
TOWN OF BOWLING GREEN 
TOWN COUNCIL MEETING 

 
A G E N D A  

 
Thursday, April 07, 2022 

7:00 PM 
 

 
CALL TO ORDER AND QUORUM ESTABLISHED: 

PUBLIC HEARINGS: 

1. Rezoning – #RZS-2021-025 - Northview 

DELEGATIONS: 

2. Appointment of Treasurer 

PUBLIC COMMENTS: 

MEMBER COMMENTS: 

STAFF REPORTS & PRESENTATIONS: 

3. Public Works/Utilities Monthly Report for March 2022 

4. Police Departments Monthly Report for March 2022 

5. Town Treasurer Monthly Report  

for March 2022 

6. Town Manager Monthly Report for March 2022 

7. Playground Update 

8. Planning Commission Report 

CONSENT AGENDA: 

9. Bills – March 2022  

UNFINISHED BUSINESS: 

10. Rezoning – #RZS-2021-020 - Fairmont 

NEW BUSINESS: 

11. Vehicle Use Policy 

INFORMATIONAL ITEMS: 

COMMITTEE REPORTS: 

CLOSED SESSION: 
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RECONVENE IN OPEN SESSION 

ADJOURNMENT 
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TOWN OF BOWLING GREEN 
TOWN COUNCIL MEETING 

AGENDA ITEM REPORT 

 
AGENDA ITEM: Rezoning – #RZS-2021-025 - Northview 

ITEM TYPE: Public Hearing - Duly Advertised 

PURPOSE OF ITEM: Decision - By Motion 

PRESENTER: Allyson Finchum, Town Manager 

PHONE: (804) 633-6212 

 
BACKGROUND / SUMMARY: 
The Town Council held a public hearing on March 3rd, continued to April 7th.   
 
 
ATTACHMENTS: 
Staff Report 
Application 
Applicant’s Narrative 
Maps 
Ordinances 
 
 
REQUESTED ACTION: 
Continue Public Hearing; review project; motion to approve/deny or defer.  The decision to 
approve/deny must be made within one year.  
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STAFF REPORT 

REZONING #RZS-2021-025 

 

 

Request: Rezoning  

(B-1 Business to R-3 Residential)  

Location:  AP Hill Boulevard 

Tax Map: #43-A-42C; 43-22-1, 2, & 3 

Owner:  Northview Properties, LLC 

Applicant: Northview LLC 

Proposed Density: 3.1 du/ac 

Site Size:  42.18 Total; 34.54 acres +/- 

(combined for R-3), 6.15 acres (B-2) 

Existing Land Use:  Vacant 

Existing Zoning:  B-1, Business 

Proposed Use: Residential & Business 

Surrounding Land Uses and Zoning: 

Northeast: County Boundary and Fort AP Hill; Southeast: Bowling Green Motel, Relax Inn, 

Village Self-Storage, zoned B-2; Southwest: vacant land & dwellings zoned A-1; Northwest: 

vacant wooded land and cemetery 

The 2021 Comprehensive Plan: Mixed Use (R1, R2, R3, B1, B2, & PUD) 

Staff: Allyson Finchum, Town Manager/Zoning Administrator  
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Background & Summary of Proposal 

 

The applicant is requesting to rezone four parcels totaling 34.54 acres from B-1, Business to R-3, 

Residential to develop a residential subdivision with 72 single-family houses and 35 townhouse 

dwellings with a resulting density of 3.1 units per acre.  The application for rezoning was 

submitted for review on November 4, 2021.  

 

 The 42.18-acre site is located at the intersection of Route 301 (AP Hill Boulevard) to the 

west and Lakewood Road to the north.  It is currently undeveloped land. 

 The general development plan depicts common area on the perimeter of the 

development.  The total acreage of common area for the residential is 27.7%. 

 No recreational features are shown. 

 Area for stormwater features is on the southeastern corner of the development adjacent 

to AP Hill Boulevard. 

 Building elevations are not provided. 

 The applicant has submitted a narrative which is included in the packet.  

 

 

Evaluation and Staff Comments 

 

The following comments are provided by staff for consideration by the Planning Commission:  

 

 This development is the second residential rezoning proposed in the annexed area 

(Fairmont) along Route 301 north.  Land use in the area is predominantly vacant or 

commercial.    This application, if approved, continues the transition to residential 

development along the corridor.   

