of sedans, vans and trucks are
available at daily and weekly rental rates.

How to Reserve a Rental Vehicle

To reserve a short-term rental vehicle, contact your vehicle coordinator to make
the necessary arrangements. If you do not have a vehicle coordinator, contact
VEMA directly at 204-945-4606 or 204-945-4615 in Winnipeg, or
1-800-363-6693 outside of Winnipeg. When making the reservation, please
have the organization’s name and customer number available.

Cost to Rent a Vehicle

There are three types of fees when renting a VEMA vehicle that apply — Rental,
Variable and Fuel.

* Rental Rate includes the use of the vehicle for the time you require it, plus
insurance, and is available as a daily or weekly charge.

* Variable Rate includes the Variable invoice based on a “per km rate” for the
class of vehicle.

* Fuel. All costs incurred on the assigned vehicle’s VEMA FuelCard are billed
monthly.

For our latest rental rates, please call your vehicle coordinator or VEMA at
204-945-4606 or 204-945-4615 in Winnipeg or 1-800-363-6693.

Vehicle Pick-Up and Return

You can pick up and return your short-term rental vehicle in Winnipeg at

626 Henry Avenue. We are open from 7:30 am — 4:30 pm, Monday through
Friday. Ensure your driver has a valid driver’s licence when picking up the vehicle.
VEMA will require proof of a valid licence.

Note: To allow time for processing, please be at VEMA by 4:00 pm.
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When you are ready to return your vehicle, please:
« drive the vehicle to the back of the building and through Door 4 (doors will
open automatically)
« take note of the vehicle’s odometer reading and unit number
* leave the keys in the vehicle
* go to Service Reception and provide the unit number and odometer reading

If the vehicle is damaged in any way, please advise Customer Service.
The cost for any subsequent repairs and/or extensive cleaning may be billed
to your organization.

Returning the Rental Vehicle After-hours
If you are returning your rental vehicle after 4:30 pm, please:

* park the vehicle in VEMA’s front parking lot at 626 Henry Avenue
* lock the doors
* place the keys in the night deposit box located to the left of the front doors

Cancellations

If you need to cancel your rental reservation, please notify VEMA at least
24-hours in advance of your reservation. No-shows will be subject to a one-day
rental charge.

Long-Term Rental Vehicles

Long-Term Rental vehicles are typically vehicles that have come “off-lease” and
still have a useful life. VEMA maintains a supply of these vehicles on hand for
our customers’ summer or seasonal programs. In these instances, a multi-year
leased vehicle is not suitable.

VEMA also uses long-term rental units as interim replacements when a
permanently assigned unit is beyond repair.

How to Reserve a Rental Vehicle

To book your long-term rental vehicle, contact your vehicle coordinator. If you
do not have a vehicle coordinator, contact the Light Duty Fleet Manager at
204-945-3303.
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Cost to Rent a Vehicle

There are three types of fees associated with a long-term rental — Rent (including
Insurance), Variable and Fuel.

* Rent. A monthly rental rate (set annually in April) is charged. Insurance is
also charged on the Rent invoice.

¢ Variable. The Variable invoice is based on a “per km rate” for the class of
vehicle and is dependent on the number of kilometres your organization
reports to VEMA on a monthly basis.

* Fuel. All costs incurred on the assigned vehicle’s VEMA FuelCard are billed
monthly.

Vehicle Pick-Up

Vehicles can be picked up from the Winnipeg office at 626 Henry Avenue.

Our Light Duty Fleet Manager will arrange a convenient pick-up date and time
with your vehicle coordinator or yourself, if the organization does not have a
coordinator. The appropriate paperwork should be sent to VEMA prior to pick up
or brought in at the time of pick up.

Ensure your driver has a valid driver’s licence when picking up the vehicle. VEMA
will require proof of a valid licence.

Returning the Vehicle

Call VEMA’s Light Duty Fleet Manager at 204-945-3303 to schedule an
appointment for the return of the vehicle. Vehicles must be returned by 3:00 pm
for processing.

Note: Vehicles cannot be returned after hours.
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Insurance and Registration

As your MPI agent, VEMA will have your vehicle plated and insured for the
scheduled pick-up date. Your vehicle will be insured automatically to $200,000
(Third Party Liability (TPL)) through MPI. In addition, VEMA purchases Special Risk
Extension insurance for the entire fleet to supply you with $2 million in TPL for
each of your vehicles.

MPI Registration Cards, Stickers and Plates

VEMA is an MPI broker authorized to register and insure vehicles like a regular
insurance agency. We are linked to MPI's online insurance system, allowing us
to perform all vehicle licensing
and insurance functions,
including new registrations,
annual renewals, surrendering
of plates, plate replacements
and release of authorization
stickers. As a fleet with a

good driving record, VEMA
also receives lower rates for
insurance. These savings are
passed on to you.

VEMA produces the
registration certificate and places it in your new vehicle. Validation stickers are
attached to the new licence plates which are mounted on the vehicle.

If you require a new sticker, registration card or plate at anytime, call VEMA at
1-800-363-6693. You will not be able to make any insurance changes to your
VEMA vehicle through another MPI broker.

Using VEMA for all of your insurance needs also means we can update and track
your insurance changes as your vehicle moves through its life cycle.

Insurance Renewals

Insurance renewals will take place every five years in September for all your
VEMA vehicles. Your vehicle coordinator will receive the current year’s insurance
stickers and registration cards for each vehicle in your fleet.

