NRCS — New Mexico
Vehicle Fleet Management Guide
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Form AD-107, Report of Transfer or Other Disposition or Construction of

Property. See attached example (use to transfer vehicles between areas).
Form SF-91, Motor Vehicle Accident Report. See attached example.
Form SF-94, Statement of Witness. See attached example

(use to gather information from witness to accident).

Form AD-112, Report of Unserviceable, Lost, Stolen, Damaged or Destroyed

Property. See attached example (use if vehicle is stolen, vandalized, or otherwise damaged).
Form AD-700, Procurement Request. See attached example

(use to request 10 ply tires, extra large side mirrors, toolboxes, etc.).
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PURPOSE

The purpose of the United States Department of Agriculture (USDA), Natural Resources
Conservation Service (NRCS), New Mexico, Vehicle Fleet Management Guide is to formally
establish policies and procedures required to increase vehicle use, reduce fleet maintenance
expense, and improve the overall operating efficiency of the Agency’s fleet in the State of
New Mexico. This Plan in no way supersedes or replaces Federal Management Regulation
102-34; Agriculture Property Management Regulation 110-34 Supplementing Chapter 102,
Subchapter B, Part 102-34; NRCS Property Management Regulation 1041-38; and NRCS
General Manual 120-405.

ANNUAL REVIEW

The Local Fleet Program Coordinator (LFPC) will review this Plan annually and forward
vehicle reports to the Accountable Property Officers (APO). The Plan may be reviewed at
other times, as required, with recommendations for changes forwarded to the Property
Management Officer (PMO).

POLICY/PROCEDURE
1. Definitions

A. Property Management Officer (PMO) — An employee appointed in writing by the
State Conservationist to have administrative jurisdiction over all government
property. The State Administrative Officer is the PMO for NRCS New Mexico.

B. Accountable Property Officer (APO) — An Employee, appointed in writing, by the
Property Management Officer (PMO) to have administrative jurisdiction over
property. In general, members of the New Mexico Leadership Team serve as
APOs for their respective areas.

C. Accident Committee — A committee authorized to act in matters of accountability
and disposition of property and to determine the liability of employees if property
is lost, stolen, damaged or destroyed. Members of the Accident Review
Committee are appointed by the State Conservationist via state bulletin.

D. Local Fleet Program Coordinator (LFPC) — An employee, designated by the
Agency, responsible for oversight and coordination of the Agency’s fleet policy
and procedures, as well as coordinating the acquisition, replacement and disposal
of fleet vehicles. The LFPC is the Purchasing Agent on the Acquisition and
Contracting team at the New Mexico State Office.

E. Pool Vehicle — A light duty vehicle (car, van, or pickup), not assigned to a
particular employee, suitable for providing basic transportation for any authorized
driver.
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F. Property Custodian — The person identified on property inventory records as
property custodian for a vehicle or piece of equipment. This person is usually the
office manager (District Conservationist, RC&D Coordinator, Project Leader,
etc.)

G. Vehicle Operator — A person authorized by the Agency to drive Agency vehicles
while on official Government business.

2. Roles and Responsibilities

A The Property Management Officer (PMO) is responsible for:
1. overall oversight and management of the State’s Personal Property,
including vehicles;
2. implementing NRCS New Mexico’s Vehicle Fleet Management Plan;
3. appointment of Accountable Property Officers; and
4. settlement of all Agency vehicle insurance claims.

B. The Local Fleet Program Coordinator (LFPC) is responsible for:

1. processing appropriate paperwork to acquire and track vehicle titles,
license plates and required decals;

2. coordinating the disposal and sale of all vehicles;

3. the electronic submission of vehicle use report data and information to
NHQ as required; and

4. maintaining compliance with federal mandates governing vehicle fleet
management;

5. monthly collection and data entry of vehicle use report information
and vehicle specific information into the vehicle fleet database;

6. planning, directing, managing, coordinating and supervising programs
for the acquisition, assignment, utilization, maintenance and repair,
replacement and disposal of the vehicle fleet;

7. observing and enforcing agency, departmental and federal vehicle fleet
management policies and procedures;

8. tracking any new vehicle warranty that may be in effect when a
vehicle must be serviced or repaired,;

9. reviewing and recommending approval for vehicle purchases,
transfers and deletions;

C. Accountable Property Officers (APOs) and Property Custodians are responsible

for:

1. being a good steward of government vehicles and managing them
accordingly;

2. routine inspection of vehicles to ensure operational condition and the
required vehicle insignia is complete and visible on both sides of the
Agency vehicle;

3. ensuring all vehicle damage and repairs are corrected as needed,;
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11.
12.

