USE OF CARS AT THE INSTITUTE OF BIOLOGY

Users must read the rules before driving. Employees at SDU (VIPs, TAPs, Ph.D. students) and M.Sc. students doing their thesis are allowed users. The cars may only be used for official duties.
Persons unrelated to the university cannot drive or be passengers in the cars for insurance reasons.  Violations of this rule will result in immediate withdrawal of the driving permission (this applies to everyone - students, TAP and VIP). If in doubt please contact the official car coordinator (currently Associate Professor Henning S. Jensen, Institute of Biology) or Ann-Mary Andersen.
  
Reservation
Before every use, the vehicles (including trailers) must be reserved in the reservation system: http://www.bilreservation.sdu.dk. Password and username are the same as those required for access to the general SDU network. Reservation requires the driver's name (no initials), institute, trip destination, distance and expected duration. If the car is not picked up within half an hour after the reserved time you are not guaranteed to get the car. You cannot reserve cars for more than 5 days at a time without permission from the official car coordinator Henning S. Jensen.
When the police advise against all unnecessary travelling because of snowstorm or other weather conditions, there will be a ban on driving all vehicles. Dispensation can in case of emergency be given by Associate Professor Henning S. Jensen, Institute of Biology.

Price
For driving in Denmark you have to pay 50 kr. per day and 1 kr. per expected km. For driving outside Denmark you pay 500 kr. per day. There is no mileage charge for driving outside Denmark, but you pay the cost of fuel. Payment per kilometer is charged up to the border.

M.Sc. students at the Institute of Biology may use car 4, 7, 8 and 10 without special permission when doing their thesis. Use is limited to the extent indicated in the thesis contract (unless otherwise agreed). If you need any car but the afore mentioned you must apply for permission using the white form, "Request for loan of a car" and get the signature from the official car coordinator. Car No 12 can be used by M.Sc. students for transport to Kerteminde only. M.Sc. Students can only use car 15 and 16 after instruction in the use of 4-wheel drive by either Finn Andreasen or Henning Jensen. Other students must always apply for permission using the white form (regardless of the car used).

Keys
Within normal working hours. Keys, fuel cards (to Q8, and Hydro-Texaco) and log book (placed together in one bag) should be picked up at the Institute of Biology (Ann-Mary Andersen's office) and returned to the same place after use.
Outside normal working hours. Keys, fuel cards and log book must be picked up during normal working hours. In case of two reservations for the same car – e.g. during a weekend - spare keys, spare fuel card and spare log book is handed out to one of the users (within normal working hours). Keys, fuel cards and log book are returned to the mailbox in the door at the ground floor at the Institute of Biology after use.
  
Use of cars outside Denmark
Use of vehicles for travelling outside Denmark requires permission. Please contact Ann-Mary Andersen or Henning S. Jensen. For international trips you need to bring along a green certificate of insurance obtained by contacting the Service Department, tel. 6550 3900. Send an email to the Service Department, 3900@sdu.dk with information about the car, registration no., the date of departure and arrival, driver's name and Institute, and information of where to send the certificate. The certificate must be ordered 14 days before departure. The price is approx. 300 kr. per day.

Before driving
The car should be inspected for damages. The log book will contain an overview of reported but not yet repaired damages. Non-reported damages should be reported to Ann-Mary Andersen, Institute of Biology, before you use the car, stating the name of the previous driver (from the log book). 
If you are not familiar driving with a trailer please contact Finn Andreasen, tel: 60112221 well in advance (e.g. 1 week) before driving.

Maintenance
The Institute of Biology is responsible for all cars. It is extremely important that everybody does their best to keep the cars clean and undamaged. All malfunctions must be immediately forwarded to Ann-Mary Andersen, tel.: 60112491 or Finn Andreasen, tel.: 60112221.

Fish and saline water
Fish and saline water must only be transported in dedicated trailers (not in cars!).