Every September, VEMA coordinates the annual payment for your vehicle’s
insurance and, if required, makes any changes to your vehicle insurance policy.
Unless changes to your vehicle’s policy are required, you will not receive new
stickers and registration cards at this time.
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Deductibles

VEMA automatically insures all vehicles with a $500 deductible, unless otherwise
indicated. Your organization is responsible for paying the deductible whether you
are leasing or renting the vehicle from VEMA.

If you typically have multiple MPI claims each year, such as windshield
replacements or wildlife damage, consider buying down the deductible on your
vehicle. A lower deductible will increase your annual premium, but may be worth
the expense depending on your claims history. Talk to your VEMA insurance
advisor for more information.

The Canada Revenue Agency’s Automobile
Taxable Benefit

Personal Use

Your organization may allow drivers to use their VEMA vehicle for personal use.
According to the Canada Revenue Agency, personal use of an employer-leased or
owned vehicle constitutes a taxable benefit to the employee. It's the employer’s
responsibility to supply the driver with an automobile T4 slip for this benefit.

“Personal use” is defined as the use of any employer-owned or leased vehicle
(including a VEMA vehicle) for purposes other than conducting the business of
your employer. The Canada Revenue Agency considers taking a VEMA vehicle
home as personal use.

. . . Taxable benefit: a benefit that you
For the driver, personal use is considered to receive or enjoy as a consequence

be a taxable benefit. It is your organization’s of your employment. According to
decision to authorize employees to use Calna(‘jdfij Revenue Agency, it must be
vehicles for personal matters. included as income.

The Canada Revenue Agency requires the following information:

* the number of days the vehicle was available to the driver for personal use
 the number of kilometres driven personally
» the number of kilometres driven
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Cost of Personal Use to Drivers

The Income Tax Act outlines the Automobile Taxable Benefit guidelines and
calculation for an employee driving an employer-owned or leased vehicle. Every
organization may have its own interpretation of these guidelines. Talk to your
vehicle coordinator about your organization’s interpretation and policies.

Some employers may deduct an amount for personal use of an employer-owned or
leased vehicle. This charge is determined by the driver’s organization, not VEMA.

Payment may be arranged as a payroll deduction or a monthly payment. The
amount deducted may offset the dollar amount of the taxable benefit, but often it
does not.

If your organization has a deduction program in place, please note that any
cheques must be made out to your organization, not VEMA.

If you are an employee of the Province of Manitoba, the provincial government’s
current ruling (1997) states that an employee who drives in excess of 500
personal kms per month, or 22 personal kms per day, must pay a surcharge to
their department, not VEMA. VEMA deducts the surcharge from your gross taxable
benefit before your T4 slip is printed.

The VEMA Taxable Benefit Service

As part of Fleet Management Services, VEMA provides a Taxable Benefit Service.
VEMA will collect the above information from its monthly distance reporting
system for you and your organization.

For Government of Manitoba employees, VEMA performs the taxable benefit
calculation, then prints and distributes the T4 slips for drivers with personal use
VEMA vehicles in February.

For customers outside the provincial government, VEMA can provide you with
the calculation or the printed T4 slips.

Our Taxable Benefit Service relies heavily on the monthly distance reports. For
this reason, it is very important to ensure the information on the monthly reports
is complete and accurate when submitted to VEMA to ensure the integrity of the
final T4 slip.
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Rates and Invoices

VEMA Rates

VEMA has three rates for its lease and long-term rental arrangements — Rent,
Variable and Fuel. Short-term rentals have three rates — Rent, Variable and Fuel.

In addition to our Rent, Variable and Fuel fees, you will also be charged for
insurance and unplanned expenses.

Rent

With our Rent, you get the use of the vehicle for a specified term, as well as our
Fleet Management Services. PST is included in your Rent, if applicable.

For leased vehicles, the Rent is outlined in the lease you sign and will not change
for the course of the term. VEMA will set the Rent, typically annually, for short
and long-term rental vehicles.

* Insurance
VEMA coordinates the entire insurance process on your behalf to make sure
your vehicles have appropriate insurance coverage. MPI determines the
premium for each vehicle class and sends VEMA the bill. New vehicles are
insured as they arrive. Insurance charges are included on your Rent Invoice.

* Rent Invoice
At the start of each month, VEMA will send you the Rent Invoice. The Rent
Invoice will include Rent charges for all of your leased and long-term rental
vehicles. Rent Invoices are payable upon receipt.

Variable

The Variable rate is a per kilometre fee that includes all regular repairs and
maintenance, reflecting the costs each of your classes of vehicles have
experienced. The Variable rate is monitored closely by VEMA and is typically
updated annually.

VEMA created the Variable rate as a way to reduce the number of bills you
receive. Consolidating repair and maintenance invoices this way significantly
reduces the amount of paper you receive.

The Variable rate is also an effective way of spreading costs evenly throughout
your fleet because a Variable rate is set for every class of vehicle in your
organization’s fleet. For example, all subcompact sedans in your fleet will have
the same Variable rate, regardless of their age or actual expenses. The Variable
rate averages out your repair and maintenance costs, making it easier to budget
for future vehicles.
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Rates and Invoices

¢ Variable Invoice
VEMA receives the repair and maintenance bills for all of your assigned
and short-term rental vehicles. VEMA verifies all bills and applies any
applicable discounts before consolidating your vehicle expenses. Updates
for each vehicle’s individual repairs and maintenance history are entered
into Keys™.