 

 The future land use map identifies this area as Mixed-Use.  The applicant has provided 

both a mixture of residential uses (single-family and multi-family) and a mixture of various 

use districts - Residential(R) and Business(B). 

 

 The application is for rezoning to R-3 Residential which allows a multi-family use at the 

highest density provided in the Town of Bowling Green zoning ordinance.  The Planning 

Commission and ultimately Town Council must decide whether low, medium, or high 

density and single-family and/or multi-family development meet the intent of the 

Comprehensive Plan for this parcel. 

 

 The Town's appearance and design are noted in the Comprehensive Plan as an important 

quality of life issue for its residents and as an economic development tool.  Details such 

as exterior elevations of housing and community amenities are not included. Therefore 
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the developer or builder who ultimately builds the project, will decide the layout, 

aesthetics and amenities, if any.  The Planning Commission and Town Council must decide 

whether the application adequately addresses the Comprehensive Plan.       

 

 Entrance corridors, including Route 301 north, are identified in the Comprehensive Plan 

as important for historical, aesthetic, and practical reasons, which serve to visually 

identify the Town boundary, establish the first impression of the Town for visitors, and is 

indicative of the Town’s commitment to its appearance and attractiveness.  The proposed 

Northview GDP shows a mixture of housing with mostly townhouses as the type most 

apparent form the road until the commercially zoned parcel between the dwellings and 

Route 301 is developed.  The Comprehensive Plan identifies berms as a possible solution 

in providing a visual buffer, though no visual buffers have been proffered. Alternatively, 

the GDP could be redesigned to address this aspect of the Comprehensive Plan. 

 

 The Comprehensive Plan recommends to “minimize the impact of development on major 

roads by limiting access points and providing side street access and common entrances.” 

It also suggests to “prohibit individual single family and duplex units within a development 

from having direct access to arterial and collector roads wherever possible, and locate 

residential development along internal roads within the development to improve traffic 

flow and enhance safety.”  

  

The GDP identifies three access points; two along Lakewood Road, a secondary road, and 

one to Route 301, a principal arterial highway.  The Route 301 access point is aligned with 

the cross-over for both northbound and southbound access.   

 

 Based on existing usage, the Town currently has water and sewer availability to support 

this project if existing undeveloped or underdeveloped lots are not considered.  However, 

about 97% of the currently permitted withdrawal will be utilized at full build out of this 

project. The Town should consider beginning the process of identifying additional water 

supply sources (wells) and permits in the near future.  

 

 The Comprehensive Plan recommends to “protect environmentally sensitive areas such 

as steep slopes, historic and archaeological resources, wetlands, water supply, wildlife 

habitats, and other sensitive areas by locating conflicting land uses away from such areas. 

 

The site is relatively flat and appears to be approximately 1000’ from a water feature.   

 

 Townhouse developments must contain 6,000 square feet of lot area and usable open 

space per unit.  Usable open space is landscaped areas that provide a park, playground or 

swimming pool.   The BMP area is excluded from the calculations.  A more detailed site 
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plan containing calculations will need to be provided to determine the exact amount of 

usable open space.           

 

 

Proffers 

 

The applicant has stated proffers will be submitted prior to public hearing. 

 

 

Comprehensive Plan Recommendations 
 
The Comprehensive Plan Map shows the future land use for this area as Mixed Use (R1, R2, R3, 

B1, B2, & PUD). This designation includes a variety of densities, as well as various types of 

residential and business uses along the corridor.   

 

The Comprehensive Plan identifies the Route 301 North Corridor Area on the northeast side of 

Bowling Green as one of “three commercial areas within the town boundary which will benefit 

greatly with detailed planning to ensure proper development, redevelopment, growth, and 

viability.”   

 

Excerpts from the Comprehensive Plan are included in the packet. 

 

 

Natural and Cultural Resources Impacts 

 

The site is located in the Maracossic Creek (Mattaponi) watershed.   

 

The Chesapeake Bay and storm water regulations provide the framework to protect 

environmentally sensitive water features. 

 

 

Traffic Impacts 

 

AP Hill Boulevard is a four-lane divided Principal Arterial Highway.  The applicant has provided a 

general traffic impact statement.  The proposed zoning creates an estimated 629 vehicle trips 

per day (vpd).   

