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NY Creates Motor Vehicle Towing SOP SEC-01011 R6

2.1

PURPOSE AND SCOPE

The purpose of this standard operating procedure is to ensure the safe
and efficient flow of vehicular traffic and to enforce the parking rules and
regulations of the Albany NanoTech Complex. The Security department
will make every reasonable effort to contact the owner or operator of a
vehicle in violation, in an attempt to have the vehicle moved prior to towing
at the owner’s expense. There are, however, certain circumstances when
towing will be justified with little or no prior notice to include if the operator
of the vehicle has been previously notified to move their vehicle that was
in violation.

DEFINITIONS

Vehicles in Violation — Motor vehicles subject to tow at the owner’s
expense on the Albany NanoTech Complex site that are in violation of any
parking rule or regulation outlined within ANT-00003 — Albany NanoTech
Complex Parking and Driving Rules and Regulations.

RESPONSIBILITIES

Security Supervisors

Supervisors shall ensure Security Officers follow this procedure and be
the approving authority when it is necessary to tow a vehicle.

Printed copies are considered uncontrolled. Verify revision prior to use.
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4 ASSOCIATED DOCUMENTS
41 Dott’s Tow Sheet

DOTTS QARAGE, INC. (518) 434-0211
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5 PROCEDURE
Upon being notified or identifying a vehicle in violation, Security shall:

1) Record the vehicle’s license plate, hang tag number (if applicable),
make, model, and color.

2) If possible, make every reasonable effort to identify the owner of
the vehicle to include, but not limited to:

e Check AMAG access control software, if applicable.
e Check Easy Lobby visitor software, if applicable.

¢ Review the visitor parking log at the ZEN and NFE visitor
desks if applicable.

e Review security cameras, if applicable.
If the owner or operator of the vehicle is identified:

1) Make every reasonable effort to notify the owner or operator of the
vehicle to move the vehicle to an appropriate parking spot, such as
but not limited to:

e Contact the owner or operator via cell phone or work phone,
if applicable.

e Contact the owner or operator’s place of employment to
locate the person, if applicable.

If Security is unable to identify the owner or operator or unable to contact
the owner or operator or circumstances exist that the vehicle must be
towed without attempting to make a notification prior to towing, a Security
Officer shall notify a Security Supervisor and brief them.

If the Security Supervisor approves the towing of the motor vehicle, the
Security Officer shall:

1) Contact Dotts Garage, Inc at 518-434-0211 at 1777 Central Ave
Albany, NY 12205, and provide the location and type of vehicle that
is to be towed.

Printed copies are considered uncontrolled. Verify revision prior to use.
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2) Prepare a tow form:

e For any fields that are unknown or not applicable, a dash
should be entered.

e DO NOT physically enter the vehicle to be towed.

e Ensure any damage to the vehicle is indicated on the form
utilizing the diagram symbols.

e Ensure the bottom two copies of the tow form are marked.

o The form should be on a hard surface when
completed.

o The officer should depress their pen hard enough to
mark the bottom two copies.

3) Upon arrival of the tow truck, assist the tow truck operator with
traffic control, as necessary.

4) Review the tow form with the tow truck operator.

5) The top copy of the tow form will be turned over to the tow truck
operator and the bottom two copies will be returned to the Security
Control Center.

6) Complete a shift log entry consisting of the time, location, reason
for the tow, and efforts made to contact the owner or operator.

In the event a vehicle is towed and the owner or operator inquires as to
where their vehicle is, provide them with the following information:

e The vehicle was towed to Dotts Garage located at 1777 Central
Ave, Albany, NY 12205 and indicate the date, time. reason why the
vehicle was towed, and that Dotts Garage accepts cash only as a
form of payment.

e The cost of the tow, storage, and drop fee if applicable is set by the

vendor.
6 RECORDS
Tow sheets will be stored and maintained within the Security V: Drive
folder.
Printed copies are considered uncontrolled. Verify revision prior to use.
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