You will not receive any of the paperwork or administration fees associated
with each individual purchase made by your drivers. Instead, VEMA will send
you one Variable Invoice at the end of each month to cover all of your regular
operating expenses for the month. To do this, we need the vehicle’s monthly
odometer reading. (See Submitting Monthly Distance Reports, page 20)

Within the first week of each month, we ask you to send us the current
odometer reading for every vehicle in your fleet. VEMA has a variety of tools
to reduce the amount of time it takes to perform this task. Call us for more
information about these tools.

When we receive your distance information, we update each individual
vehicle’s history and generate your monthly Variable Invoice.

Fuel

Fuel is a “pass through” cost. Fuel expenses are charged to each vehicle’s VEMA
FuelCard and billed to you each month.

¢ Fuel Invoice
VEMA receives and verifies all fuel bills, ensures negotiated discounts are
received and updates each vehicle’s fuel consumption information in Keys™.

Once all monthly fuel bills have been received and updated, we consolidate
all VEMA FuelCard charges by customer and individual unit. We produce a
Fuel Invoice summarizing each unit’s total fuel expense for the period,
followed by detailed information on each purchase.

Intermittent Expenses

Intermittent expenses are incident-specific costs that you pay only if and when
an incident occurs. This could include repairs due to an accident or driver abuse,
MPI deductibles or installing accessories, such as cell phones.

Intermittent expenses, as with all repair and maintenance costs, should be pre-
authorized by VEMA. The vendor will send us the bill and we will pass it on to you
in the form of a Direct Invoice.
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Rates and Inv

¢ Direct Invoices
Direct Invoices for all of your intermittent expenses are sent to you on a
weekly basis. Direct Invoices will include intermittent expenses not included
in your Rent, Variable Rates or Fuel billings.

Direct Invoices simplify the billing process because all the vehicle-related
bills come from the same source. VEMA tracks, monitors and consolidates all
your bills into a simplified invoicing system before they reach your office.

Direct Invoices also bring intermittent expenses, such as repairs due to driver
abuse, to your attention.

Rates by Service Summary

The table below provides a summary of how VEMA applies rates based on leases
and rentals for assigned vehicles.

Fleet Management Services FuIII_S:Sr\éice Shg(ratl;'tl';rm Loggr-]'lt'glr m
VEMA FuelCard Rent Rent Rent
Repair Pre-authorization Rent Rent Rent
Preventive Maintenance Program Rent Rent Rent
Reports Rent Rent Rent
Warranty Recovery Rent Rent Rent
Accident Management Rent Rent Rent
Invoice Audits and Consolidation Rent Rent Rent
Taxable Benefit Service Rent Rent Rent
Communications Rent Rent Rent
Consulting Rent Rent Rent
Insurance Coordination Rent Rent Rent
Operating Costs

Fuel Fuel Fuel Fuel
Regular repairs and maintenance Variable Variable Variable
Insurance Rent Rent Rent
Accident repairs, repairs due to Direct Direct Direct

driver abuse and Autopac deductibles
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Planning for a New Vehicle _

Planning and Budgeting for Next Year

The annual light duty ordering period is a good time to begin your fleet and
budget reviews, including your transportation needs and expenses. Be sure to
keep the following costs in mind:

* rent for leased and long-term rental vehicles

* variable rates for leased and long-term rental vehicles, multiplied by
projected distance

* projected short-term rental use and costs

o fuel

* insurance

* incidental costs for intermittent items such as accidents

The VEMA Ordering Process — An Overview

The following outlines the VEMA light duty vehicle ordering process. It will help
you understand the steps involved when you receive your vehicle ordering
package.

1. Review your Replacement Report. If you currently lease or rent vehicles
through VEMA, you may receive a list of the vehicles in your fleet that should
be replaced (based on lease expiration, age, high kilometres or excessive
repairs).

2. Additional vehicle(s) required. Identify any additional vehicles you may need
for the upcoming year. (See the Planning Stage, page 54.)

3. Complete the applicable request form(s). Complete the appropriate request
form for each type of vehicle in which you are interested.

4. Submit the Request Form(s). Send your request form(s) to VEMA.

5. Request Forms are processed. The forms are reviewed and processed.
Details are forwarded to manufacturers for their bids.

6. Review Agreement Authorization(s). Once VEMA receives prices from the
manufacturers, you will receive an estimate of lease rates based on VEMA’s
bulk tender. Your rate estimate will appear on the Agreement Authorization.
Final lease rates are based on the manufacturer’s price and interest rates at
the time the vehicle is delivered to VEMA.
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_ Planning for a New Vehicle

7.

10.

11.

Sign the Agreement Authorization(s). Sign and return the Agreement
Authorization for each vehicle you are ordering. The signed authorization
provides approval for VEMA to proceed with your vehicle order(s).

Vehicles are delivered to VEMA. The delivery of the new vehicles depends
on when the manufacturers schedule their assembly in the production cycle,
as well as where VEMA's order is placed in their order banks. Expect the new
vehicle(s) to begin arriving in early December.

VEMA arranges for pick up of the vehicle. VEMA will contact you and
arrange a convenient pick up date and time. All vehicle pick-ups will take
place at VEMA’s Winnipeg office at 626 Henry Avenue. Please remind drivers
to have their driver’s licence with them as VEMA will ask for proof of a valid
driver’s licence.

