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GENERAL SERVICES ADMINISTRATION
WASHINGTON, DC 20405
OAD P 5620.2


GSA ORDER


SUBJECT: GSA Internal Motor Vehicle Management

1. Purpose. This order issues and transmits the HB, GSA Internal Motor Vehicle Management Program. This handbook provides internal nationwide agency policy, procedures, and responsibilities, and includes guidelines and standards for the official use of GSA motor vehicles and related services. This directive promotes energy conservation, driving safety, efficient and economical transportation, cost effectiveness, and maximum

uniformity in the agency’s motor vehicle program.

2.  Background.

a. Public Law 99-272 requires GSA to designate an agency point of contact to establish and operate a central monitoring system and provide oversight of the motor vehicle operations of the agency, related activities, and reporting requirements.

b. 5 CFR 930.101 requires agencies to establish an efficient vehicle control system and identify those Federal employees who are qualified and authorized to operate Government-owned or -leased motor vehicles while on official Government business.

c. 31 U.S.C. 1344, amended by Public Law 99-550, enacted October 27, 1986, and implemented by 41 CFR 102-5, restricts the use of all types of Government passenger carriers, including motor vehicles, both leased and owned, for Federal employee home-to-work transportation.

3. Applicability. This handbook applies to GSA personnel who use or control motor vehicles while conducting official business.

4. Forms.

a. Forms order provides for the use of the following forms:

(1) GSA Form 3601, Monthly Home-To-Work Transportation Log.;

 (2) Standard Form 91, Operator’s Report of Motor Vehicle Accident;

(3) Standard Form 94, Statement of Witness.

 
 

By direction of the Administrator.
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CHAPTER 1. GENERAL



1. Purpose. This handbook contains the policy governing the internal management, operation, maintenance, acquisition, assignment, utilization and disposal requirements for GSA internal Government-owned, -leased or -rented motor vehicles and related services. This handbook implements provisions of the Federal Management Regulations        (FMR Part 102) governed by the Federal Supply Service, and agency policy, procedures and guidelines governed by the Office of Management Services, Office of the Chief People Officer.

2. Authority. The Office of Management Services (CA) is designated the GSA Fleet Management Agency Point of Contact with authority to issue directives necessary to carry out the provisions of FMR Part 102, agency policy and procedures, and to ensure that offices use the most cost effective transportation arrangements and motor vehicle management controls.

3. Responsibilities.

a. Federal Supply Service. The Office of Vehicle Acquisition and Leasing Services (FF), Federal Supply Service, shall manage and provide for the acquisition, operation, maintenance and disposal of GSA-controlled motor vehicles and related equipment through GSA Fleet. GSA Fleet provides vehicle leasing and acquisition services to federal agencies.

b. Office of Management Services. The Office of Management Services is responsible for:

(1) Developing and implementing internal policies, procedures, and guidance concerning the agency’s acquisition, assignment, use, maintenance, and disposition of its own motor vehicles.

(2) Establishing procedures to evaluate the efficiency and economy of the motor vehicle program, and monitoring and reporting GSA motor vehicle assignment and utilization data.

(3) Managing an effective and efficient system for motor vehicle acquisition, assignment, and use.

(4) Reviewing the internal motor vehicle operations of the agency, and providing information and guidance to the services and staff offices concerning this program.

c. Heads of Services and Staff Offices and Regional Administrators. Heads of Services and Staff Offices and Regional Administrators are responsible for:

(1) Exercising management and technical supervision as necessary to ensure an effective and efficient administration of the assignment, use, operation, and maintenance of vehicles.

(2) Managing vehicles using the least costly method for the acquisition, utilization, and maintenance of vehicles.

(3) Establishing procedures for the acquisition, replacement, assignment, use and release of vehicles in conformance with the policies and procedures contained in this handbook.

(4) Ensuring the maintenance of records for identifying and analyzing data with respect to motor vehicle assignment and costs in the acquisition, operation, maintenance and release process.

(5) Designating vehicle controlling officials to coordinate motor vehicle acquisition, assignment, release and utilization.

d. Managers and supervisors. Managers and supervisors are responsible for:

(1) Managing motor vehicles consistent with the provisions of this handbook, the GSA Fleet guidelines, Federal Management Regulations, and other Federal rules and regulations.

(2) Reviewing motor vehicle requests, assignment and utilization records to ensure the need is valid.

(3) Maintaining motor vehicle records for inventory and cost reporting, usage, maintenance, accidents, injuries, repairs, and other related requirements.

(4) Ensuring the safety, security, proper care and use of motor vehicles.

(5) Ensuring that operators operate vehicles in accordance with State and local traffic safety laws and regulations.

(6) Scheduling operators for driver training as required by agency, Federal and/or state laws and regulations.

(7) Informing vehicle operators and passengers about the home-to-work transportation law, and the taxable fringe benefit law when using a Government motor vehicle between their residence and place of employment. (See chapter 4.)

e. Vehicle controlling official. These officials are to be designated in each service and staff office with responsibility for coordinating motor vehicle activities, and controlling motor vehicle acquisition, assignment, utilization and release.

f. Certifying official. These officials are to be designated by each service and staff office with responsibility for:

(1) Determining motor vehicle operator qualifications for operating motor vehicles;

(2) Ensuring that supervisors and operators are familiar with regulations governing the use of Government motor vehicles.

g. Motor vehicle operators. Motor vehicle operators are responsible for:

(1) Operating motor vehicles in a safe and prudent manner;

(2) Having knowledge of and complying with applicable motor vehicle laws and regulations of Federal, State, and local governments;

(3) Reporting vehicle malfunctions, failures, damages, and accidents to the supervisor, and the Fleet Management Center;

(4) Arranging for vehicle repairs, inspection and maintenance as needed with the Maintenance Control Center;

(5) Providing vehicle data on usage, maintenance, mileage, accidents, repairs, and other information when required; and

(6) Ensuring that all vehicle occupants wear safety belts, and adhere to all vehicle rules.

4. Terms and definitions. The terms used in this handbook have the stated meanings as follows:

a. Motor vehicle. A vehicle designed and operated mainly for highway transportation of property or passengers. The term “motor vehicle” includes automobiles (sedans), station wagons, carryalls, buses, vans, ambulances, motorcycles, truck tractors and trucks, including trucks with specialized mounted equipment and truck chassis with special-purpose bodies.

b. State license. A motor vehicle driver’s license of the State, District of Columbia, Puerto Rico, possession or territory where the employee lives.

c. Acquisition. To purchase or lease a motor vehicle from a commercial vendor or lease a motor vehicle from the Federal Supply Service for 60 continuous days or more.

d. Rental.  A method of obtaining a vehicle by contract, schedule, or other arrangement for less than 60 continuous days.

e. GSA Fleet vehicle. A motor vehicle issued for leasing by the GSA Fleet, FSS. 

f. GS Tagged vehicle. A motor vehicle that has been acquired by sources other than GSA Fleet. 

g. Passenger carrier. A motor vehicle, aircraft, boat, ship, or other similar means of transportation that is owned, leased, or rented by the United States Government, or has come into the possession of the Government by other means, including forfeiture or donation.

h. Law enforcement vehicle. A passenger motor vehicle or light truck specifically approved in an agency’s appropriation act for use in apprehension, surveillance, police-type or other law enforcement work, or specifically designed for use in law enforcement. (Any passenger automobile not identified in an agency’s appropriation language that will be used as a law enforcement vehicle must be equipped with heavy duty components for electrical, cooling, and suspension systems and at least the next higher cubic inch displacement (CID) or more powerful engine, than is standard for the automobile concerned.) Light trucks must have emergency warning lights displayed and the vehicle must be identified with markings, such as “police.” Motor vehicles used for administrative purposes in support of law enforcement work or operation, but not actually used in law enforcement work, shall not be regarded as law enforcement vehicles.

i. Local commuting area. The usual commuting area of the official station should be that served by local transportation such as buses, streetcars, subways, taxicabs, boats and trains. The local commuting area in the regional offices is determined by the Regional Administrators. The local commuting area for Central Office is defined in the HB, GSA Internal Travel Regulations and Control of Official Travel, ch. 7-1 (PFM P 4290.1).

j. Commercial drivers license (CDL). A drivers permit required to operate a commercial motor vehicle.

k. Commercial motor vehicle. A motor vehicle with a gross vehicle weight rating (GVR) of 26,001 pounds or more; passenger vans carrying more than 15 passengers; or vehicles carrying hazardous materials that have to be placarded by Federal law.