 

 

Public Utility Impacts 

 

Water 
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Water lines must be extended throughout this subdivision with an individual tap to each parcel.  

There is an existing Town water main along AP Hill Boulevard to serve the proposed 

development. 

 

The Town’s current groundwater withdrawal permit allows for 69,520,000 gallons per year which 

is 190,465 gallons per day (gpd) on average. The current average daily production is 153,000 gpd.  

This total includes unaccounted for water usage from water leaks, flushing of hydrants, use from 

Caroline County Fire and Rescue (training, filling trucks, etc.).  Current daily reserve is 37,465 

which allows for an additional 124 connections at 300 gpd.  Approval of any development that 

exceeds 190,465 gpd is contingent upon the Virginia Department of Environmental Quality’s 

(VDEQ) approval of a modified withdrawal permit.  

 

If this is the only subdivision approved, it would use approximately 97% of the remaining capacity 

at total build out.  This does not consider development of any undeveloped or underdeveloped 

land within the Town limits. 

 

The 124-unit capacity figure must take into consideration existing platted vacant lots in town. It 

may be appropriate for the applicant to consider providing a well site or other assistance towards 

a future well when required. 

 

Sewer 

 

The Town’s current sewer capacity permitted is 250,000 (gallons per day), with 98,000 gpd 

(39.2%) currently used.  There is an existing Town sanitary sewer gravity main along AP Hill 

Boulevard. Sanitary sewer mains must be extended throughout the subdivision, with an 

individual lateral to each parcel.  

  

There is ample sewer supply available with less than 40% of the capacity utilized. 

 

Storm water Impacts 

 

The development of 88 residential lots and the corresponding streets/parking areas, with 

increase in impervious cover and require storm water facilities. The GDP identifies the general 

location of the proposed stormwater facilities. The storm water requirements may affect the final 

lot layout/ project design.  

 

 

School Impacts: 

 

School impacts are not included in the application.   
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The school system is funded through the Caroline County Board of Supervisors. Taxpayers (Town 

and County) provide financial resources for the school system, through real estate and other 

taxes, together with available state and federal funding.  Information is included in the 

Comprehensive Plan about the schools.  

 

 

Tax Revenue  

 

Included in the narrative is the applicant’s fiscal impact statement of the project. The applicant 

stated R-3 residential development will generate a total annual real estate tax of $47,840.00 of 

revenue. 

 

 

Zoning and Subdivision Ordinance Considerations 

 

R-3 Residential 

 

Townhouses and apartment buildings minimum lot requirement of 10,000 square feet shall be 

waived for the individual lots occupied by each Townhouse dwelling unit. However, in 

consonance with the concept of open area planning, the total lot area and usable open space per 

dwelling unit, townhouse or apartment shall be not less than 6,000 square feet. Such usable open 

space shall be exclusive of areas devoted to streets, alleys and parking area and shall be 

adequately landscaped with shade trees and grass to provide a park, playground area or 

swimming pool for the development.  The minimum lot size for single-family detached dwellings 

is 10,000 sf.  Over sixty percent of the lots do not meet the minimum lot size requirements.  

 

Subdivision 

 

The development must meet subdivision/zoning ordinance requirements at the time of site 

plan/subdivision submission.  The GDP provided may conflict with one or more of the regulations 

identified above.   

 

 

Update 

The Planning Commission held a public hearing on December 20, 2021.  Concerns and questions 

that arose in the meeting included: 

 Both opposition and support expressed for the project 

 Access for all units from the alleyways 

 Parking in the alleyways 
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 Trash collection in the alleyway to allow for the desired effect of front facing aesthetics 

 Impervious surface of townhouse lots 

 Landscaping of townhouses 

 Width of roadway and effect on parking 

 Concern with the number of proposed entrances to the development, one on AP Hill 

and two on Lakewood 

 Need for a turn lane located on AP Hill Boulevard and concern due to the speed limit 

and amount of traffic in that area 

 Turn lane requirement for commercial development 

 Location of trash collection for single-family dwellings  

 Number of businesses able to locate on 6.1 acres of commercial space 

 Lack and need for a supermarket  

 Phasing of commercial development during the residential development 

 possibility to develop shell sites to attract businesses  

 Clarification on two corner parcels, 44-A-1B1, and 44-A-1A which are included 

separately on the GDP and are not included in the rezoning request 

 Type of vegetation as a buffer on Lakewood and AP Hill Boulevard 

 Access for the 6.1 acres of zoned commercial area  

 Concern for the TH units 70-93 abutting the commercial property, acting as a buffer.  