VEMA will register and insure vehicle. VEMA will register and insure the
vehicle(s) once the pick up date is arranged. The insurance will be in effect
from the date the vehicle is scheduled to be picked up.

Sign lease. VEMA will prepare the lease agreement to be signed for each
vehicle shortly after you receive the new vehicle(s).
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Planning for a New Vehicle _

Planning Stage

The following questions will help you determine your needs:

1

Examine your current fleet and transportation arrangements.

What vehicles do you currently have? What condition are they in? What are
the current costs for Rent (long-term and daily) and operation (Variable rates,
Fuel, deductibles, insurance, Direct Invoices)?

" What are the projected costs (operating and rent)?
VEMA can assist with your . . .
Which vehicles should be replaced, based on either
costs or condition? What is each vehicle’s current

arrangement (owned, leased, rented, personal kilometres)? What are the
opportunities to alter these arrangements if needed? Can rotation of existing
vehicles maximize use?

Determine your current transportation needs.

What programs do you have that require transportation? How many vehicles
does each program need? What vehicles are wanted and which are needed?
What type of vehicle(s) does each group need? What is its projected use?
How often does each program require the use of a vehicle?

Identify gaps.

Do you need additional/different types of vehicles in your fleet? What will it
cost to replace older vehicles with newer vehicles? What will it cost to keep
older vehicles with higher projected operating costs?

Consider the environment.

For Government of Manitoba organizations: the government has introduced
a fuel efficiency standard for government vehicles with gross vehicle weights
(GVW) of less than 8501 Ibs. as part of The Climate Change and Emissions
Reduction Act. The standard is designed to encourage the reduction of

fuel consumption and greenhouse gas emissions of our light duty fleet.
More information is available on our website at: www.vema.gov.mb.ca.

Do you have the right vehicle for the job? If you are only transporting
passengers, will a mid-size sedan meet your requirements instead of an
SUV? Balance your intended usage with the most environmentally-responsible
vehicle that can do the job.

Make your decision.

After considering the above and keeping the environment in mind, decide on
how many new vehicles are required and what types of vehicles will best suit
your needs.
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Returning a Vehicle
(other than Short-Term Rentals)

Contact the Light Duty Fleet Manager at 204-945-3303 to schedule a convenient
appointment for the return of a vehicle. Drivers must deliver vehicles directly to
VEMA's Winnipeg head office at 626 Henry Avenue. A visual inspection of the
vehicle will be conducted with the driver. Upon the completion of the inspection,
the driver will be asked to sign off.

Lease Settlements

When your lease expires and the vehicle is returned to VEMA, we will arrange for
its disposal and settle the lease with your organization. In most cases, VEMA will
dispose of the vehicle at public auction.

If the vehicle is retained by VEMA as a long term rental, then the lease residual
will be settled based on an appraised or book value.

Early Lease Termination

It is possible to terminate a lease agreement early if you decide not to continue
with a lease to the end of its term. A penalty will apply to all early lease
terminations. The amount of the penalty varies depending on each lease, term
and vehicle. Call VEMA for more information.

VEMA does offer a service to discover if another organization, within our
customer base, would be interested in assuming your lease. An announcement,
indicating the details of your vehicle, is sent to all VEMA customers.

In addition, our Light Duty Fleet Manager will research possible alternative
placements. There is a fee for this service whether or not the vehicle is placed.
Call VEMA for details.

Post-Auction Settlement

VEMA will settle the vehicle lease after receiving the sale proceeds from the
auction.

If the actual resale amount obtained from the auction (actual residual or
appraised value) is greater than the amount indicated on your lease agreement
(projected residual value), VEMA will owe you the difference.
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Vehicle Disposal

However, if the actual residual or appraised value is lower than the projected
value, you will owe VEMA the difference. Maintaining and keeping your vehicles
in good condition will help bring higher resale values and a positive impact on
your lease settlement.

VEMA will deduct auction preparation charges from any proceeds or issue a
Direct Invoice where the actual residual value was lower than the expected
residual value.

Disposal at Public Auction

VEMA begins the auction process as soon as you return your vehicle, as
applicable. In order to improve its chances of a higher resale value, VEMA may
recommend that you safety and detail the vehicle, depending on its condition,
market demand and age. Any costs associated with re-marketing are deducted
from the sale proceeds.

VEMA auctions are typically held once per month. We post information about all
vehicles slated for auction on our website. Everyone is welcome to attend the
auction and bid on the vehicles.
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About Radio Services

Radio Services, a unit of the Light Duty Division — VEMA, is Manitoba’s public
sector wireless communications experts.

As a public sector provider, Radio Services assists government departments,
rural municipalities, regional health authorities, fire departments and school
divisions with cost-effective solutions, while facilitating an efficient and effective
communications network.

Our goal is to help you boost productivity, while reducing your operational costs.

What We Do

Radio Services is responsible for all provincial government wireless
communications networks, including installing and removing mobile cellular
telephones in different types of vehicles as required. It is also accountable for
evaluating and supplying the Fixed (base units) and Mobile (portable units) radio
requirements for its clients.

Highly skilled and certified electronic
technicians will work with you to
identify every aspect of your
communications needs. Whether
your request is for the design,
procurement, installation and/or the
maintenance of wireless
communication systems, such as
Fleetnet, VHF and UHF, the Radio
Services team will provide you with
the right solutions for your needs.