Injuries and accidents
If damages occur, they must immediately be reported by writing to the Secretariat at the Institute of Biology stating the driver's name and event (fill in a damage statement). If you need assistance, please call Ann-Mary Andersen, tel. 60 112491 or Finn Andreasen, tel. 60112221 or the Secretariat (tel.: 65502752) immediately. If you don’t get in contact with any of those persons please call Falck, tel. 70 10 20 30 or Dansk Autohjælp, tel.: 66 11 79 08. The car should be brought to Møllegårdens Auto, Klokkestøbervej 23, 5230 Odense M, tel. 65 93 31 22  for repair. For road accidents involving personal injury and / or major property damage a police report will be required. If the same driver makes multiple accidents, we will consider withdrawal of their driving permission.
 
Delivery of cars
Leave the car in the same clean condition as you want to receive it. Throw away used cups, bottles, paper and other waste (shake the mats to get rid of sand and gravel and use the little broom if necessary) and return the car to the parking area at Kedelcentralen. Cars must stay overnight in the parking lot at Kedelcentralen unless otherwise agreed with the official car coordinator (the cars cannot be taken home at night).

The fuel tank must be at least 1/4 full when the car is returned.
Repeated violations of the rules will force us to withdraw your driving permission.

Remember to lock the car when leaving, no matter how short the time you are away!

Which cars can be used and by whom:

Car 2	
Brand: 	VW Caddy 1,6 TDI from Mar. 11. 5 persons incl. driver
Reg. No: 	DG 45235
Colour: 	Blue
Fuel: 	Diesel
Location: 	In the garage No. 6
Usage: 	Can be used by staff at the Faculty of Science
Do not use in the field - (bumpy roads, forest roads, sandy beaches, etc.)
Open / Lock: The car has an immobilizer and central locking. The master key has a remote control. One click "open padlock" button opens all doors and disarms the immobilizer. Flashing lights blink a few times in rapid succession. Please note: a diesel engine needs preheating.  Insert the key and turn a couple of notches - all warning lights will be lit, among others a red "STOP" lamp. When the STOP disappears, turn the key all the way round to start. This procedure applies only when the car is cold!
When leaving the car press the "closed padlock" button. All doors will lock and the immobilizer is activated. A constant flashing light is illuminated momentarily.
But you can just open / lock the car by putting the key into the door lock. No activation of flashing lights. 
The car has trailer coupling 7 pin light connector


Car 4
Brand: 	VW Caddy Maxi TDI from Sep.09 - 7 persons incl. driver
Reg. No: 	ZY 37194
Color: 	Metallic gray
Fuel: 	Diesel
Location: 	In the garage No. 14
Usage: 	May only be used by employees and by master students at the Inst. of Biology.
Open / Lock: The car has an immobilizer and central locking. Doors open at the touch of the symbol "open padlock" and are locked by pressing the "closed padlock". Start-up: Put the key in and turn 2 clicks - wait a couple seconds - then turn the key all the way up to the start.
This procedure is necessary only when the car is cold!
The car has trailer coupling and 7 pin light connector.

Car 7
Brand: 	FORD Transit 125T330 TDCi minibus from Oct. 05. 9 persons incl. driver
Reg. No: 	XT 53294
Color: 	Metallic gray
Location: 	On the open parking area behind Kedelcentralen.
Usage: 	Can be used by all
Open / Lock: The car has an immobilizer and central locking. The master key includes a remote control. One click "open padlock" button opens all doors and disarms the immobilizer. Insert the key into the ignition switch and turn a few notches up, whereby all control lights display - including a yellow symbol for a "spool". When this symbol disappears the car can be started by turning the key all the way up. This procedure is carried out only when the car is cold!
When leaving the car press the "closed padlock" button. All doors lock and the immobilizer is activated.
You can also just open / lock the car by putting the key into the door lock.
The car has trailer coupling and 13 pin light connector. Convert unit from the 13 pin to 7pin light connector in the car.
 