 Concern with volume of traffic and on-street parking 

 Existing speeding issues on Lakewood Road and safety concern in regard to increased 

traffic 

 Traffic on Lakewood Road 

 Adequate water and sewer 

 Protection of marsh lands  

 Fort AP Hill concerns or questions  

 No assurance of development 

 What are the benefits added for the Town  

 What will the development contribute to the special district tax 

 Noted security issues giving address at meetings (not related to proposal) 

 Too many unanswered questions 

 Who is the proposed developer 

 Possible tax increase for existing citizens 

 Traffic, VDOT issues 

 Water and sewer 

 Prefer a grocery store or all commercial development 

 Want mom and pop restaurants 
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 Concern with adequate infrastructure 

 Concern with adequate emergency services: Fire, EMS, Police, Education and Schools 

 

On January 31, 2022, the Planning Commission continued the public hearing.   

 

 Concern about lack of infrastructure  

 Questioned impact on the Special District Tax  

 Appropriate amount of green space must be provided per code 

 Want connection of the residential developments on Route 301 by means of pathways 

or trailways 

 Want connection of developments with older part of the community 

 Core of town is important 

 Appreciation for commercial lots remaining along Route 301   

 Concern with the reduction of open space shown on the plan  

 Lack of open space for children 

 No playgrounds 

 Exclusion with these proposed developments 

 Concern with water and resources 

 Concern of no connectivity and no community  

 Commercial land should be a focus  

 Concern with traffic 

 Concern with water 

 Concern with parking 

 Concern with resources 

 Inquiry about how much of the land would be developable up to the protected wetlands  

 Concern with lack of existing playgrounds in the town 

 Cookie cutter subdivisions are not desirable 

 

The Commission granted the applicant’s request to move the application to the Town Council.  

By vote of 4-1, no recommendation was submitted based on concerns noted above. 

 

 

Public Outreach Information: 

 

As required by State Code, this item was advertised in the Free-Lance Star on December 6, 2021 

and December 13, 2021 for the Planning Commission public hearing and February 17, 2022 and 

24, 2022 for the Town Council public hearing. 
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The Staff report, as well as all reports for this Planning Commission meeting, were posted on the 

Town website www.townofbowlinggreen.com on February 28, 2022. 

 

Adjacent notices were mailed first class.  

 

 

Next Steps: 

 

The Town Council will hold a public hearing on this matter and decide the matter within one year.   
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TOWN OF BOWLING GREEN 
TOWN COUNCIL MEETING 

AGENDA ITEM REPORT 

 
 
 

AGENDA ITEM: Appointment of Town Treasurer 

ITEM TYPE: Action Item 

PURPOSE OF ITEM: Decision - By Motion 

PRESENTER: Allyson Finchum, townmanager@townofbowlinggreen.com 

PHONE: (804) 633-6212 

 
BACKGROUND / SUMMARY: 
 
Jackie Nance began working for the Town on March 7, 2022 in the position of Town Treasurer. 
 

ATTACHMENTS: 
 
None. 
 
 
 

REQUESTED ACTION: 
 
Council appointment of Jackie Nance as Town Treasurer. 
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The employees of Bowling Green, Virginia are committed to providing the highest quality service to the community as directed 
by the Town Council within the constraints of the town’s resources and will do so without regard to personal gain or privilege. 

 

TOWN OF BOWLING GREEN 
TOWN COUNCIL MEETING 

MONTHLY REPORT / PROJECT UPDATE 

 
AGENDA ITEM: Public Works/Utilities Monthly Report for March 2022 

DATE: March 31, 2022 

PREPARED BY: Josh Irby 

 
MONTHLY REPORT / PROJECT UPDATE: 

 

Water 

 Working on cross connection prevention program- Part of Virginia Waterworks Regulations 

 Update meetings on water meter project- Meters have arrived and work should begin week of 

April 11th  

 Residential and Commercial meters have arrived 

 Meeting with Caroline County Staff about repairs- Contact county first, rotate contractors 