Radio Services is your one-stop, only
stop location.
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Locations

Contact Radio Services for further information or a quote on any of our services.

In Winnipeg, our Head Office is located at:
626 Henry Avenue

Winnipeg MB R3A 1P7

T: 204-945-1987

F:204-957-1109

5
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In Dauphin, our satellite office is located at:

105 Laura Street

Dauphin MB R7N 2V3

T: 204-648-3671 Buchanon Ave.
F: 204-622-2379

Margaret Ave.

Laura St.

e
Radio
Services
|

Maryland Ave.

Johnson St.

Email Winnipeg or Dauphin at: radioservices@gov.mb.ca
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What We Offer

Radio Services can assist with every aspect of your communications requirements,
including the design, procurement, installation and maintenance of your wireless
communications systems, such as Fleetnet, VHF/UHF and pagers.

System and Tower Design and Installation, such as service, maintenance and
inspections

Hardware Sales, Leases and Rentals, including volume discounts with
competitive rates and variable terms

Maintenance Coverage on Existing Electronics, including non-directional
beacons, runway light actuators and remote weather reporting stations

* Radio Services Repair Facility, including certified technicians for all your
service and maintenance requirements

Preventive Maintenance includes the inspection and basic maintenance of all
your equipment

Mobile Service Vehicles with two vehicles in Winnipeg and one in Dauphin for
on-site repairs

Replacement Batteries for radios, pagers, as well as cellular and satellite
phones

On-site or In-house Troubleshooting Diagnostics, including evaluating,
testing, and providing remedial recommendations and action

Consulting Services, providing one-stop professional expertise when
considering any new or replacement network
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System and Tower Design and Installation

Radio towers are located throughout the province. They provide continuous,
essential and reliable services to a number of organizations, such as Manitoba
Conservation and Water Stewardship, the Manitoba Protective Services Branch
and municipalities. Each organization maintains ownership and operates its
own equipment.

Radio Services provides a complete project management integration package
which includes, but is not limited to:

* needs assessment/solutions review

* site surveys and layout maps

* systems integration - from concept to delivery and optimization of your
equipment, including training on usage and equipment maintenance

* sourcing of products, materials, equipment and contractors

* contracting services

* soil testing and evaluations

* installation of foundation (as necessary)

* specifications development in conjunction with professional engineers

* building and installing to CSA standards

* repeater unit installation

* equipment programming

* Industry Canada licensing

* inspection and certification by qualified structural engineers

+ customized training on usage and equipment maintenance

* troubleshooting diagnostics

* service and maintenance (on-site or in-house)

* certified electronic technicians

Service and Maintenance

Every five years, or as required, your communications tower will be inspected and
certified by a structural engineer to ensure your equipment is safe and working
to its optimal performance. When maintenance is required, Radio Services has

a fully equipped and highly skilled certified team to provide your comprehensive
servicing needs.

Radio Services also provides maintenance coverage throughout the

province for other existing electronics, including non-directional beacon
equipment, runway light actuators and remote weather reporting stations.
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Hardware Sales, Leases and Rentals

Radio Services carries a full line of reliable and dependable hardware for sale,
lease or rent to help keep your users fully connected and communicating —
faster, easier and clearer. We also offer competitive rates and variable terms:

¢ Rentals — daily, weekly or monthly
¢ Lease to Own — on a monthly basis

Hardware
Hardware products include, but are not limited to:

* Portable and Mobile Satellite Phones
Provides optional dispatch channels, a full line of optional accessories,
including waterproof cases and custom installations to meet your needs.

¢ Video Surveillance and Public Address Systems
Includes acquisition, installation and maintenance of video surveillance and
public address systems equipment.

* Repeaters
Includes communications equipment that can transmit in FM, VHF and UHF.

* Pagers
Includes single and dual channel, as well as paging encoders.

* Radios
Includes portable, mobile and bases in AM/FM, VHF, UHF and 800 MHz
trunked radios, analog and digital.

Our major communications provider is Motorola. But, Radio Services will also
source new and used radio equipment from other manufacturers, such as Icom
and Kenwood.

Licensing

No need to worry about your radio licences being up-to-date or renewed. Radio
Services will take care of that for you. All licensing for UHF and VHF equipment,
including renewals, is completed by Radio Services on an annual basis.
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Consulting Services

Radio Services will be pleased to provide your organization with consultation
services when it is time to plan for a new network or enhance/replace your
existing system.

How to Order Radio Equipment

« |f your organization is a Manitoba Government department or agency, you
can order radio equipment using SAP.

* If your organization is outside the Manitoba Government network, equipment
can be ordered using your organization’s normal purchasing procedures.

Moving and Transferring Radio Equipment

Contact Radio Services before you move radio equipment from one VEMA
customer (region or branch) to another.
Important! Our records and billing information will be
Transferring radio equipment updated accordingly, ensuring your
organization is not invoiced for equipment
you no longer have.

without informing the Radio
Services team affects your billing!

Volume Discounts

Gain access to VEMA's volume discounts and save! As a cost-recovery business,
Radio Services offers competitive pricing while providing high-quality, affordable
communications systems services.

VEMA tenders for bulk purchase on all parts and accessories to ensure the
lowest possible price. This includes products such as:

e batteries

¢ antennas

e radios

* accessories

* cables and connectors
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The Radio Services Repair Fa _

Service and Maintenance

Radio Services plays a significant role in maintaining communications equipment
throughout the province. Over 4000 radio networks, including towers and 2-way
radios, have been installed and are maintained (as necessary) by the team.