CHAPTER 2. MOTOR VEHICLE USE AUTHORITY


1. Official use. The accomplishment of official business is the sole reason for operating a Government-owned, -leased or -rented motor vehicle.

a. It is official business when a Government motor vehicle is used:

(1) To carry out authorized programs, including program work under contractual arrangements;

(2) To render assistance in major disasters or emergency situations; or

(3) While on official temporary duty (TDY) travel assignments. This includes, but is not limited to, using a Government motor vehicle for transportation for the following purposes:

(a) Between official station and temporary duty locations;

(b) Between residence and common carrier terminal and from the common carrier terminal to the residence;

(c) Within the metropolitan area of the official station;

(d) From common carrier terminals at a temporary duty station to place of business and between such places if more than one is involved;

(e) From common carrier terminals at a temporary duty station to place of lodging;

(f) From place of lodging to place of business at a temporary duty station where reasonable public transportation is not available or where the use of a Government vehicle for such purposes would be advantageous to the Government; and

(g) From place of lodging at a temporary duty station, where other reasonable means of transportation are not available, to obtain goods or services necessary to the health and well-being of the employee. This includes travel in a Government vehicle to obtain medical services, attend religious services, and to obtain goods and services at restaurants, barbershops, beauty shops, drugstores, laundries, and dry-cleaning establishments.

b. The Ethics Reform Act of 1989, Section 503 (Public Law 101-194, November 30, 1989) allows agency heads to prescribe by rule the appropriate conditions for incidental uses (other than for official business) of motor vehicles owned or leased by the Government. 

c. Use of Government vehicles for transportation by an employee between his/her residence and place of employment requires advanced written approval by the Administrator. (See chapter 4.)

d. An employee may transport persons who are not employed by GSA only under the following conditions:

(1) To transport employees of other Federal agencies and non-Federal employees conducting official business when it benefits the Government and does not interfere with accomplishing the employee’s primary business.

(2) To transport persons in emergency or disaster situations while assisting persons with injuries or in pain, and preventing death or serious damage to persons or property.

e. No GSA employee shall transport members of his/her family, friends, or other persons who are not conducting official business in a Government vehicle (except as provided in (2), above) unless advanced approval is obtained in writing from his/her Head of Service or Staff Office or Regional Administrator. This does not permit authorization to/from an employee’s residence. (See chapter 4.)

f. Managers who provide contractors with Government-owned or -leased motor vehicles are responsible for ensuring that such vehicles are used only for the performance of the contract.

2. Unauthorized use of motor vehicles. Use of Government-owned, -leased or -rented vehicles for recreation, conduct of personal business or transporting persons not engaged in official Government business is prohibited except as provided in subpar. 1d(2), above.

a. Whenever apparent unofficial use of Government motor vehicles is observed, the Office of Inspector General (IG) shall be notified. The FSS, Office of Vehicle Acquisition and Leasing Services, must also be contacted if the vehicle is a GSA Fleet vehicle. The IG’s office, in coordination with the Office of Vehicle Acquisition and Leasing Services, may conduct an internal investigation to determine if a violation has occurred. The IG’s office shall furnish a copy of the facts and findings to the Director, Office of Vehicle Acquisition and Leasing Services, Federal Supply Service, and notify the using activity in writing of the alleged violation.

b. Any officer or employee who uses or authorizes the use of Government vehicles for other than official purposes is subject to a suspension of at least 1 month or, up to and including, removal by the Administrator (31 U.S.C. 1349), (41 CFR 102-34.240).

CHAPTER 3. MOTOR VEHICLE OPERATOR REQUIREMENTS


1. General. This chapter provides guidelines for maintaining an effective vehicle control system for determining the qualifications of those employees who are authorized to operate Government-owned or -leased motor vehicles, and for ensuring the safe and efficient operation of these vehicles.

2. Program responsibilities. Heads of Services and Staff Offices and Regional Administrators must designate certifying officials (by memorandum) responsible for performing the following functions:

a. Ensuring that operators possess the proper license(s) for operating Government motor vehicles;

b. Ensuring that operators are aware of the regulations concerning the use of Government motor vehicles; and

c. Ensuring that operators attend driver training as required by agency, Federal and/or state laws and regulations.

3. Operator identification. GSA has the following categories of motor vehicle operators:

a. Regular operators. Employees who occupy a position classified as a motor vehicle operator and are regularly required to operate motor vehicles. This category does not apply to heavy equipment operators such as grader, tractor, crane or forklift operators.

b. Incidental operators. Employees who may be required to drive a vehicle to properly carry out their assigned duties more than six times per year, e.g., Quality Assurance Specialists, Plumbers, Electricians, Police Officers, Auditors, and Investigators.

c. Infrequent operators. Employees who are required to drive a vehicle no more than six times per year.

d. Temporary duty travel operator. Employees required to drive a vehicle while on official temporary duty travel (TDY).

4. Operator responsibilities. Motor vehicle operators shall use Government motor vehicles to carry out assignments made for official Government purposes only. Operators are responsible for:

a. The proper operation, care, and security of the vehicle and for compliance with all traffic laws, ordinances, and regulations pertaining to the movement and parking of vehicles.

b. Immediately notifying their supervisor if their State drivers license is suspended or revoked. All driving convictions and accidents caused by the operator while driving a Government-owned, -leased or –rented motor vehicles must also be reported. Convictions for driving violations and parking fines are the responsibility of the operator.

c. Ensuring that all occupants wear safety belts and adhere to all vehicle rules.

d. Attending driver training established by agency, Federal and/or state laws and regulations.

5. Operator requirements. The basic requirements for all operator categories as prescribed by 5 CFR 930.105 are:

a. To possess a GSA employee identification credential and a current and valid State drivers license for the specific type of vehicle to be operated, issued by a State, the District of Columbia, Puerto Rico or any possession or territory over which the United States has administrative jurisdiction;

b. To be physically able to operate a motor vehicle safely, and competent to operate the vehicle safely and efficiently; and

c. To pass a road test if required. Regular and incidental motor vehicle operators may be required to pass a road test for employment and/or program requirements for operators of buses and vehicles used for: (1) transportation of dangerous materials, (2) law enforcement, or (3) emergency services.

6. Infrequent and temporary duty travel operators.  Employees on official travel requiring a Government motor vehicle must have a GSA identification card, a valid State driver’s license and a GSA Form 87, Official TDY Travel Authorization, authorizing the use of a Government motor vehicle.

7. Adverse and disciplinary action. Adverse or disciplinary actions against operators must be in accordance with applicable laws and regulations. Contact the appropriate Employee and Labor Relations Branch, Office of Personnel, and/or the Office of General Counsel or Regional Counsel when adverse or disciplinary action is warranted prior to taking any action against an employee.

a. Any employee who willfully uses or allows the use of Government motor vehicles for other than official purposes is subject to disciplinary action.

b. Permission to drive a Government-owned, -leased, -rented vehicle may be suspended, and/or revoked from operators, and if warranted, disciplinary or other appropriate action taken against operators for situations such as, but not limited to, the following:

(1) State license is revoked.

(2) Not qualified to operate a motor vehicle safely because of a physical or medical condition;

(3) Convicted of operating under the intoxicating influence of alcohol, narcotics, or pathogenic drugs;

(4) Convicted of leaving the scene of an accident without making his or her identity known;

(5) Convicted of reckless driving, speeding, at-fault accidents or other traffic violations, except parking violations;

(6) Guilty of neglect and/or abuse in the care or operation of Government motor vehicles. 




CHAPTER 4. USING GOVERNMENT PASSENGER CARRIERS FOR
HOME-TO-WORK TRANSPORTATION


1. General. This chapter establishes the responsibilities, policies, procedures, and reporting requirements for the official use of Government passenger carriers between an employee’s residence and place of employment.