 Working with Dewberry Engineering on New Well 

 Created hydrant flushing log to document usage and separate log created to record leaks and 

tank cleaning- Part of water audit 

 Annual hydrant flushing 

 

Wastewater 

 Plant is running ok 

 Waiting on review for PER from USDA 

 

Public Works 

 Signs were ordered for Police Department and Visitor Center Parking 

 Signs ordered for public parking on Chase Street 

 Set up for meetings at Town Hall 

 Weekly Staff Meetings 

 Meeting with Dan Webb and Tammie Gaines to discuss playground 

 Mulch added to playground and section cut out for access 

 Decals added to Town vehicles 

 Fredericksburg Fencing price for gate operator- Rough estimate for gate $7,400 plus install 

and for operator $6,800+ depending on system 

 Created fuel logs for town vehicles and equipment 

 
ATTACHMENTS: 

 DMR for February 

HEADS UP ITEMS: 

 Caroline High School Football Team picked up 32 bags of litter on March 26, 2022 
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The employees of Bowling Green, Virginia are committed to providing the highest quality service to the community as directed 
by the Town Council within the constraints of the town’s resources and will do so without regard to personal gain or privilege. 
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The employees of Bowling Green, Virginia are committed to providing the highest quality service to the community as directed 
by the Town Council within the constraints of the town’s resources and will do so without regard to personal gain or privilege. 

 

TOWN OF BOWLING GREEN 
TOWN COUNCIL MEETING 

MONTHLY REPORT / PROJECT UPDATE 

 
AGENDA ITEM: Police Departments Monthly Report March 2022 

DATE: 04/01/2022 

PREPARED BY: Chief Justin Cecil Sr. 

 
MONTHLY REPORT / PROJECT UPDATE: 
 

Police Activity for March 2022 

 46-Total calls for service  

 16-Assist other agencies  

 31-Summons / Parking tickets 

 75-Park walk and talks  

 1-Larceny 

 1-Fraud 

 61-Property checks/ Vacation checks/ Business Checks 

1- Animal control 

  

ATTACHMENTS: 
None 

 

HEADS UP ITEMS: 
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The employees of Bowling Green, Virginia are committed to providing the highest quality service to the community as directed 
by the Town Council within the constraints of the town’s resources and will do so without regard to personal gain or privilege. 

 

TOWN OF BOWLING GREEN 
TOWN COUNCIL MEETING 

MONTHLY REPORT / PROJECT UPDATE 

 
AGENDA ITEM: Town Clerk/Treasurer Council Monthly Report  

March 2022 

DATE: April 07, 2022 

PREPARED BY: Jackie Nance 

 
MONTHLY REPORT / PROJECT UPDATE: 
 

 

 Attended Weekly Staff Meetings. 

 Completed monthly payrolls/taxes. 

 Completed monthly accounts payable. 

 Completed daily register reconciliation. 

 Completed daily banking/cc payment processing- supervisor approval. 

 Worked with past Treasurer on nights and weekends for some training topics. 

 Processed Utility files for bi-monthly customer billings, due April 01, 2022. 

 Researched multiple utility accounts for billing questions/high usage.  

 Attended Keystone software trainings over a few weeks, to include weekend hours. 

 Set up new printer for check printing. 

 Verified Nacha file formats for bank file uploads. 

 Verified various system data files for importing to Keystone software.  

 

 

ATTACHMENTS: 
 

 Monthly Town Hall Rental Report – March 2022 

 Delinquent Tax Report – Current Report 

 YTD Budget Report – Current Report 

HEADS UP ITEMS:  NONE 
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The employees of Bowling Green, Virginia are committed to providing the highest quality service to the community as directed 
by the Town Council within the constraints of the town’s resources and will do so without regard to personal gain or privilege. 
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TOWN HALL RENTALS 

 

March 

#USES  NAME OF USER   ACTIVITY               FEES 

 

7  Town Hall Activities   Class           $ 140.00 

 

1  Town Council Meeting  Meeting    N/C 

 

1  Town Council Work Session  Meeting    N/C  

 

1  Planning Commission  W/S  Meeting    N/C 

 

1  LOVE works project   Meeting    N/C 

 

1  Planning Commission   Meeting    N/C 

 

1             Private Event    Baby Shower          $ 350.00 

  

1  Private Event    Birthday Party                     $ 350.00 

   

1  Private Event    Dinner           $ 275.00 

  

1  Private Event    Meeting          $ 575.00 

 

       

 

  

 

 

  

 16       Totals           $ 1690.00 

.           
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The employees of Bowling Green, Virginia are committed to providing the highest quality service to the community as directed 
by the Town Council within the constraints of the town’s resources and will do so without regard to personal gain or privilege. 