Radio Services:

* installs, maintains and repairs two-way radios

* services existing radio-base stations and remote monitoring devices

* installs and/or removes cellular phones and mobile radio equipment in
vehicles, as well as heavy equipment, marine operations, buildings and
towers

* provides quotations for repairs, purchases or replacements

 troubleshoots and conducts system repairs, including coverage

* provides preventive maintenance on all radios

* provides on-site or in-shop service by certified electronic technicians

* provides radio licensing

Your equipment could be your lifeline — keeping it working at peak performance
is integral!

As an accredited repair facility, Radio Services carries all makes and models
of radios and radio equipment, including Motorola, Icom and Kenwood. Our
inventory also includes a full line of accessories and parts for many other types
of radio equipment.

Preventive Maintenance

Take advantage of your down-time. Radio Services will inspect and provide basic
maintenance (as necessary) to ensure your equipment is always ready to go

at a moment’s notice. For example, when fighting forest fires in remote areas,
Manitoba Conservation and Water Stewardship can be assured that

their communications equipment are fully operational when their teams are.
Contact Radio Services to find out more.

Troubleshooting

Should your communications system fail, Radio Services is only a call away.

We will conduct on-site or in-house troubleshooting diagnostics to identify your
problem, provide you with a report of the results and repair your system, per your
instructions and approval.
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Mobile Service Vehicles

Two service vehicles in Winnipeg and one in Dauphin are equipped to provide
fast on-site repair and maintenance services.

Replacement Batteries

Radio Services offers a wide range of batteries for radios and pagers, as well as
cellular and satellite phones.

® moromora
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VEMA PM Program Schedules (Gas Engines)

Light Division Preventive Maintenance Program — Gas Engines

(Excluding Ambulances)

VEHICLE MAINTENANCE CHECKLIST vt

& month intenval | 25,000 | 50,000 | 75,000/ 95,000 (125 000150,000 175,000 200,000+
Diuring arvy PM Service, all body damage should be repovted fo VEMA immediately (whichewver | kms | kms | kms | kms | ks | ko || kms kms

3
E
E
2
3
2
3

Change: ergine il and Ehes, check for fluid leaks

_ Clean interior and extericr if requested twash and veceuml
Check exhaust — vivesal

Check air filter — replace i required

Visarally inspect and adjust Tive pre<cuse and re-tongue wheel nuts bo specibcations.

Chedh steening and susperdion — visual

Checik hom, wincshield wipers and lights for proper cperation

Inspect belts, hoses, besteny terminals, all fuid levels, heaser conrods, and advise F senvice Is required

S ENENENENEN EHENEN ii

Lusbe 2l hocks, aches and hinges (oo, hood, trank and spase tise mount F 2pphcable)

Chech driveline — visual if applicable
Ingpact all brakes (remowe wheels]

ENESEN ENENENEN CHEN EYEY £Y

Chedk front-end and notzez tises (F requived)

ENENEN ENENENEN ENEN CHER AN

LY RAYANENENEN L ENEY ENEN AN
ssfsfs s s s s s s

Chedk all wamanty selabad compomenits. (f appiscabiel

Replace cabin air filter [ required)

Chick surspenton and deening componects

Four wheed alignment

RYESER LN EN AN EY EN N LS LN EN ERE RS EN LS

Road Test

S RS RN N AN LA EN ENEN C ENENENEN B

Replace spark plugs i required) 25 per Masufaciurer'’s necommendation

Austomatic Transmisson Service (f required) as per Manufac fueer's racommendation

RS ENEN N NN LN BN N R S EN N AN Y ENEN SRS ES

J3WHOHA- 38 OL SADIAHAS HO4 YINSA LOVINGD

Change difarensis] fiuid snd tracsfer crse fuid (¥ requeired)] a5 per anufactures’s recommendation

Mandatory Safety Inspectionis)
* Perform applicable Safety Inspecton as requined by Manitcba Public Insurance (MP1) Vehice Standards
* Check cooling sysbem. coolant strength and block heater operation

Winterizing Procedures (to be done every fall):
» Check block heater if possible (some block heaters will nol tum on unless a ceriain lemperaiure is reached)
* Complete AVR check (inchudes lgad besting battery)
« Chack anti-iresze (should be good o -40 )
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VEMA PM Program Schedules (Diesel Engines)
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VEMA PM Program Schedules (Ambulances)

Light Division Preventive Maintenance Program - Ambulances

(Gas and Diesel Engines)

5 Senaces. perk at
Servioes performed 18000 ks H05, 000 kms
wﬂ.:.m.uooei 35000kms 26,000 kms. 54.000 kms
L - T2000kms 144,000 kims
VEHICLE MAINTENANCE CHECKLIST el ohms 140 .
During any PM Sensice, all body domage should be repoeted ta VEMA immediarefy P FM2

y
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Change engine oil and ofl fiter. check for fuid leaks
Check ichean] o fiker, repiace ¥ reguired
Visually inspect tines (inchading spane tne}
Adfust tine prescuse and re-Soogque wheel nuts 0 specfication
S cHeck ot Pk Triecle sl Wil it isopes kicain anc: Sherion) -
Wisalty check and lubricane all irering, suspension and driveline companents.
Lubricate components equipped with grease fitting
Chedk operation of all vehicle safety equipeent, inchuding:
» mirrors = weehiche lighting
* emengency ighting = hom
« specdometer = ganges
= windshald wipsrs and washers = seatheins

LUl R L
L R EN 6
L I X «.\EEE

« allbwits = Battery teeminais, check hattery fluid levels v ¥ 7
= coolant how = heater and AL contsk.