13.
14.

15.

16.

ensuring compliance with the required Agency preventive
maintenance program;

ensuring Agency vehicles are used for their intended purpose;
coordinating all vehicle requisitions through the LFPC;
coordinating all vehicle transfers and deletions through the LFPC;
rotating and/or eliminating vehicles with low utilization;

being knowledgeable of all vehicle fleet management policies and
procedures;

ensuring compliance with the established vehicle fleet management
program;

accumulating and providing any vehicle data required by the LFPC,;
retaining accurate files on Agency vehicles for reference should the
need arise;

keeping the LFPC advised of any transfers within the vehicle fleet;
advising the LFPC of all vehicle accidents/incidents that occur and
providing a copy of the vehicle accident package and police report;
being familiar with and communicating established vehicle fleet
management policies and procedures to applicable parties within their
department; and

ensuring all vehicle operators have received appropriate information
and/or training.

The Vehicle Operator is responsible for:

1.
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10.
11.
12.
13.

14.

identifying any mechanical problems associated with the vehicle they
are operating and scheduling repair of same;

reporting accidents immediately to supervisor and assisting with the
completion of vehicle accident paperwork;

following all state laws associated with vehicle operation;

operating only vehicles they are authorized to use;

maintaining a valid driver’s license;

abiding by safety regulations, including wearing seatbelts and
refraining from texting/talking while driving;

using government vehicles for official Agency business only;
keeping the vehicle secured when not in operation;

completing regular vehicle maintenance checks to ensure the vehicle is
in good operating condition;

maintaining vehicles in a clean condition;

refraining from smoking in Government vehicles;

completing required vehicle usage logs;

maintaining receipts for fuel, maintenance, and other services
performed on the vehicle; and

complying with the NRCS vehicle fleet management program.
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3. Vehicle Acquisition and Replacement

A. NRCS New Mexico’s goal is to effectively increase efficiency of the fleet by
acquiring fuel efficient and alternative fuel vehicles and by implementing a plan to
maintain an average age of 6 years for vehicles utilized in the fleet. This will be
achieved by replacing at least 8-10% of the fleet annually, thereby continually

keeping a safe and efficient fleet.

B. The procurement of new vehicles and leasing of GSA vehicles will be conducted by
the Acquisitions and Contracting team at the NRCS New Mexico State Office.
Reports will be provided annually to each APO to prioritize vehicles to be replaced,

based on availability of funds.

C. Per NRCS General Manual 120-405.91, agencies must keep motor vehicles owned or
leased by the Government for at least the years or miles shown in the following table:

Table of Minimum Replacement Standards

Motor Vehicle Type Years* - OR Miles*
Sedans 3 60,000
Trucks

Less than 12,500 pounds GVWR 6 50,000
12,500-23,999 pounds GVWR 7 60,000
24,000 pounds GVWR and over 9 80,000
4 or 6-wheel drive motor vehicles 6 40,000

*Minimum standards are stated in both years and miles, whichever occurs first.

D. Because of large geographic size of New Mexico and the distance between offices,
New Mexico vehicles gain miles quickly. Thus, most replacements are expected to
exceed both the minimum age and mileage requirements.

4. Vehicle Assignments and Fleet Consolidation

A. In general, vehicles will be assigned to area office and field office locations for
official Government use by employees whose regular duties require work in
various locations and who regularly require a vehicle for ongoing daily duties.

B. All other Agency vehicles will be pooled. Pool vehicles must be available for
checkout as needed and must be used over other options, including rental vehicles
and employee reimbursement for use of personal vehicles. Pool vehicles must be

returned to the pool clean and with at least % tank of fuel.

C. All vehicles should be rotated to balance the average miles driven.
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D.

In accordance with NRCSPMR 1041-38.7001, Assignment of Automotive
Equipment, the numbers of allowed vehicles per office for NRCS New Mexico
are as follows:

Number of Number of Vehicles
Employees
1
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APOs are responsible for monitoring the quantity, efficiency and safety of the
vehicles in his/her jurisdiction.

Using the above quotas, APOs should assign vehicles for the normal needs of an
office according to the number of regularly assigned employees requiring vehicles
to perform NRCS work.

If the total number of permanently assigned vehicles in a field office exceeds the
above quota, the APO must justify the additional vehicle(s) to the PMO.

5. Transfers

A.