2. Official use criteria for home-to-work transportation. The following guidelines identify the conditions, situations, and requirements for using home-to-work transportation:

a. Government-provided home-to-work transportation is authorized when it is essential to the conduct of official business.

b. Government passenger carrier transportation can be authorized when it will substantially increase the efficiency and economy of the Government. Examples of this are:

(1) The number of miles the Government motor vehicle will travel is materially decreased;

(2) An employee has been directed to proceed to a point other than his/her official duty station requiring a full day’s work, and only transportation by a Government vehicle to his/her residence permits him/her to spend the full day at such point; there must be a clear distinction made that it is in the best interest of the Government and not the employee; and

(3) The beginning and ending of an employee’s official trip at his/her residence rather than his/her place of employment has been determined to be in the best interest of the Government.

c. Authority for home-to-work transportation is required when the transportation is used within the local commuting area. If the employee requires Government motor vehicle transportation outside the local commuting area, travel orders will cover the home-to-work use.

d. Government motor vehicle transportation must only be used between residence and place of employment on days when official duties are performed and this transportation is absolutely required.

e. Government-owned, -leased, or -rented motor vehicles cannot be used by employees for commuting from home to work, or from work to home. Employees are responsible for their daily commute to where they are assigned to work within the local commuting area.

f. An employee assigned to visit other Government activities or subject to call on a 24-hour basis is not considered adequate justification for authorizing home-to-work transportation.

g. Employees cannot use a Government motor vehicle for their personal comfort or convenience.

h. Contractors are prohibited from using Government-owned, -leased, or -rented motor vehicles for home-to-work transportation, unless authorized in accordance with              31 U.S.C. 1344 (41 CFR 102-34.230).

3. Approval. The Administrator is the only GSA official authorized to approve requests for employee use of Government passenger carriers for home-to-work transportation    (41 CFR 102-5.40). Written authorization must be made in advance of using a vehicle under the terms of 41 CFR 102-5.45.

4. Program Coordinators. Central Office and regional services and staff offices must designate a Program Coordinator with responsibility for:

a. Coordinating and disseminating information concerning this program;

b. Assisting in completing and processing determination requests;

c. Collecting GSA Form 3601, Monthly Home-To-Work Transportation Log (defined in par. 16) from employees when usage is made, and monitoring usage, and maintaining file copies of the GSA Form 3601; and

d. Meeting other program requirements.

5. Authorized uses. 41 CFR 102-5.7 authorizes the use of home-to-work transportation under the following circumstances, if approved by the Administrator:

a. Field-work. Official work requiring the employee’s presence at various locations during a workday that are away from the employee’s place of employment.

(1) Examples of employees engaged in field-work include, but are not limited to, certain law enforcement officers, auditors, investigators, contract specialists, and quality assurance specialists. Their jobs require travel to several locations, including remote locations accessible only by Government-provided transportation, during the course of a workday.

(2) Two or more daily stops that are scheduled within the local commuting area are considered field trips.

(3) Assignment of an employee to a field-work position does not entitle the employee to receive home-to-work transportation. Such transportation must be provided only on days when the employee actually performs field-work.

(4) The designation of a work site as a “field office” does not permit the use of a Government passenger carrier for home-to-work transportation. Employees working in a fixed field location are responsible for their own commuting costs.

(5) A field-work authorization cannot be used when the employee’s workday begins at the official Government duty station. It cannot be used when the employee normally commutes to a fixed location, however far removed from his or her official duty station. (For example, auditors or investigators assigned to a contractor site do not qualify for Government-provided transportation to that site. Although their daily work station is not located in a Government facility, these employees are not performing field-work and are responsible for their own transportation to and from work.)

b. Situations that present a clear and present danger. Those highly unusual circumstances that present a threat to the physical safety of the employee’s person or property under circumstances where:

(1) The danger is real, not imagined, and immediate or imminent, not merely potential; and

(2) A showing is made that the use of a Government passenger carrier would provide protection not otherwise available.

c. Emergencies. Those circumstances that exist whenever there is an immediate, unforeseeable, temporary need to provide home-to-work transportation for those employees who are necessary to the uninterrupted performance of the agency’s mission.

d. Compelling operational consideration. Those circumstances where the provision of home-to-work transportation is essential to the conduct of official business or would substantially increase a Federal agency’s efficiency and economy. Home-to-work transportation may be justifiable if other available alternatives would involve substantial additional costs to the Government or expenditures of employee time.

(1) This authority is for employees who require occasional Government motor vehicle transportation, under the home-to-work authority.

(2) The circumstances for this authority could be, but are not limited to, trips to attend meetings or training, obtain goods and services, and conduct occasional inspections.

e. Investigators and law enforcement personnel. Employees serving in positions essential to the safe and efficient performance of intelligence, counterintelligence, protective services, or criminal law enforcement duties. A one-time-only written request is required for the approval of the Administrator.

6. Contingencies. Contingency determinations are appropriate when offices require certain employees or positions to be ready to respond when situations which present a clear and present danger, emergency, or compelling operational consideration arise without warning. These determinations are prepared in advance of knowing when or whether the event will happen. They require administrative controls and supervisory review to prevent abuse.

7. Exceptions - Employees on official travel. Employees using a Government passenger carrier in conjunction with official travel are not subject to 41 CFR 102-5. Official travel is when the employee has a temporary duty assignment away from a designated or regular place of employment for which a GSA Form 87, Official TDY Travel Authorization, has been approved. The requirement to use a Government passenger carrier during a temporary duty (TDY) trip must be documented and approved on the GSA Form 87. The Administrator’s approval is not required for home-to-work transportation during official travel. While in TDY status, a Government passenger carrier may also be used to transport an employee between his/her residence and the common carrier terminal or from the terminal to his/her residence.

8. Passengers riding with authorized users. Employees authorized home-to-work transportation may elect to share space in a Government passenger carrier with other persons on a space available basis. However, the passenger carrier cannot travel additional distances as a result, and the passenger must also have home-to-work transportation approval.

9. Miscellaneous situations. Situations may arise where it is more cost-effective for the Government to provide an employee a vehicle for home-to-work transportation rather than have the employee travel a long distance to pick up a vehicle and then drive back toward or beyond his/her residence to perform his/her job. In these situations, consideration should be given to basing the vehicle at a Government facility near the employee’s job site. If such a solution is not feasible, managers shall decide if the use of the vehicle should be approved under the “compelling operational considerations” definition. Home-to-work transportation in these cases may be approved only if alternatives would involve substantial additional cost to the Government or the expenditure of substantial additional employee time.

10. Determinations. A “Determination” is a written request for authorization to use a Government passenger carrier for home-to-work transportation.

a. The following are the types of determinations for which approval is granted:

(1) Field-work;

(2) Compelling operational consideration;

(3) Emergency;

(4) Situations that present a clear and present danger;

(5) Investigators and law enforcement personnel; and

(6) Contingency.

b. Formats for initial and subsequent determination requests are provided in appendix A of this chapter.

11. Determination request and preparation.

a. Prepare determination requests as shown in the formats in appendix 4-A. Transmit the requests by memorandum from a Central Office Head of Service or Staff Office or Regional Administrator, through the Director, Office of Management Services (CA), to the Administrator for approval.

b. Requests must contain sufficient facts to meet the requirements of 41 CFR 102-5.120, and the guidelines in this handbook. Specifically, each determination request must include facts and circumstances that demonstrate how use of a Government vehicle will substantially increase GSA’s efficiency and economy, or how it is essential to the conduct of official business. When applicable, provide cost comparisons, times, dates, distances, locations, the beneficial effects on work performance or describe effective results.

c. Requests for contingency determinations must include the employee’s name and position title, the situation(s) on which the provision of home-to-work transportation is contingent, and the administrative controls used to prevent abuse. When the contingency determination is exercised the usage must be reported to CA, and contain the following information: Name(s) and title(s) of the employee(s); the reason that justified using the contingency determination; and the starting and ending date or anticipated ending date of the authorization.

d. Requests for field-work can identify positions rather than individual names especially in positions where rapid turnover occurs. Provide the job title and number of positions for which the authority is requested in the determination request.

e. Requests for employees essential for the safe and efficient performance of intelligence, counterintelligence, protective services, or criminal law enforcement duties need to be prepared in accordance with the format in appendix 4-A. A one-time approval is all that is required for each request.

12. Clearance requirements. The applicable Regional or General Counsel must review all submissions for legal sufficiency prior to submission to CA.

