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LEASE PLAN USA AUCTION GUIDELINES
Vehicle Consignment 
· Pickup of consigned vehicles should be no more than four (4) business days between the date of consignment and receipt of the vehicle by the auction.

· Each auction should provide LPUSA, yearly in writing, their transportation rates to key cities and areas close to their location.  Rate changes should be communicated to LPUSA in writing, as they occur.
· Each auction should use only qualified transporters who will provide the required services at the best possible rate, while working within LPUSA’s insurance parameters.  Copies of each auction’s insurance coverage must be submitted to LPUS for approval.

· When auctions have difficulty in locating a LeasePlan car for pick they must communicate with LeasePlan via email or phone within the first 2 days of receiving the assignment from LeasePlan.  
· Storage and unpaid repair bills may be paid by the auction or transporter for amounts up to $250.00.   Bills in excess of $250.00 should be directed to your LeasePlan USA Auction Manager.
Leaseplan Transportation Specifics 

· Leaseplan units should be delivered in 4 business days from consignment date

If the transport company is having difficulty when attempting to verify a unit, for whatever reason, auction (who will notify Leaseplan) should be notified within the first 2 days of receiving the assignment for further instruction 

· Rate approval is required for fees due at the time of pickup

$ Limit - -0- (All fees require approval)

· Rate approval is required for Transportation

$ Limit $250

Client requires notification for rates over $250

· Rate approval required for keys

$ Limit -0-

Units cannot be transported without keys – must obtain approval

· Units can be driven within a 50 mile radius

Securing of Vehicle

· Suspected transport damage is to be documented and reported immediately to LPUSA 
· At check in, vehicles are to be driven to check for working odometer, brakes and transmission.  
· At check in, qualified auction personnel are to review the vehicle and make recommendations on behalf of LPUSA concerning reconditioning/repairs needed for maximum net return.

· Auction should notify their LPUSA auction Manager of any safety concerns that may require correction at time of check in.

· A detailed condition report is to be prepared to include all options, trim packages, and cost of repairs/reconditioning and all announceable items. 

· Pictures of damage in excess of $2,500.00 are to be kept on file at auction.

· LP’s client/asset numbers must be referenced in Auto IMS as well as on all inventory reports, block summaries and sales & expense summaries.  (LP’s client/asset number can be found on the consignment sent electronically or faxed to the auction).

Marketing

· All promotional sales and marketing information must be reviewed, and approved, by your LPUSA Auction Manager.

· LPUSA promotional sales details and marketing information are to be prominently displayed throughout the auction.

· Appropriate LPUSA banners are to be posted prominently in auction lanes.
· Adherence to LP Logo Usage guidelines is required
Vehicle Preparations for Sale
· Any reconditioning expense requires approval from your LPUSA Auction Manager.
· Cars are not to be sold without the titles in house at the auction.
· Condition Reports must always be completed within 2 days of the secure date.
· Pictures must be posted when Condition Report’s are posted in Auto IMS.  
· Include pictures of damage noted in Condition Reports’ and one picture of de-identification.
· Vehicles to be sold under a green light require a full detail prior to sale.
· Units with 100K miles or less should not be sold “As Is” if running and does not have announced condition.  
· Reruns are to be rewashed, sprayed and wiped down on the morning of the sale day at no charge to LPUSA.

· Options to be written on windshield: 4X4 or 4X2, and mileage.
· All vehicles must be de-identified before running through the lane.

· Lot damage and equipment/vehicle theft should be identified and the LPUSA Auction Manager notified in writing along with a written estimate.
. 
· LeasePlan requires the series and trim level of all units to be posted on Auto IMS.

· Frame and/or uni-body damage on the Condition Report must detailed and photographed.
Reconditioning Guidelines
A “full detail” is to include, but not be limited to, the following:

Exterior 
· Wash with steam and detergent cleaners, the following areas:
· Engine compartment, including radiator support, battery and cables.

· Underside of hood.

· Wheel wells and wheels

· Polish/compound/buff complete exterior as appropriate

Interior 

· Vacuum, clean and shampoo the following areas:
· All carpeted/upholstered surfaces including trunk compartment and floor mats
· All vinyl surfaces
· Dash, console, and instrument panel
· Door panels
· Door, hood and trunk jambs

· Back shelf

· Ash trays

Other

· Clean interior/exterior glass

· Clean sunroof mechanism (visible) and jambs

· Remove all extraneous materials from glove box, seat and side door compartments, and trunk
· Items of value left in vehicles by clients should be reported to LeasePlan. 