Car 8
Brand: 	VW Transporter Van from March 96 - 3 persons incl. driver.
Reg. No: 	RU 27235
Color: 	Blue
Fuel: 	Unleaded gasoline 95 octane
Location: 	On the open parking area behind Kedelcentralen
Usage: 	Can be used by all
Open / Lock: The car has an immobilizer and central locking. Insert the key into the door lock and turn counterclockwise. The car can now be started. Locking takes place simply by placing the key in the door lock and turning clockwise.
The car has trailer coupling 7 pin light connector

Car 10
Brand: 	Ford Transit 300S TD minibus - vintage from Dec. 03. 9 persons incl. driver.
Reg. No: 	VS 24988
Color: 	Navy
Fuel: 	Diesel
Location: 	In Garage No 4
Usage:	Can be used by all
Open / Lock: The car has an immobilizer and central locking. The master key has a remote control. . One click "open padlock" button opens all doors and disarms the immobilizer. Insert the key into the ignition lock and turn a few notches up, whereby all control lights display - including a yellow symbol for a "spool". When the symbol disappears the car can be started by turning the key all the way up. This procedure is carried out only when the car is cold!
When leaving the car press the "closed padlock" button. All doors lock and the immobilizer is activated.
You can also just open / lock the car by putting the key into the door lock.
The car has trailer coupling 7 pin light connector 

Car 12
Brand: 	VW Caddy TDI 7 persons incl. driver.
Reg, No: 	BF 27941
Colour:	Blue
Fuel: 	Diesel
Location: 	In the Garage No. 5
Usage: 	Can be used by staff and graduate students in Biological Sciences. The car is primarily reserved for driving to and from the Marine Biological Research Center in Kerteminde.
Open / lock:	The car has an immobilizer and central locking. Doors open at the touch of the symbol "open padlock" and are locked by pressing the "closed padlock". Start-up: Put the key in and turn 2 clicks - wait a couple seconds - then turn the key all the way up to the start.
This procedure is necessary only when the car is cold!
The car has trailer coupling and 7 pin light connector.

Car 15
Brand: 	Suzuki Grand Vitara 2.0TD 4WD - from Oct. 05. 5 persons incl. driver.
Reg. No: 	XT 53293
Colour: 	Green Metallic
Fuel: 	Diesel
Location: 	In the Garage No. 3
Usage: 	Can be used by employees and graduate students at the Inst. of Biol. The car is primarily intended for field work.
Open / Lock: The car has an immobilizer and central locking. The master key has a remote control. Press the "open padlock" button to open the door to the driver's seat - Two presses open all doors. The immobilizer is now disconnected. Flashing lights will flash 2 times. Insert the key into the ignition lock and turn a few notches up, whereby all control lights display. Wait 5 seconds and the key is turned up and the car starts. This procedure is carried out only when the car is cold!
When leaving the car press the "closed padlock" button. All doors lock, the immobilizer is turned on and flashing lights will flash once.
You can also just open / lock the car by putting the key into the door lock.
The car has trailer coupling (which can be removed) and 7pole light connector.
The trailer coupling is in a blue bag at the back of the car.
Note: 4-wheel drag (H4 and L4 setting) should never be used for asphalt driving.
Never run more than 50 km / h with 4-wheel drive.
The L4-setting (reduction gear and differential lock) cannot be used on dry gravel roads let alone ordinary roads.

Car 16
Brand: 	VW Transporter TDI 4Motion Permanent 4wheel drive. July 08. 9 persons incl. driver
Reg. No: 	ZL 28157
Color: 	Blue
Fuel: 	Diesel (but NEVER biodiesel!)
Location: 	Garage No. 19
Usage: 	Can be used by staff and graduate students at the Inst. of Biol. The car is primarily reserved for field work.
IMPORTANT: No "first-time drivers" are allowed to drive this car without prior instruction
Contact Henning S. Jensen or Finn Andreasen.
Open / Lock: The car has an immobilizer and central locking. The doors open/close by remote control via touch icons for "open" padlock (flashers gives 2 flashes) / "closed" padlock (flashers give 1 flash). If the car is started when cold turn the key 2 notches up - wait for 2 seconds, then turn all the way up.
The car has permanent 4-wheel drive. Differential immobilizer is only to be used when you are out in the "swamp" and never on dry gravel/dirt road and on asphalt road.
When the differential immobilizer is switched on, you may run no faster than 40 km./h at a maximum. You are recommended to read about this topic in the manual (page 63). The car has built-in ESP (anti skid). By switching on differential immobilizer the ESP is automatically disconnected.
The car has trailer coupling and 13 pole light connector. Converter from 13 to 7 pole connector is attached.