13. Duration of authorizations.

a. Field-work authorizations are granted for 2 years from the date of approval and must be re-certified every 2 years.

b. The initial authorization for a compelling operational consideration, a clear and present danger, an emergency, or a contingency determination shall not exceed 15 calendar days. The duration of these approved determinations begins with the first day of usage and expires 15 calendar days from that date or with the cessation of the event, situation, or circumstance giving rise to the need for carrier use, whichever is earlier. (Examples: A compelling operational consideration determination was approved October 11, 2001; the event giving rise to the need for carrier use was terminated October 13, 2001, the authorization expires October 13, 2001; or the employee first took a vehicle home November 15, 2001, the authorization expires November 29, 2001.) Subsequent authorizations of not more than 90 additional calendar days each can be approved should the same circumstances continue. This process may continue as long as required by the same circumstances.

c. Authorizations for law enforcement and criminal investigative personnel are granted for an indefinite period. Re-certification is not required once written approval is granted for the individual(s) or position(s).

14. Termination of approved authorizations. Offices must notify the appropriate regional and Central Office program coordinator, who will notify CA when:

a. A previously approved determination is canceled;

b. The employee or position no longer requires home-to-work transportation;

c. The determination expires and is not being renewed, or

d. For other similar reasons.

The notification shall include the employee name(s), and/or position title(s), determination control number(s) and the approval date(s).

15. Reporting responsibilities. The Office of Finance has the responsibility for implementing the Internal Revenue Service (IRS) Tax Reform Act of 1984. This Act established employer-provided transportation as a fringe benefit and is considered income for tax purposes. Employees are considered liable for this fringe benefit tax when they use a Government motor vehicle between their residence and official duty station more than 12 trips during the reporting year (November 1 through October 31). (Personnel must contact the Office of Finance (BDAP) regarding the rules and regulations governing this IRS tax rule.)

16. Reporting vehicle usage. Operators and passengers using Government motor vehicles for home-to-work transportation are required to record each trip on a GSA Form 3601, Monthly Home-To-Work Transportation Log.

EXCEPTION: Personnel operating non-personal use vehicles (as described by the Internal Revenue Service) may be exempt from the Tax Reform Act of 1984 and are not required to submit a GSA Form 3601 to BDAP. Non-personal use vehicles include ambulances, certain trucks and buses, clearly marked police and fire vehicles, and unmarked vehicles used by law enforcement officers. Personnel in this category should consult their office of General Counsel or Regional Counsel and the Office of Finance concerning the non-personal use vehicle exclusion.

a. The employee completes the log, and he/she and the controlling official (division director or equivalent) sign each page of the log.

b. The Controlling Official maintains a copy and provides one copy to the program coordinator.

c. The program coordinator maintains a copy for audit purposes and submits one copy each month to CA when usage is performed under the Compelling Operational Consideration, Emergency, Clear and Present Danger, and Contingency authorizations.

d. The Controlling Official will submit the original each month to: GSA Finance Division (6BC), Attn: Pay Policy, 1500 East Bannister Road, Kansas City, MO 64131. Non-usage (negative) reports are also required.

17. Congressional reports.

a. Authorized home-to-work transportation determinations and transportation usage performed by employees for a clear and present danger, an emergency, a compelling operational consideration or a contingency determination must be reported to Congress. CA will prepare and submit these reports to Congress not later than 60 calendar days after approval. Subsequent determinations can be consolidated into a single report and submitted quarterly.

b. Promptly report exercised contingency determinations to CA within 15 working days after the last day of usage. Provide the following information: the name and title of the employee; the organizational title; the reason that justified using the contingency determination; and the dates when the usage began and ended or will end.

c. Reports to Congress are not required for field-work and law enforcement/intelligence authorizations.

Appendix 4-A

FIELD WORK DETERMINATION AUTHORIZING USE OF GOVERNMENT PASSENGER CARRIER(S) FOR HOME-TO-WORK TRANSPORTATION PURSUANT TO FEDERAL MANAGEMENT REGULATION (FMR) PART 102-5

Determination Control No. (Leave Blank)


The Administrator makes the following determination and approval of use under         FMR 102-5

1. The following employee(s) or positions of the General Services Administration (GSA), [insert requesting office titles] is/are authorized to use Government-owned, -leased, or -controlled passenger carrier(s) [describe type(s) of carrier(s); e.g., motor vehicle(s), airplane, boat] for transportation between his/her/their residence(s) and place(s) of GSA employment to conduct field work for this agency:

[Insert employee name(s) and position title(s) (or position title(s)]


2. The employee(s) or the position(s) listed above perform or involve the performance of field-work for GSA. The duties performed require multiple stops within locally accepted commuting areas or travel to remote locations. These activities or duties come within the definition of “field work” as set forth in FMR 102-5.75. Specifically, Government passenger carrier transportation is necessary between residence and place of GSA employment for the following reasons:

[Insert information necessitating Government transportation use]


3. Use of Government passenger carriers for home-to-work transportation by the employee(s) or those occupying the positions listed above will substantially increase the efficiency and economy of GSA under the circumstances described. The use is not for the personal comfort or convenience of the employee(s), and the transportation is approved only on days when the employee(s) actually perform(s) field-work.

4. This determination and approval shall be updated as necessary and re-certified every 2 years from the date of this authorization.



__________________________________ ____________________
(Insert name and title of the Administrator) Date





USE OF GOVERNMENT PASSENGER CARRIER(S) FOR HOME-TO-WORK
TRANSPORTATION FOR THOSE EMPLOYEES ESSENTIAL FOR THE SAFE AND
EFFICIENT PERFORMANCE OF INTELLIGENCE, COUNTERINTELLIGENCE,
PROTECTIVE SERVICES, OR CRIMINAL LAW ENFORCEMENT DUTIES PURSUANT TO 31 USC 1344

Determination Control No. (Leave Blank)

The Administrator makes the following determination and approval of use under           31 USC 1344 and FMR 102-5:

1. The following employee(s) or positions of the General Services Administration (GSA), [insert requesting office titles], is/are authorized to use Government-owned, -leased, or -controlled passenger carrier(s) [describe type(s) of carrier(s); e.g. motor vehicle(s), airplane, boat] for transportation between his/her/their residence(s) and place(s) of GSA employment for conducting law enforcement work for this agency:

[Insert employee name(s) position title(s) (or position title(s)]


2. Government passenger carrier transportation is necessary between residence and place of GSA employment for the following reasons:

[Insert information necessitating Government transportation use]


3. The employee(s) or positions listed above are essential for the safe and efficient performance of criminal law enforcement, intelligence, counterintelligence, or protective services for GSA.

4. Use of Government passenger carriers for home-to-work transportation by the employee(s) or persons occupying the positions listed above will substantially increase the efficiency and economy of GSA under the circumstances described. The use is not for the personal comfort or convenience of the employee(s) and the transportation is approved only on days when the employee(s) actually perform(s) the duties. A record of home-to-work use will be maintained by each employee using home-to-work transportation on GSA Form 3601, Monthly Home-To-Work Transportation Log.

5. This determination and approval shall be effective until revoked.



____________________________________ ________________
(Insert name and title of the Administrator)                Date


DETERMINATION AUTHORIZING USE OF GOVERNMENT PASSENGER CARRIER(S) FOR HOME-TO-WORK TRANSPORTATION PURSUANT TO FEDERAL MANAGEMENT REGULATIONS (FMR) PART 102-5 FOR CIRCUMSTANCES THAT CONSTITUTE [SELECT AND INSERT ONE OF THE FOLLOWING]: A CLEAR AND PRESENT DANGER, AN EMERGENCY, OR A COMPELLING OPERATIONAL CONSIDERATION

Determination Control No. (Leave Blank)

The Administrator makes the following determination and approval of use under       FMR 102-5:

1. The following employee(s) or positions of the General Services Administration (GSA), [insert requesting office titles], is/are hereby authorized to use Government -owned, -leased, or -controlled passenger carrier(s) [describe type(s) of carrier(s); e.g. motor vehicle(s), airplane, boat] for transportation between his/her/their residence(s) and place(s) of GSA employment when officially required:

[Insert name(s), and position title(s)]


2. Government passenger carrier transportation is necessary between residence and place of GSA employment for the following reasons:

[Describe the circumstances making Government transportation use necessary]

3. The above-described circumstances are within the meaning of FMR 102-5.

4. Use of Government passenger carriers for home-to-work transportation by the above-listed
employee(s) or positions will substantially increase the efficiency and economy of GSA under the circumstances described. The use is not for the personal comfort or convenience of the employee(s).