· Remove window/bumper stickers unless harmful to paint

· Spray, wipe down and dress tires/vinyl on sale day morning
Preparation for the Sale Event
· All vehicles cleared for sale within 24 hours of the scheduled sale date should be lined up for the current week’s sale. 
· Run lists are to be discussed/approved by LPUSA Auction Manager with specific attention to when/where LPUSA’s competition is running and other factors, as appropriate.
· LeasePlan USA Auction Manager’s are responsible for clearing cars for sale in Auto IMS. At no time should the auction clear cars for sale.
· Vehicles should be on their spot by 2:00 p.m. the day prior to sale.
· All required announcements are to be listed on the condition report and the block summary only.  Exclude announcements from the dealer handouts.  
· Every effort should be made to ensure a consistent, experienced auctioneer and ring man are identified and facilitated as much as possible.

· Upon receipt of Certificates of Title from LPUSA, all Title discrepancies are to be brought to your LPUSA Auction Coordinator’s attention. Certificates of Title should not be assigned and executed by the auction until the vehicle is actually sold and no car is to be sold without a valid Certificate of Title in house.
Titles

· All duplicate titles should be obtained through LeasePlan USA, Inc.  The cost is $225 for all duplicates.

· When applying for a duplicate title in behalf of LeasePlan USA, Inc. with prior permission from LeasePlan the auction must fax or mail the front and back of the title to LeasePlan USA, Inc.

· Fax or mail the current inventory title sent/not received sheet back to the processor confirming your facility has received the titles etc.

· All states (California, Delaware, Florida, Illinois, Minnesota, Tennessee, South Carolina, South Dakota and Washington) that require the seller to return notice of sale should complete notice and mail to the department of motor vehicles at the time of sale. 

Sale Day

· LPUSA stickers are to be affixed to the top, center of vehicle windshield.  

· Vehicles are to be sprayed/wiped down and dressed at least 2 hours prior to start time of sale.

· Vehicles are to be physically reviewed with auction rep and/or re-conditioning manager.
· A specific fleet/lease representative is to be available to help with last minute details.
· All vehicles, unless not allowed per Auction Policy, or agreement with LPUSA Auction Manager, are to be sold under the green light with announcements, as appropriate.

· Vehicles will only be sold through the lane and under the hammer.  LPUSA does not, under any circumstances, sell cars off the block.

Sale day (cont.)
· LeasePlan USA will only accept IF bids if one of the following applies:

· unit has run more than 3 times 
· Fleet Lease Auction Manager believes the floor price does not reflect fair market value. 
· unit has no floor price
Internet Sale Policy
· Whenever available, vehicles should always be offered for sale over the internet.  All such vehicles must be offered in a bidding environment over the internet.
· Vehicles that do not sell at the first live lane event are to be listed on line immediately following the sale. 
· Vehicles eligible for online sales would be units with clean, in transit titles, no mileage limits, no age limit, ECR grade of 3 or higher and full disclosure of any damage required. No problem vehicles are to be posted. 
· A minimum of 4 photos; front, back, odometer, interior and areas of any significant damage.
· Online “Buy Now” price will be the most current floor price listed in Auto IMS – non negotiable. 
· LeasePlan does not negotiate arbitrations for online sales. Vehicles should be returned and will be posted again with the appropriate announcements. Under no circumstances will there be any adjustments made by either party.  
· Salvage units are not to be listed.

· Online sales are open sales.  
Post Sale
· Arbitrations should be reviewed and approved by the Fleet/Lease Manager and then faxed to your LPUSA Auction Manager no later than 1 day after the sale.
· Any vehicle sold “AS IS”, is NOT subject to mechanical arbitration.

· All mechanical arbitration’s claims on the day of the sale, unless there is a pending Post Sale Inspection (PSI). Tomorrow is too late. Auction must inform LeasePlan USA of any PSI or arbitration resulting from the sale day.

· Under no circumstances will there be any adjustments made to a arbitrated sale by either party.  The vehicle will be brought back immediately and resold.

· All arbitrations are to be “re-stocked” in LeasePlan inventory in AutoIMS for the following week’s sale unless otherwise arranged.

· Final sale and expense summaries should be faxed to your LPUSA Auction Manager no later than the day after the sale by 3:00 ET.
· Expense summaries must include the last eight of the vehicle identification number (VIN), the LeasePlan unit number and vehicle level detail of expenses.
· No “miscellaneous” expenses are acceptable.  All expenses must be categorized and itemized accordingly including, OVE and Simulcast Sales.
· All expenses for vehicles sold through the lanes must be deducted from proceeds of the sale.
· Condition Reports fees are included in the sales fee; there are no additional fees to be added for condition reports.
· If a vehicle is sold through the auction lanes and the expenses exceed the proceeds, the net sale amount must be recorded at $0, instead of the negative amount, on the sale & expense summary. The negative amount cannot be deducted from the ACH transmittal.  If the auction needs to recoup the expenses, an invoice is to be submitted to your LPUSA Auction Manager for payment. 
Auto IMS Hold Status
· Units placed on hold should not be placed on the block for sale.