 

TOWN OF BOWLING GREEN 
TOWN COUNCIL MEETING 

MONTHLY REPORT / PROJECT UPDATE 

 
AGENDA ITEM: Town Manager Monthly Report - March 2022 

DATE: April 7, 2022 

PREPARED BY: Allyson Finchum 

 
 
MONTHLY REPORT / PROJECT UPDATE: 
 

 Preparation and Staff for the March 24th Planning Commission Meeting – Discussion of the 
Comprehensive Plan and Zoning Text Amendments 

 Review of Site Plan for ZP 2021-013 Village Self-Storage on Route 301  

 Review of Zoning Permits  

 Planning and Zoning Inquiries 

 Keystone Software Implementation  

 Water and Sewer Build-Out Analysis 

 Budget Preparation 

 ARPA Funds Preparation 

 Set-up Visitors Center and Restroom 

 Trash Collection Recycling Issue under Review 

 Preparation of April 7th, 2022 Town Council Agenda Packet:  
     Northview Rezoning Public Hearing, Fairmont Rezoning  

 Preparation of April 7th, 2022 Town Council Worksession: FY23 Budget 

 Training of New Staff 
 

________________________________________________________________________________ 
 
 
Meetings/Training attended: 

 March 3rd Town Council Worksession 

 March 3rd Town Council Meeting 

 March 24th Planning Commission Meeting 

 Weekly Staff Meetings 

 Meetings on various topics with:  
     Developers/Citizens 
     Caroline County/Commissioner of the Revenue/State Governmental Agencies  
     Planning Commissioners 
     Town Council Members 

 Specific Topics:  

 Keystone Software 

 LOVE Works Sign  
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The employees of Bowling Green, Virginia are committed to providing the highest quality service to the community as directed 
by the Town Council within the constraints of the town’s resources and will do so without regard to personal gain or privilege. 

Schedule: 

 Zoning Ordinance text amendments to allow additional uses in the B-1 business district 

 Zoning Ordinance on Food Trucks 

 Update of the Comprehensive Plan with Planning Commission 
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TOWN OF BOWLING GREEN 
TOWN COUNCIL MEETING 

AGENDA ITEM REPORT 

 
 
 

AGENDA ITEM: Bills – March 2022  

ITEM TYPE: Consent Agenda 

PURPOSE OF ITEM: Decision - By Motion 

PRESENTER: Jackie Nance, towntreasurer@townofbowlinggreen.com 

PHONE: (804) 633-6212 

 
BACKGROUND / SUMMARY: 
 

Invoices for items purchased and services rendered in March 2022 

 

 

ATTACHMENTS: 
 
Check Reports: 

03/04/2022 

03/18/2022 

03/25/2022 

 

REQUESTED ACTION: 
 

Approve invoices. 
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TOWN OF BOWLING GREEN 
TOWN COUNCIL MEETING 

AGENDA ITEM REPORT 

 
AGENDA ITEM: Rezoning – #RZS-2021-020 - Fairmont 

ITEM TYPE: Action Item 

PURPOSE OF ITEM: Decision - By Motion 

PRESENTER: Allyson Finchum, Town Manager 

PHONE: (804) 633-6212 

 
BACKGROUND / SUMMARY: 
 
Town Council originally held a public hearing on January 6, 2022.  The hearing was continued on 
February 3rd.  The Town Council has one year from the date of the original public hearing to approve 
or deny the application.   
 
 
 
ATTACHMENTS: 
 
None. 
 
 
 
 
 
REQUESTED ACTION: 
 

Hold Public Hearing; review project; decide whether to 1) defer decision  2) set-up worksession or 3) 
motion to approve or deny the project. 
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TOWN OF BOWLING GREEN 
TOWN COUNCIL MEETING 

AGENDA ITEM REPORT 

 
 
 

AGENDA ITEM: Vehicle Use Policy 

ITEM TYPE: Action Item 

PURPOSE OF ITEM: Decision - By Motion 

PRESENTER: Allyson Finchum, townmanager@townofbowlinggreen.com 

PHONE: (804) 633-6212 

 
BACKGROUND / SUMMARY: 
 
A proposed Employee Vehicle Use Policy has been drafted to assist in controlling costs of vehicle 
replacement and fuel.  
 