5. This determination and approval shall be effective for a period not to exceed 15 consecutive calendar days, beginning with the first day of motor vehicle usage on or about (insert date), and ends fifteen calendar days later, or with the cessation of the event, situation, or circumstance giving rise to the need for carrier use whichever is earlier. This determination may be extended for additional 90-calendar-day periods by a subsequent written determination by the Administrator if the same circumstances underlying this determination and approval continue in existence.


___________________________________ ______________
(Insert name and title of the Administrator)            Date


CONTINGENCY DETERMINATION AUTHORIZING USE OF GOVERNMENT PASSENGER CARRIER(S) FOR HOME-TO-WORK TRANSPORTATION PURSUANT TO FEDERAL  MANAGEMENT REGULATIONS (FMR) PART 102-5

Determination Control No. (Leave Blank)

The Administrator makes the following determination and approval of use under       FMR 102-5:

1. The following employee(s) or positions of the General Services Administration (GSA), [insert requesting office titles] are authorized to use Government-owned, -leased, or -controlled passenger carrier(s) [describe type(s) of carrier(s); e.g. motor vehicle(s), airplane, boat] for transportation between his/her/their residence(s) and place(s) of GSA employment if the situation, events, or circumstances described below should be presented or arise:

[Insert name(s) and position title(s) or position title(s)]


2. This authorization is contingent upon the happening of one or more of the following events, situations, or circumstances:

[Describe the event, situation, or circumstances that may arise without warning,
making Government transportation use necessary]


3. Use of Government passenger carriers for home-to-work transportation by the above-listed employee(s) or persons occupying such position(s) win substantially increase the efficiency and economy of GSA under the circumstances described, and such use is not for the personal comfort or convenience of the employee(s).

4. This determination and approval shall be effective for a period not to exceed 15 consecutive calendar days, beginning on the first day of the motor vehicle usage, and ending 15 calendar days later, or with the cessation of the event, situation, or circumstance giving rise to the need for carrier use whichever is earlier. Complete if known: The expected commencement date of the motor vehicle use is [insert date], and is expected to terminate on or about [insert date]. This determination may be extended for additional 90-calendar-day periods, via a subsequent written determination by the Administrator if the same circumstances underlying this determination continue in existence. The use of this contingency determination shall be promptly reported to the Office of Management Services (CA).



5. The administrative controls to validate use of this contingency determination are: [list administrative or supervisory methods to ensure valid use of the passenger carrier(s)].



___________________________________ ______________


(Insert name and title of the Administrator)           Date

EXTENSION DETERMINATION AUTHORIZING CONTINUING USE OF GOVERNMENT PASSENGER CARRIER(S) FOR HOME-TO-WORK TRANSPORTATION PURSUANT TO FEDERAL  MANAGEMENT REGULATIONS (FMR) PART 102-5

Determination Control No. (Leave Blank)

The Administrator makes the following determination and approval of use under       FMR 102-5:

1. The following employee(s) of the General Services Administration (GSA) [insert requesting office titles] was/were previously authorized under [insert initial determination control number], on [insert date] to use Government-owned, -leased, or -controlled passenger [describe type(s) of carrier(s); e.g. motor vehicle, airplane, boat] for transportation between his/her/their residence(s) and place(s) of GSA employment.

[Insert employee name(s) and position title(s)]


2. The first day of usage [initial 15 calendar day approval] began [insert date], and ended [or will end on [insert date]. [add if applicable: The subsequent 90 calendar day extension(s) usage period began on [insert date], and will end on [insert date]. The circumstances underlying the initial determination, and [when applicable, subsequent determination(s)], and the requirements for home-to-work transportation, continue to exist as described below:

[Describe the circumstances requiring continued Government transportation]


3. The above-described circumstances constitute a(n) [choose one or more: (a) clear and present danger to the employee(s) or to Government property; (b) emergency; or (c) compelling operational consideration], within the meaning of FMR 102-5.

4. Use of Government passenger carriers by the above-listed employee(s) for home-to-work transportation will substantially increase the efficiency and economy of GSA under the circumstances described, and such use is not for the personal comfort or convenience of the employees(s).

5. This determination and approval shall be effective for a period not to exceed 90 consecutive calendar days, commencing on [insert date]. The time period may be extended for additional 90 calendar day periods, via a subsequent written determination by the Administrator if the same circumstances underlying this determination and approval continue in existence past the period specified.



___________________________________ ______________
(Insert name and title of the Administrator)          Date

CHAPTER 5. MOTOR VEHICLE ACQUISITION


1. General. This chapter provides acquisition planning factors, motor vehicle acquisition procedures, and the requirement for an annual motor vehicle report. Most motor vehicles and related services are provided to the agency by the Federal Supply Service, GSA Fleet.  Central Office and regional services and staff offices must acquire motor vehicles from, and utilize the services provided by the FSS GSA Fleet unless otherwise directed by GSA Fleet. In the interest of energy conservation, the acquisition and rental of Government motor vehicles should be held to a minimum, and public transportation used whenever and wherever possible.

2. Vehicle control and coordination. The vehicle controlling official designated in each Central Office and regional service and staff office must control and coordinate motor vehicle requirements.

3. Acquisition planning factors. Before initiating action to acquire an additional vehicle, replace an existing vehicle (GSA Fleet vehicles are replaced when GSA Fleet determines their eligibility), or to renew an existing lease, a considerable amount of planning is necessary to ensure compliance with applicable laws, Executive Orders, Government-wide regulations, and agency policies and procedures. These laws, regulations, and policies are designed to ensure full use of existing vehicles and the procurement of only essential vehicles. The planning process will permit offices to acquire the required type and number of vehicles. In determining the need to replace, retain or acquire new motor vehicles, consideration must be given to the following:

a. The need to provide economical and efficient transportation services for authorized programs;

b. Energy conservation and total cost to the Government;

c. Whether public transportation can be used. Use of public transportation generally results in the most efficient use of energy resources and should be used whenever it is available;

d. The number of vehicles required to accomplish the program objective;

e. The reasons for use, the cargo or number of passengers to be transported, the frequency and types of trips, and the location of trip destinations;

f. The type of vehicle(s) needed to meet the operational requirements of a particular program (determine the minimum capacity and operational performance required);

g. Whether a compact vehicle can provide the best fuel efficiency and complete the mission; 

h. Whether vehicle(s) can be shared by more than one service or staff office or organization located in a single area or building. The two sharing organizations would develop a cross-servicing written agreement for reimbursement of time, cost, and services. The GSA Fleet Management Center (FMC) will assign and bill the vehicle(s) to one organization; and

i.  The statutory mandate that 75% of all acquisitions be alternative fuel vehicles.

4. Acquisition guidelines. Central Office and regional services and staff offices must make all motor vehicle purchasing or leasing arrangements in accordance with               41 CFR 101-26.5 guidelines. Offices should contact the appropriate FMC concerning motor vehicle acquisition requirements. The FMC will advise offices whether vehicle support can be provided through GSA Fleet or another source.

a. Select motor vehicles with the maximum fuel efficiency, minimum body size, engine size, and optional equipment necessary to meet program requirements                           (41 CFR 102-34.45), unless exempted under 41 CFR 102-34.65.

b. Avoid the need for two vehicles by selecting dual- purpose vehicles, capable of hauling both personnel and light cargo.

c. Limit new sedans, station wagons, and light and medium trucks other than those to be used for law enforcement to standard vehicles as defined in the Federal Standard published by the Automotive Commodity Center. (41 CFR 102-34.40)

d. Purchase medium and heavy trucks in accordance with 41 CFR 101-26.501.

5.  Annual motor vehicle acquisition plan.  Central Office and regional office services and staff offices must prepare annual acquisition plans.  These plans will identify planned new purchases and leases, and commercial lease renewals for the next fiscal year for passenger-carrying vehicles located in the conterminous United States, Alaska, Hawaii, Guam, the Virgin Islands, and the Commonwealth of Puerto Rico.  These plans will include GSA Fleet vehicles only if the acquisition of additional vehicles is contemplated or if the vehicle size is to be increased.  Approval must be made by the Head of Service or Staff Office or Regional Administrator, and submitted to the Office of Management Services (CA) by July 15 of each year.

a.  Provide the following information in the annual motor vehicle plan for passenger-carrying motor vehicles that are being retained by commercial lease renewal or are being newly acquired by purchase or lease through GSA Fleet:

(1)  Name and address of program area requiring/retaining vehicles;

(2)  Reason for need;

(3)  Number and type of additional vehicles;

(4)  Anticipated length of need;

(5)  Estimated number of trips and/or miles per month; 

(6)  Address/location of vehicle;

(7)  Certification of available funding;

(8)  Approximate acquisition or lease cost;

(9)  Certification that public transportation is not available, economical or advantageous to the requesting office or the agency, and the reasons why;

(10)  A statement that joint service or staff office vehicle use will or will not be made.