Vehicles may be transferred from one office or another within the area with the
approval of the appropriate APO. Transfer vehicles must be in sound mechanical
condition and not increase the field office or area’s vehicle inventory unless
documented approval is obtained from PMO. The appropriate APO will notify
the LFPC of any transfers within the area via email.

Transfers between areas (APOs) must be documented on form AD-107, Report of
Transfer or Other Disposition or Construction of Property (Attachment A), and
forwarded to the PMO.

6. Vehicle Titles

All original vehicle titles will be acquired and maintained by the LFPC at the NRCS State

Office.

7. Vehicle Use and Driver Authorization

A As required by federal law, fleet vehicles may only be used to conduct official
Agency business. Under no circumstances may an Agency owned/leased vehicle
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be used for personal convenience or to conduct private business. If an Agency
owned or leased vehicle is not available, the Agency, at its option, may provide an
alternative form of transportation or reimburse an employee for the use of a
personally owned vehicle.

To become an authorized driver, a vehicle operator must possess a valid Driver's
License. All traffic citations issued to the driver of a government vehicle must be
reported to his/her supervisor. If an authorized driver is convicted of a traffic
violation that results in the loss/suspension of his/her Driver's License, the driver
must notify his/her supervisor that they are no longer eligible to drive a
government vehicle.

Failure to comply with this requirement may result in disciplinary action up to
and including removal. In addition, if the employee’s position requires a valid
license, failure to maintain a good driving record may result in disciplinary action
up to and including removal.

8. Operator Rules of Conduct

A.

While driving a government vehicle, employees are engaged in an activity that
represents the Agency to the general public. For many citizens this activity
represents the only contact they will ever have with a government employee.
Therefore, all authorized drivers are reminded how important it is to convey a
positive, professional image. To help accomplish this important task in a
responsible manner, drivers are expected to know and comply with all applicable
state laws and agency policies.

Drivers are personally responsible for all traffic citations and parking violations
received while operating government vehicles.

9. Accidents and Accident Reporting

A Employees utilizing Agency-owned or GSA-leased vehicles for official purposes
are responsible for operating the vehicles in a safe manner. If an accident occurs,
the employee and his or her supervisor are to comply with the procedures below:

1. Safety:

a) If necessary, call 911 for emergency services. (Note: the
Government assumes no responsibility for payment of medical
care, towing, etc., for private individuals.)

b) Administer first aid within capabilities.

2.  If the damaged vehicle is a safety hazard on the road, see that
oncoming traffic is warned, and then arrange for removal of the
vehicle. Otherwise, do not move the vehicle until the preliminary
investigation is completed.
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B. Reporting:

1.
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The operator is responsible for notifying the following persons
immediately, either in person, or by telephone, of any accident that
results in damage to Government and/or private property and/or injury
to a private individual or Government employee:

a. State, county or municipal law enforcement authorities as required
by law; and

b. Supervisor.

The operator must also obtain and document all information pertaining
to the accident or incident on the required forms. The required Vehicle
Accident Report forms are located in the glove compartment of each
vehicle and include the following:

a. SF-91, Operator’s Report of Motor Vehicle Accident (Attachment
B). This form shall be prepared for all vehicle accidents while on
official business, whether the equipment is Government-owned,
privately-owned, or leased. This form is to be given to the
operator’s direct supervisor within 24 hours and is to be forwarded
to the PMO within 3 days of the accident.

b. SF-94, Statement of Witness (Attachment C). This report is to be
used for obtaining witness statements if possible. This form may
not be completed by the vehicle operator. These forms are to be
forwarded to the PMO within 7 days.

c. AD-112, Report of Unserviceable, Lost, Stolen, Damaged or
Destroyed Property (Attachment D). This form must be completed
to document damage to the Government vehicle and any
equipment in the vehicle caused by accidents. The supervisor in
charge of the location to which the vehicle is assigned is to record
the evidence of loss or damage and forward it to the APO, who
will review, sign, and forward to the PMO within 7 days.

Form AD-112 is not required to report common minor damage
such as a broken windshield caused by a missile thrown by a
passing vehicle of an unknown driver.

The vehicle operator is to make no statements about responsibility for
the accident except to his or her supervisor or to an NRCS
investigating officer. If a vehicle operator is injured and cannot
comply with the reporting requirements, his or her supervisor is to
provide the required reports.
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Any vehicle involved in an accident should receive a safety inspection
before being returned to service.

When a government vehicle is damaged by a third party, the PMO will
act as the Agency’s liaison between the owning department, the third
party and/or their insurance company.