ATTACHMENTS: 
 
Draft Employee Vehicle Use Policy 
 
 
 

REQUESTED ACTION: 
 
Approve/Amend/Deny Vehicle Use Policy 
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PERSONNEL POLICY 

Town of Bowling Green, Virginia 
 

 

Policy Title: Use of Town Vehicle 

 

Effective Date: 

Section No. : 
 

I. PURPOSE 

It is the objective of the Bowling Green Town Council to establish standard procedures with 

respect to the accounting of the use of town owned vehicles, and to follow IRS regulations 

on the reporting of the taxable value of the commuting fringe benefit to the employee. 

II. SCOPE 

This policy applies to all employees who are employed in a position that permits them to 

commute to and from work in a town provided vehicle for valid non-compensatory business 

reasons. The following vehicles are excluded from this policy, as they are defined by IRS 

regulations as qualified nonpersonal use vehicles. A qualified nonpersonal use vehicle is any 

vehicle the employee is not likely to use more than minimally for personal purposes because 

of its design: 

 

• Clearly marked police vehicles 

o Marking on a license plate is NOT considered a ‘clear mark’. 

Employee must always be on call. Employee must be required by the 

employer to use the vehicle for commuting. Employer must prohibit 

personal use (other than commuting) for travel outside of the officer's 

jurisdiction. 

• Unmarked vehicles used by law enforcement officers if the use is officially 

authorized. 

o Employer must officially authorize personal use and the personal use 

must be incident to use for law-enforcement purposes; i.e., no vacation 

use. The employer must be a governmental unit responsible for 

prevention or investigation of crime. 

o The vehicle must be used by a full-time LAW ENFORCEMENT 

Officer, i.e. officer authorized to carry firearms, execute warrants, and 

make arrests. The officer must regularly carry firearms, except when it 

is not possible to do so because of the requirements of undercover 

work.  
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PROCEDURE 
 
 

A. USAGE STANDARDS 

An employee may be permitted to commute to and from work in a town vehicle for 

valid business reasons provided that the employee resides within twenty (20) miles 

of the Town of Bowling Green. An employee is not authorized to use the vehicle for 

uses other than commuting and de minimis personal use. 

 

B. COMPLIANCE 

1) An employee who is permitted to drive a town vehicle is required to submit a 

Town of Bowling Green Government Representation Regarding Use of Vehicle 

form to the Payroll Department by the 15th of each month, listing commuting trips 

for the prior calendar month. The value of the commuting trips reported on the form 

will be added to the employee’s taxable income and taxed accordingly in the next 

payroll cycle.  
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Representation Regarding Use of Vehicle 
 

 

The IRS requires employers to include the taxable fringe benefit value of the 
employee’s commuting use of the vehicle on the employee’s W-2. 

 
NOTE: Please provide this completed form to the Payroll Department by the 15th 
working day of each month for personal commutes in the previous month: 

 

Description of Vehicle Driven    
 

Reporting period: FROM TO    
 

How many round trip commutes did you make in the above period?    
 

Number of round trips from line above times $______ = $ . 
(This is the monthly taxable value that will be included in your payroll for taxation and 
reporting purposes) 

 
 

 

Employee Printed Name 
 

 

Employee Signature/ Date 
 

 

Town Manager Printed Name 
 

 

Town Manager’s signature representing employee is required to commute in above 
vehicle 

 

 

Date 
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Vehicle Compliance Agreement 
 

 

I acknowledge that, provided that I reside within twenty (20) miles from the Town 
of Bowling Green, I am permitted to commute in the vehicle listed below due to  the 
on-call nature of my job. I understand that the vehicle assigned to me is a qualified 
nonpersonal use vehicle and I will not use the vehicle for more than de minimis 
personal use. 

 
 

Description of Vehicle Driven    
 

Date Vehicle was assigned to me    
 
 
 
 
 
 

Employee Printed Name 
 

 

Employee Signature/ Date 
 

 

Town Manager Printed Name 
 

 

Town Manager’s signature 
 

 

Date 
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