(11)  Justification for the acquisition/lease of  vehicles larger than compact.  This requirement does not apply to vehicles used in law enforcement activities.

b.  Submit negative reports to CA also.

c.  Submit plans and requirements for additional motor vehicles made after the approval of the annual acquisition plan to CA containing the information identified in subpar. 5a.

6.  Requests for acquisitions and replacements.  After the motor vehicle acquisition plan or later requirements are approved, written requests are to be made with the FSS, Office of Vehicle Acquisition and Leasing Services, and your servicing Fleet Management Center.

a.  Address the request to the Director, Office of Vehicle Acquisition and Leasing Services, through your FMC, and forward it to the service or staff office vehicle controlling official.  The controlling official must certify that the acquisition plan was approved, obtain the approval of the Head of Service or Staff Office or the Regional Administrator or their designee.  Forward the request to the servicing FMC.  The FMC manager can process only an approved written request containing the information identified in subpar. c, below.

b.  Provide the following information in the written request:

(1)  A certification that public, private or other means of transportation are not feasible or cost effective;

(2)  A certification that the number and types of vehicles required are limited to passenger vehicle class IA-small, IB-subcompact, or II-compact unless the Administrator (or designee) has certified that larger vehicle(s) are essential to the agency’s mission;

(3)  Office requiring the vehicle;

(4)  Location where the vehicles are needed;

(5)  Date required-earliest and latest dates acceptable;

(6)  Anticipated length of assignment;

(7)  Projected use (normally in terms of  mileage);

(8)  Certification of available funding;

(9)  Your organization’s FED CODE (FUND CODE), Billed Office Address Code (BOAC) and billing address;

(10)  The name, address and telephone number of the person to contact concerning vehicle assignment;

(11)  A statement as to whether or not your organization requests commercial leasing authority, and the anticipated duration of the lease, should GSA Fleet be unable to provide the requested vehicle;

(12)  Certification that the vehicle(s) were approved in an annual acquisition plan by the Head of the Service or Staff Office or Regional Administrator or their designee and the Office of Management Services.   


 
c. Unless exempted, requests to acquire other than GSA Fleet motor vehicles shall include a justification for obtaining a vehicle outside GSA Fleet. Address requests to the Director, Office of Vehicle Acquisition and Leasing Services (FF), through the FMC, for procurement action.

d. Requests to acquire larger than compact motor vehicles must include (1) a statement certifying that the vehicle is mission essential, and (2) the reasons for requiring a vehicle larger than a class II, compact. Address the request to the Director, Office of Vehicle Acquisition and Leasing Services (FF), through the FMC, for procurement action.

e. Requests for motor vehicles with additional systems and equipment for Government-owned or -operated passenger motor vehicles may be procured provided the guidelines in 41 CFR 102-34.45 are met. The request must contain the information requirements identified in 41 CFR 101-26.5. The selection must be considered essential and based on the need to provide for overall safety, efficiency, economy, and suitability of the vehicle for the purposes intended. Address the request to the Director, Automotive Commodity Center, through the FMC, for procurement action.

f. Requests for leasing commercial motor vehicles for 60 consecutive days or more shall be submitted to the Director, Fleet Management Division (FFF), for approval and appropriate action.  Include full justification of the need for the commercially leased vehicles.  FBF will advise the requesting office whether vehicle support can be provided through GSA Fleet or whether they should proceed with the commercial leasing action.

g.  Organizations having seasonal, peak or unusual vehicle requirements or related services must inform the FMC or Regional Fleet Management Office not less than 3 months in advance of the need or as far in advance as possible.  Those requests will be filled, provided resources permit (41 CFR 101-39.206)

h.  Organizations requiring vehicles for indefinite assignment may contact the appropriate FMC or regional FSS Bureau Office, where applicable, regarding vehicle availability.  Written requests may be submitted to the Director, Fleet Management Division (FFF) THROUGH the FMC.  If vehicles are available, assignment will be made by the issuing fleet management center.  If support is not available, the written request will be sent to FFF for arrangements.



7.  Use of Government Vehicles by Contractors.   

Contractor authorized services. Authorized contractors and subcontractors shall use

 related GSA Fleet services:

(1) Solely for official purposes;

(2) Only to the extent provided in the Federal Acquisition Regulation, Subpart 51.2.

(3) In the performance of a contract other than a cost-reimbursement contract requires pre-approval by the Administrator of GSA. Such requests shall be submitted through the Director, Office of Vehicle Acquisition and Leasing (FF), Crystal Mall Building 4, 1941 Jefferson Davis Hwy, Arlington, VA 22202.

 
CHAPTER 6. ASSIGNMENT, UTILIZATION, TRANSFER, AND DISPOSAL


1. General. Central office and regional services and staff offices must provide economical and efficient transportation for authorized program activities based upon documented vehicle requirements. Management must ensure effective utilization, and keep the number of assigned motor vehicles to the minimum.

2. Motor vehicle approval. Government motor vehicles should be used only when public transportation is not available, and when it is more advantageous and economical to the Government. Employees must obtain advanced, verbal supervisory approval before operating the motor vehicle.

3. Control and coordination. The designated vehicle controlling official is responsible for coordinating motor vehicle assignment, utilization, transfer and disposal requirements.

4. Assignment and utilization. Assignment of motor vehicles is based on the nature of the duties and responsibilities of the organization, the estimated annual mileage to be driven, and the need for an assigned vehicle to perform the duties. Adhere to the following management practices to ensure maximum vehicle use without impairing an organization’s operating efficiency:

a. Share motor vehicles with other services and staff offices whenever possible. Organizations located in close proximity to each other can share motor vehicles, when feasible.

b. Assign vehicles based on position responsibilities, not the convenience of the employee, in accordance with procedures established by this directive, the estimated annual use (miles per year), and the need for an assigned vehicle to perform the duties.

c. Rotate vehicles in high mileage assignments with those in low mileage assignments to ensure maximum use. Vehicles, however, should normally not leave the assigned vehicle area (see par. 5, below).

d. Ensure that assigned vehicles meet the utilization requirements described in par. 7. An underused vehicle may be an indication that the vehicle is not needed.

5. Assigned vehicle area . Vehicles assigned by the Fleet Management Center (FMC) should normally not be permanently relocated outside the assigned area served by the issuing FMC (41 CFR 101-39.208).

a. If a program necessitates the relocation of a vehicle from the assigned area for a period exceeding 90 calendar days, notify the FMC of the following:

(1) The present location of the vehicle;

(2) The date the vehicle was moved to the present location; and

(3) The expected date the vehicle will return to the original location.

b. The fleet manager will transfer the vehicle to the FMC nearest the new-use location when a vehicle is to be permanently located outside the area served by the issuing FMC.

6. Assignment and usage records. The vehicle controlling official shall establish and maintain records and files to identify organizational assignment and utilization, and to provide management with sufficient data to determine that vehicles meet or exceed usage goals and objectives.

a. Maintain assignment records on all motor vehicles with sufficient data to justify their assignment and use.

b. Contact the FMC to obtain information on the assignment and utilization data on a GSA Fleet motor vehicle.

c. Maintain usage records on assigned motor vehicles (except heavy trucks, law enforcement, and special purpose vehicles) containing the following information:

(1) Operator’s name, office symbol and telephone number;

(2) Date(s) the vehicle is being used;

(3) Destination address;

(4) The reason requiring Government motor vehicle transportation;

(5) A statement as to why public transportation cannot be used, and

(6) Mileage driven - reported by the operator after the trip is completed.

7. Utilization guidelines. Vehicle assignment is determined on program needs and/or the number of miles traveled by the motor vehicle (41 CFR 101-39.301).

a. In cases where the continued use of a vehicle is essential, but the miles traveled are not consistent with the FMR utilization guidelines, a justification for acquiring or retaining the vehicle is required.

b. Usage guidelines for trucks and special purpose vehicles not identified in the CFR guidelines are not established. However, management should ensure that these vehicles are reasonably utilized, and if not, returned to the FMC.