Lusbe 2l doors and hood lodks, lztches and hinges s i 'l

Check and service changing and starting system, check battery fluid levels
Perform complate chasging system and AVA check (recond seading)
Clean bamiery cases and terminals

... .\
Replace fusl filter jdiessl engine ondy) per Manufacturer's recommendation + v
Insgpezct brakes lemaone whiesis) v ¥
v o

v v

v

Road test
Repack and adjust wheel baasiogs (i sequired]
Chedi 3 warranty related components (il biel

Yearly Maintenance and Safety Inspection
+ Complste Manitoba Public Insurance [MPT) Commencial Truck Inspacion (Mobe: Replace brake lining if wom S0%. o greater)
* Automatic transmission senvice (if required) per Manufacturer's recommendation
» Check and adjust front-end alignment (if required]) per Manufactuner's necommendation
* Replace rear diferential fusd (F required)
* Check cooling system, coolant strength and block hesier operation
* Check for tune-up and repiacs fuel fiter — gas engines only (if required) Q‘
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Appendix

Sample of VEMA Accident Report (page 10f2)

VEMA Accident Report o T

M youre in an aceident
1. Cal Poben it T Call WP 92 304-985-TH00 o TebFern 1-500-665-2410 (sutscle of
® A person i injured o there i & faimity Winnigeg] 19 spen & clam. Record yeur claim fambar above
 Your vehicle has been vandakzed or sutgect i & he and run or thet 3. Call VEMA ot 1-800-353-6530 1o report your secdent
® The oihes deiver 4. Send Borm and ary o VEMA
& Theother ddvar s lnpain Mak 625 Menry Ave., Winnipeg, Mamioba A 1F7
e i Fax 2048571109
Emat: g gov e ca}
5. If apphcable. forward copies of yout completed form 1o your insurance
afficar. suparvBor o approprale organzation contact
A, Organization
Crparizateneanch [Ty r—rp—
Adarees
Phaoe lr-\ [
B. VEMA Vehiclo
VEMA Lok Wuamioer |m=hhw |Jlaldllo¢¢l
€. Driver
Mame lnm-m-\m-kmw ‘wun«u=wyn~
Cay Frone Evenng Frora Fan Emal
Total Number of [;
(Phessn atiach 8 saparfn stbool ¥ mon Man ons poCupan was invohed)
Bare |m-u

Oy Prone l Evenng Prove Fa Emad

E.  Other Vehicles and Drivers - Total Numbser of Vehicles Involved: fincluling your VEMA vehicls)
(Please attach 8 saparafe sheel £ more Man two vehicles were mcived!

Licanus Piate Nomoar Privncastat of Fam Ussrus Expiry Darm
Yosr wna ane Wasel (Bedy Type: Secan, Mri Ve o1z

] | Drars Licerms Numar | Drivar's Licaraa Expry Dot
Ascwn

Doy Prose l Evening Fhose | Fan I Emal

[T ——— P — |m.u

Gy Prone l [T | Fa | Emad
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Appendix B

Sample of VEMA Accident Report (page20r2)

| Weness Aateas

W Hew Mhesh When

O Vit naer? Wha Sace of Roaa?

i

What St o ot

i

[ T —

0 you G A Warming Sgeal Whan Kna? ihech Lights [ You Hawe On o amy?
OYes  ONe
D ot e v & W eng Sigrar? Whar K Dt b omeer Hires Woesr HaaBigats. O
OYes  OMe Ov¥es ORe

Oves O OYm O#s

Pice Ortcn s ams Peice Phong Pitcs Fig umter

larvn tha Poloe Charpes Amyoee? Hame of Panon Cramed Platurn of Chargs
OYes ON

G. Injuries and Damage eass aftach & sepanste sheat if you mequars man mom |
[T

Bt of Injures 1y Doivars o Oooupans

aturs of Damage 1o Unt

H. Driver's Detailed Description of How Accident, Loss or Mechanical Damage Occurred

‘Sute Caune of Accioant

et Signatere | Do

I VEMA USE ONLY
Prerintaa a Coverheb At

VEMA Vishicis Dedctbin | [ ™

W relphul, Bustrate the Bocdent a1 ight B sure to nots
*  The nama of ol streets,

*  Course of i cars involved. and

*  Postion cf vebicios at tant of sccdet

1= j ’7 N

Prone: 18003636860 Far HA-G4T-1000

Rt s Dt June 201 3013
" :Ww-»mi.uﬂm—c'
=t Aoy

et

s
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Fleet Management Best Practices

VEMA recommends that you follow industry best practices when managing your
fleet.

¢ Keep your vehicles in good condition
Vehicles that have been maintained throughout their lives bring higher resale
values, saving you money on your lease settlements.

¢ Rotate vehicles regularly
Rotating high and low use vehicles allows you to balance uneven use and
ensure you are on target with each vehicle’s lease term.

¢ Adhere to your replacement cycle and maintain a younger fleet
Younger vehicles are often under warranty, cost less to operate and
significantly reduce unscheduled driver down-time. The vehicles are also
more environmentally friendly since their emission levels are lower.