· A small percentage of LeasePlan vehicles are high risk units. LeasePlan will place these units on inspection hold in Auto IMS pending a 3rd party vehicle inspection. LeasePlan requests auction assistance in promptly assisting the 3rd party inspectors with locating the vehicles to be inspected.
Handling of License Plates and Window Registration Stickers
· License plates are to be destroyed in all cases, except in states where the license plates are to be returned to LPUSA.
· License plates originating from the following states are to be:

1.  Either documented and plate forwarded to the appropriate DMV office(s) with an    

 inventory list of sent to LeasePlan, 
2.  Or, Return the plates to LPUSA at: (



Lease Plan USA

attn: Remarketing Dept.

1165 Sanctuary Parkway

Alpharetta, GA 30009
Connecticut

District of Columbia
Florida

   Iowa



Kansas


Louisiana

Maryland            Vermont  
Maine


Massachusetts

Mississippi          Virginia
Missouri

Nebraska

Nevada

   New Jersey
New York

North Carolina
            Rhode Island      Pennsylvania 

North Carolina
 
 
LICENSE PLATES FROM ANY OTHER STATE/TERRITORY ARE TO BE DESTROYED
· If the above is not followed, any subsequent citations issued against license plates not destroyed, or returned, will become the responsibility of the Buyer, beginning at the time of sale.
Window Registration Sticker Removal
Vehicles are identified in two ways by City Parking Ticket agents.  The issuing officer reads the plate on the vehicle or scans/reads the information on the window registration sticker. When the auctions sell a LeasePlan vehicle, we require that not only do you remove the license plates from the vehicle but also require the auctions to remove the registration sticker from the window as well. 
Sales Proceeds
*Please Note, new banking information for ACH transfers as of May 1st, 2011
· Unless otherwise agreed to by LPUSA, all sale proceeds will be wired to LPUSA via the automated clearing house (ACH transfer) no later than 48 hours after the sale, as follows:


Account name



LeasePlan USA, Inc.






Account number



927641423





Bank name




J.P. Morgan Chase & Co.




ABA number




021000021
Integrity Policy
     The auction agrees to not offer LeasePlan USA employees or agents, money, favors or 

     gifts of any kind in return for the award of business.

     All auctions agree to immediately report any solicitation of money, gifts or favors made 

     in return for allocation of vehicles to the supervisor of that employee.
     Auctions will immediately report any action or decision that might be illegal or unethical 

     to the attention of the employee’s immediate supervisor.

Policies and procedures are subject to change without prior notice.

By signing below, the Signees acknowledge that the above minimum Auction Guidelines have been thoroughly reviewed, discussed, understood and agreed to unless as amended and initialed.
Auction General Manager



LPUSA Director of Remarketing
Auction Name ________________
Signed_________________________


Signed _________________________

Print Name ______________________


Print Name_______________________

Date __________________________


Date________________________________________
LeasePlan Remarketing Contact Information 
Auction Managers
     Phone number       Fax   
                E-mail addresses
East Coast
Mary Beth Greenstone  (770) 618-7360   (678)921-4998  
mary.greenstone@leaseplan.com
West Coast

Sue Jones     
              (678) 202-8813    (678)921-4845
sue.jones@leaseplan.com
TRA /Salvage
Randy Harshman
  (678) 202-8723    (678)921-4762
randy.harshman@leaseplan.com

Title Service’s

Dorothy McCoy
  (770)618-4614     (678-921-4840     dorothy.mccoy@leaseplan.com
Remarketing Coordinators

East Coast

Myung Justus                 (770)618-4668    (678)921-4837     myung.justus@leaseplan.com
West Coast
Sathyavani Bharatham   (770)618-7309    (678)921-4909    sathyavani.bharatham@leaseplan.com
TRA/Salvage

Diane Dilbeck

   (770)989-8448    (678)921-4774    diane.dilbeck@leaseplan.com
Operations Managers
Levi McCoy, Director of Remarketing   (678)202-8748)         levi.mccoy@leaseplan.com
Michael Miller, VP of Operations USA   (678) 618-4626        michael.miller@leaseplan.com     
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