8. Utilization survey. Continuously evaluate program needs to ensure that the number of vehicles assigned is not in excess of actual requirements. Annual utilization reviews of permanently assigned passenger-carrying vehicles shall be conducted to determine whether:

a. Additional vehicles are required;

b. Fewer vehicles are required, and if so, what disposal action is needed (reassignment, cancellation with the FMC or commercial contractor);

c. There are concentrations of vehicles where a practical sharing concept with other offices can be used;

d. All or part of the requirements can be provided more economically through the use of rented or privately owned vehicles.

9. Transfer and disposal. It is the policy of this agency that a motor vehicle may be disposed of, funds permitting, when it meets or exceeds the minimum Federal Replacement standards, and/or when it is excess to an organization’s need. Arrangements should be made with FSS when a vehicle is excess to the needs of an organization.

a. GSA Fleet vehicles:

(1) Vehicles meeting or exceeding replacement criteria. The FMC determines when a vehicle is eligible for replacement based on age, reported mileage and/or damage. Contact the FMC concerning vehicle replacement if the vehicle has been wrecked or damaged. If resources permit, the FMC will arrange for a replacement vehicle with the designated service and staff office coordinator.

(2) Voluntary vehicle excessing. The service or staff office coordinator must contact the FMC by telephone about returning a vehicle that is no longer required.

b. Non-GSA Fleet vehicles. Service and staff office coordinators must contact the FSS Property Management Division (FBP) concerning the excess and disposal of non-GSA Fleet motor vehicles.

CHAPTER 7. MAINTENANCE, CARE, AND STORAGE


1. General. Reasonable diligence in the day-to-day care, safety, and security of all motor vehicles must be exercised by user organizations and operators.

2. General maintenance guidelines. Operators of all GSA motor vehicles must comply with the maintenance programs designed for use, care, safety, and efficiency developed by GSA Fleet (41 CFR 101-39.303).

a. Preventive maintenance is the routine scheduled maintenance of motor vehicles and includes the inspection of motor vehicles, tune-ups, oil changes, filter changes, verification and replenishment of fluids, lubrication, mechanical inspections, alignments, tire wear, and pressure checks.

b. Good preventive maintenance will detect many problems before they become serious; this, in turn, will reduce the amount of unscheduled maintenance and repair, as well as the costs and inconvenience associated with vehicle downtime.

c. Have safety and preventive maintenance inspections performed at regularly scheduled intervals, as required, in order to ensure uninterrupted operation of motor vehicles.

d. Operators are to check and add the vehicle’s gas, oil, battery fluid, and coolant, when needed, and check and inflate the air pressure in the tires on a routine basis.

3. GSA Fleet vehicles. Guidance for the maintenance and repair of GSA Fleet vehicles is established by the Federal Supply Service, GSA Fleet.

a. GSA Fleet vehicles are provided with a Vehicle Operator’s Manual that provides (1) operator responsibilities, (2) advice and instructions for maintenance and repairs, acquiring emergency supplies and services, (3) telephone numbers of the Fleet Management Center (FMC) and Maintenance Control Center (MCC) personnel, (4) instructions for the use of the fuel credit card, and (5) an accident reporting kit              (41 CFR 101-39.306).

b. Users of GSA Fleet vehicles must comply with the safety and preventive maintenance schedules, instructions and notifications issued by the FMC for the vehicle. It is imperative that the maintenance schedules are strictly followed in order to ensure warranty protection.

c. When servicing and inspection work is required, contact a MCC for repair authorization and information on vehicle maintenance and service. The MCC is located in most regional offices and is identified on the front cover of the Vehicle Operator’s Manual. (Almost all maintenance and repair services are performed by commercial enterprises.)

.

 d. If the vehicle malfunctions and requires immediate, emergency service or repair, and operators are unable to contact the MCC or the FMC, he/she should ascertain whether the vehicle and maintenance service is under warranty and take the following actions:

(1) Under warranty - go to the nearest authorized dealer.

(2) Expired warranty - select:

(a) A service facility under GSA contract (usually provided in the Vehicle Operator’s Packet),

(b) Any service station that will honor the assigned credit card, provided the required repairs or services are covered under authorized use, or

(c) The nearest repair shop, garage, or service station.

(3) Explain why the facility was selected on the receipt copy of the repair invoice. On the next working day, call the MCC (1-800-622-6344) and advise them of the emergency repairs.

a. If the service repair facility will accept payment by GSA, have the invoice made out to the MCC listed in the front of the Operator’s Manual. Operators will date and sign invoices certifying that the work was performed, and instruct the vendor to send the invoice to the MCC.

b.  If payment must be made in cash, personal check, or credit card, secure an itemized receipt in duplicate. The invoice must be marked “paid” and signed by the vendor’s representative. The receipt will go to the FMC. Contact the FMC for reimbursement instructions.

4. Commercially leased or purchased vehicles. Maintenance and repair requirements for vehicles not acquired through GSA Fleet should be covered by a repair and maintenance contract. Some vehicles may also have coverage under the manufacturer’s warranty for repair, and/or replacement of defective parts or systems without charge during the effective period of the warranty.

a. Ensure that all repairs and corrections covered under commercial vehicle warranties are actually performed under the warranty. Vehicle users/managers should consult the vehicle warranties for specific details. Corrections and/or repairs should be made at the manufacturer’s facility or at the facility of a manufacturer’s authorized representative (dealer).

b. Follow the contract provisions established for motor vehicles covered by a maintenance contract.

c. Follow the contract provisions established for motor vehicle repairs covered by a repair contract.

5. Rental vehicles. Service and repairs required by rental vehicles should be provided for by the rental company. Employees should consult the rental car agent before signing a rental contract on how to handle repairs and services while operating a rental car.


6. Vehicle repair limits. Except where replacement is administratively determined to be impractical, a motor vehicle is usually replaced instead of being repaired when the cost of repairs is expected to exceed the economic value of the vehicle.

7. Fuel guidelines.  Use self-service pumps unless they are not available. Substantial savings are achieved through the use of self-service pumps and regular grade gasoline. Premium gasoline must not be used unless required by the vehicle.  If the vehicle is capable of using alternative fuels (E-85, CNG etc.), such fuel, if available, must be used.

8. Care, safety, and security. Maintain all motor vehicles in a safe, operable, and clean condition at all times.

a. Motor vehicle occupants must wear safety belts while the vehicle is moving. Occupant injuries in motor vehicles are reduced when the safety belt is worn.

b.  Operators should not use hand-held wireless phones while operating a Government motor vehicle.

c.  Smoking in Government vehicles is prohibited.  

d. Operators must lock unattended vehicles.

e. Operators must safeguard the credit card and keys, and remove the credit card from the vehicle when it is unattended, especially when it is left at a commercial facility for service, inspection, or repairs.

f. Operators must immediately report the theft of a vehicle, its contents, and/or lost or stolen credit cards, tags and/or keys to:

(1) The employee’s supervisor;

(2) The local law enforcement agency;

(3) The FMC when it is a GSA Fleet vehicle;

(4) The Federal Protective Service when it is an GSA Fleet vehicle, and/or when the theft of a leased or rental vehicle occurs on Federal property; and

(5) The contractor when it is a leased or rented vehicle.

10. Parking and storage. Store and park all motor vehicles at locations that provide protection from pilferage or damage. Use no cost storage whenever practicable and feasible.

a. Employees using Government-owned or -leased/rented vehicles should, when possible, park at a Government facility. Use the following facilities in this order:

(1) State parking lots, if practicable (prior approval may be necessary);

(2) Street parking or other free public parking; or

(3) Commercial parking if parking is not available at a Government facility; the area is considered a risk area for the person or vehicle; inclement weather; or the vehicle contains valuable Government property.

b. The cost of parking and storing vehicles is the responsibility of the service and staff office. Before buying other than temporary parking accommodations in urban centers,   determine the availability of Government-owned or -controlled parking space               (41 U.S.C. 101-39.305).

11. Vehicle withdrawal. Officials or employees failing to take proper care of a vehicle may be refused further authorization to use vehicles.

CHAPTER 8. VEHICLE IDENTIFICATION AND INSPECTION


1. General. All GSA Government-owned or -leased motor vehicles (unless exempted) must display the legends “For Official Use Only” and “U.S. Government,” official U.S. Government tags, and GSA identification (41 CFR 102-34.110), and must be registered and inspected in accordance with the laws of the State, Commonwealth, territory or possession where required. (41 CFR 102-34.290.)