¢ Consider the environment
Remember to consider the principles of The Government’s Climate Change
and Emissions Reduction Act. When choosing a vehicle, keep in mind its
impact on the environment. Emissions from vehicles contribute to air quality
problems and greenhouse gases that add to climate change.

* Reduce the cost of short-term travel
Lease a vehicle for sharing, or a group of vehicles for drivers who regularly
rent vehicles or use their personal vehicles for business travel. You will
reduce the amount you spend on rental vehicles and driver reimbursements.

Toll Free: 1-800-363-6693 www.vema.gov.mb.ca 77



Driver FAQs

Below are some questions drivers most frequently ask. Please call us at
1-800-363-6693 if you do not see your question answered here.

1.

I had my vehicle in for a preventive maintenance service last week.
Why did | get a PM Notice saying my vehicle was overdue for this service?

Two things trigger our PM reminders: time and your vehicle odometer
reading. In most cases, the odometer reading triggers first. We rely on
regular odometer readings through our monthly distance reporting systems
and through our Pre-Authorization Service when you take your vehicle to a
shop for service. The PM Service is an exception-based trigger. VEMA will
not send your vehicle coordinator a PM notice until your vehicle is over the
specified km trigger.

If you have received a PM notice after you have had the service performed,
one of several things may have happened:

= You had the vehicle serviced before you received our PM notice. The
service facility did not contact VEMA for pre-authorization of the work,
resulting in your vehicle’s maintenance history not being updated in
our system. VEMA will continue to issue the PM notice until we are
advised otherwise. If this happens, call us to have your vehicle’s
maintenance history updated.

= You had the vehicle serviced for an unrelated repair and we asked the
facility to perform the PM service. We do this to save you a second trip
to the service facility. You can disregard the notice in this case.

We recorded an inaccurate monthly odometer reading. If the reported
monthly odometer reading is incorrect or not received, your PM notice
will be affected. The PM Service is one of the reasons why accurate
monthly distance reports are so important.

| fuelled up my VEMA vehicle and then discovered my VEMA FuelCard is
missing. What do | do?

You will need to pay for the fuel yourself, but VEMA will reimburse you.
Send a copy of your receipt, with your vehicle’s unit number on it, to VEMA.

Please call VEMA as soon as possible to report your lost or stolen VEMA
FuelCard. We will cancel the card and send you a replacement.
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3. How do I get a new vehicle?

You will need to contact your vehicle coordinator about new vehicle
information. If your organization does not have a central coordinator,
call VEMA. We will be happy to discuss your new vehicle options.

4. |lost one of my licence plates. Can | just go to my local Autopac agent?

No. VEMA is your MPI agent. We look after all aspects of your vehicle
insurance, including replacing lost or stolen plates, stickers, registration
cards, and annual insurance renewal.

If you lose a plate, sticker or registration card, please call VEMA at
204-945-0275 in Winnipeg, or 1-800-663-6693 outside of Winnipeg.
Other agents will not be able to access your vehicle in MPI's system.
VEMA can issue new plates directly from our Winnipeg head office and
have it to you as quickly as possible.

5. What is my vehicle unit number?
There are several ways you can find your vehicle unit number:

* VEMA FuelCard — the unit number is embossed on the card near the
lower left corner

Inside door jamb — your unit number is on the sticker located on the
inside of the driver-side door

Vehicle registration — the unit number is located on the label affixed
to the MPI vehicle registration document

= Call VEMA — We will be happy to look up your unit number for you

6. My organization has two VEMA vehicles that are shared among
several drivers. Can | use the same VEMA FuelCard to buy fuel for
both vehicles?

No. Each vehicle has its own VEMA FuelCard. It is very important that

you use the right VEMA FuelCard for the right vehicle. This is how we track
fuel consumption for individual vehicles. If you fuel up using another
vehicle’s card, our fuel data, and any reports your organization requests
from us, will be inaccurate.

You can easily check that you are using the correct card by referencing the
unit number embossed near the lower left corner of your VEMA FuelCard.

Toll Free: 1-800-363-6693 www.vema.gov.mb.ca 79



7. Why do | need to make an appointment to return my vehicle to VEMA?

Appointments are required to ensure that there is someone available to

do an inspection of the vehicle with you at the time it is returned to VEMA.
This inspection is done to check for visible damage, ensuring that both
your organization and VEMA agree on the vehicle’s condition at the time

it is returned. In addition, we also ensure items such as the VEMA FuelCard
and insurance card are in the vehicle.
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In Case of an Emergency:

Reporting an Accident or Vehicle Incident

1. Collect information

* about the other vehicle and driver

* witnesses (to protect yourself)

* damage details

* accident specifics (who, what, when and where)
» photos (if possible, take pictures of the scene)

2. Call the police/911 for any emergency, personal injury,
extensive vehicle damage, theft or vandalism.

3. Call MPI to report the accident and initialize the claim.
* In Winnipeg: 204-985-7000
* Qutside Winnipeg: 1-800-665-2410

4. CallVEMA

e In Winnipeg: 204-945-4606 or 204-945-4615
* Qutside Winnipeg: 1-800-363-6693

5. Call your vehicle coordinator
6. Complete the VEMA Accident Report

7. Arrange for vehicle repair

Out of Province Accidents

* Call MPI:  1-800-665-2410
* Call VEMA: 1-800-363-6693

Remember!!
* Report all accidents
* Do not admit liability under any circumstances
* Do not attempt to fix the damage yourself
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