2. Tags and identification.

a. Unless exempted, vehicles issued by GSA Fleet must have U.S. Government and agency identification, and tags provided by the GSA Fleet Management Center.

b. Vehicles are exempted from the display of U.S. Government and agency identification and tags when they are issued primarily for investigations, law enforcement, or intelligence duties involving security activities or the safety of the vehicle’s occupants.

(1) Exemptions from displaying U.S. Government tags, and other identification may be approved when U.S. Government identification may endanger the security of individuals or the United States Government or interfere with the purpose for which the motor vehicle is used.

(2) Written requests must be approved by the Administrator or his/her designee. The request must state that the motor vehicle is used primarily for investigative, law enforcement, and intelligence duties involving security activities, or the safety of the vehicle’s occupant(s), and that conspicuous identification will interfere with the discharge of such duties or endanger the security of individuals or the United States Government.

(3) Exemptions are limited to 1 year, and certification may be resubmitted, if necessary, at the end of the year.

(4) A certification for temporary removal of the official U.S. Government identification from vehicles must be approved by a Head of Service or Staff Office, and for GSA Fleet vehicles only, submitted to the Office of Vehicle Acquisition and Leasing (FF) for action.

c. Exempted vehicles must have tags issued by the State, Commonwealth, territory, or possession in which the vehicle is principally operated.

d. Vehicles regularly used for administrative purposes not directly connected with law enforcement, investigative, or intelligence duties involving security activities are not exempt.



e. Contact the Office of Management Services (CA) to obtain tags for non-GSA Fleet vehicles.

f. It is not necessary to display the markings “For Official Use Only,” “U.S. Government,” and agency identification on motor vehicles rented from private or commercial sources for a period of less than 6 months and those used primarily for off-highway work (i.e., tractors, graders, and front end loaders). Such vehicles, leased for periods of 6 months or longer, must display the official U.S. Government legend and tags, and agency identification. Sedans and station wagons acquired for 60 continuous days or more must have this identification.

g. Immediately report lost and/or stolen motor vehicle tags to (1) the Fleet Management Center for a GSA Fleet vehicle, (2) the Federal Protective Service, (3) the operator’s supervisor, (4) the Office of Management Services (CA) for non-GSA Fleet vehicles displaying GS tags, (5) local law enforcement officials, when applicable, and (6) the rental company for a rented vehicle.

3. Inspection. States generally have an emission and/or a mechanical inspection requirement or both.

a. Emission inspections are mandatory for all GSA Fleet vehicles in areas having mandated programs, and the inspection fees will be paid by GSA Fleet .

b. Non-GSA Fleet vehicles will be inspected in accordance with the inspection laws of the State, Commonwealth, territory or possession. Service and staff offices (not GSA Fleet) may have to pay charges for these vehicle inspections.

c. Offices may contact the FMC for guidance and assistance regarding motor vehicle inspections.

CHAPTER 9. ACCIDENT REPORTING


1. General. (41 CFR 101-39.400). Officials or employees responsible for the operation of Government-owned, -leased or -rented vehicles shall exercise every precaution to prevent accidents. Employees operating a Government motor vehicle must be familiar with the accident-reporting requirements in this chapter, the HB, Injury Compensation           (OAD P 9810.1), and the current directive issued by the PBS, Office of Real Property Management and Safety.

a. Because of the possibility of claims or civil suits either against the Government or the employee, the employee involved in an accident while operating a motor vehicle on official business must not admit liability.

b. Employees involved in an accident should stay at the scene of the accident. In some jurisdictions, it is not necessary to summon the police for a minor accident; however, for the employee’s protection, it is recommended. The police will determine if a traffic citation should be issued, and should ensure the exchange of information required for accident reporting between the parties involved.

2. U.S. Government responsibility. The Government is the party against which a claim or civil action must be filed by a third party for negligence, wrongful act or omission of a Government employee acting within the scope of his/her employment. Because the Government may be held liable for property damage, personal injury, or death caused by its employees resulting from an accident involving a motor vehicle being used for official business, it is essential that all relevant facts be obtained and recorded accurately, no matter how minor the accident may seem, and regardless of whether the vehicle involved is Government-owned, -leased, commercially rented, or privately owned.

3. Government rental car company responsibility. A collision damage waiver is included in the daily car rental rate for cars rented from companies listed in the Federal Travel Directory. Employees are not responsible for any deductible, loss or damage while operating the vehicle on official business unless it is proven that the accident was caused by the employee’s willful and wanton negligence.

4. Employee (operator) financial responsibility. Under the Federal Tort Claims Act,       28 U.S.C. 2679, damage, personal injury or death resulting from the negligent or wrongful act of a Government employee acting within the scope of his/her employment must be brought against the United States, not the employee. The employee may be financially responsible whenever accidents and/or vehicle damage results through their misconduct or improper operation of a vehicle if the Federal Tort Claims Act does not apply.

5. Accident reporting procedures. Vehicle controlling officials and supervisors are responsible for ensuring that personnel who operate motor vehicles on official business are supplied with the required accident-reporting forms and that these forms are prepared and forwarded promptly. GSA Fleet vehicles contain an Accident Reporting Kit with the necessary forms for reporting a vehicle accident. Employees will take the following action when involved in a motor vehicle accident:

a. Notify or have the supervisor notify the following persons or offices in person or by telephone:

(1) The State, county, or municipal authorities, as required by law;

(2) The Accident Management Center (1-800-325-2958) for GSA Fleet vehicles;

(3) His/her supervisor; and

(4) The contractor, when operating a commercially leased or rented vehicle.

(5) The PBS regional Safety and Environmental Management Office of the accident.

b. Take the following action at the scene of the accident:

(1) Obtain the name, address, telephone number, operator’s permit number, vehicle license number, insurance company name, policy number and claims address from the other driver, as well as any other information necessary to complete accident reporting forms.

(2) Obtain the names, addresses, and telephone numbers of any witnesses, and whenever possible have witnesses complete the Standard Form 94, Statement of Witness              (41 CFR 101-39.401.)

(3) Give his or her name, address, telephone number, permit number, vehicle license number and agency identification to the other driver(s) and the police when requested to do so.

(4) Ask the police officer to collect the required information if personal injury prevents collecting it, and contact the supervisor, who will complete and process the forms as shown in this chapter.

(5) Obtain a police investigation report, photographs, doctor’s certification of bodily injuries, and any other pertinent documentation concerning the accident if possible. This information should be processed with all required accident reporting forms not later than 5 working days after the accident.

(6) Complete the following applicable forms, or the supervisor shall if the employee is unable to do so:

(a) Standard Form 91, Operator’s Report of Motor Vehicle Accident. Complete at the time and place of the accident, or as soon as possible, regardless of the extent of the injury or damage.

 (b) Standard Form 94, Statement of Witness. Ask witnesses to complete and sign this form at the time of the accident. If this form is not available, obtain the witness’s written statement giving accident details and facts.


c. Information not provided when the above forms are submitted, should be obtained as soon as possible, and called in or forwarded to the reporting offices listed below.

d. Forward these forms not later than 5 working days after the accident as follows:

(1) Send the original of the Standard Forms 91 and 94 to GSA Fleet for a Fleet vehicle, and a copy to the regional Safety and Environmental Management Division; when it is not a GSA Fleet vehicle, send the original of these forms to the Safety and Environmental Management Division.


6. Injuries and treatment. Employees injured while operating motor vehicles, and their supervisors, should contact their regional servicing Personnel Division for information and assistance. Central Office employees in the Washington, DC, metropolitan area will contact the National Capital Region’s Personnel Division.

7. Investigation. Every accident must be investigated by the supervisor and, when feasible, at least verbally by the regional Safety and Environmental Management office.

8. Legal notice or summons. If an employee receives a legal notice or summons to answer questions regarding an accident, the employee must promptly notify and deliver all legal processes, pleadings, and other papers to the supervisor. Supervisors will in turn contact the Office of General Counsel or the Regional Counsel’s office.

9. Failure to report an accident. Failure to report a motor vehicle accident, and a record showing a high accident frequency or questionable costs could lead to legal and disciplinary action against the employee, and prohibit further motor vehicle use. 