C. Accident Review Committee

1.

10. Security

In accordance with Natural Resources Conservation Service Property
Management Regulation (NRCSPMR) 1041-39.803, an Accident
Review Committee consisting of three members and three alternates
has been created. The purpose of the committee is to review all
investigative reports relating to motor vehicle accidents involving
NRCS New Mexico vehicles and make recommendations as to
liability, preventability, and disciplinary action.

Each New Mexico Leadership Team (NMLT) member will serve as
the Investigative Officer responsible for investigating all automobile
accidents within the scope of their supervision. Acting NMLT
members will serve as alternate investigative officers. If the
investigative officer or alternate is unable to investigate the scene, the
driver or other NRCS employee at the scene is to make a complete
report utilizing the kit and forward it to the investigating officer as
soon as possible.

After all investigation reports have been received, including
investigations by the investigating officer as required, the committee
will make recommendations to the PMO on liability, preventability,
and recommended disciplinary action.

A. The security of Agency vehicles and their contents is the responsibility of the
operator. When left unattended, vehicles shall have the keys removed from the
ignition and ensure the vehicle is locked.

B. Vehicles that become disabled on the road will be secured with all possible
precautions taken to prevent theft or vandalism. In the event a vehicle cannot be
secured in its present location, the driver will have the vehicle towed to a facility
where it can be secured until assistance arrives. Under no circumstances should a
vehicle be left along a highway or in any area where vandalism would be easily

accomplished.
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11. Theft or Damage

A

If a vehicle, or government property within a vehicle is stolen, the vehicle
operator should immediately contact:

1. Supervisor; and

2. LFPC.

An AD-112, Report of Unserviceable, Lost, Stolen, Damaged or Destroyed
Property (Attachment D), must be completed by the Property Custodian and the
Accountable Property Officer documenting the loss. The form must be forwarded
to the Property Management Officer at the State Office within 7 days.

12. Preventative Maintenance and Repairs

A

Agency-owned vehicles:

1. Preventative Maintenance: All NRCS-owned vehicles (vehicles with
license plates starting with an “A”) must be well-maintained in order
to be safe and efficient. Under no circumstances should an Agency
vehicle be placed in active service unless it is in good operating
condition. All vehicles should receive service (oil change, lube, fluids
checked) at a minimum every six months or 7,500 miles. Preventative
maintenance services under $100 do not require pre-approval.

2. Repairs: All other repairs, including requests for new tires, upgraded
equipment, etc., shall be approved by the APO for that vehicle.
Repairs that are the result of accidents must be included in the accident
file for the vehicle.

3. Payment: All costs associated with the maintenance or repair of
Agency-owned vehicles must be placed on the assigned VISA Fleet
Card or Temporary Pool Card. In emergency situations or in cases
where no mechanic can be located who can accept the VISA Fleet
Card, charges may be placed on the appropriate Program Assistant’s
Government Purchase Card. For VISA Fleet Card payment assistance,
please call the number on the back of the card.

4. Vendors: To find merchants that accept the VISA Fleet Card, please
visit the following Web Site:
http://visa.via.infonow.net/locator/usa/supplier/ListLoadAction.do

5. Replacement Fleet Cards for NRCS Owned Vehicles: If a VISA Fleet
Card is lost or destroyed, drivers must contact the LFPC for a
replacement. Once ordered, replacement may take up to 30 days.
Temporary Pool Cards may be available for emergencies.
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B. GSA - Leased Vehicles

1.
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Preventative Maintenance: All GSA-Leased vehicles (vehicles with
license plates starting with a “G”) must be well-maintained in order to
be safe and efficient. Under no circumstances should any government
vehicle be placed in active service unless it is in good operating
condition. GSA requires all leased vehicles receive preventative
maintenance service (oil change, lube, fluids checked) every twelve
months or 7,500 miles. Preventative maintenance services do not
require pre-approval. The LFPC will contact vehicle operators with
assigned GSA-leased vehicles to alert them to when service is due.

Repairs: Except for tires and batteries, any vehicle service, under
$100, does not require pre-approval by GSA. For vehicle service
exceeding $100, pre-approval by GSA is required. The vehicle
operator or mechanic can call the toll-free number on the back of the
GSA Wright Express Card to obtain approval from a GSA Fleet
Service Representative.

Upgrades/Modifications: Any modifications to the vehicle, outside of
general maintenance and repair, must be submitted to the appropriate
APO on an AD-700, Procurement Request (Attachment E).

The APO must sign the form to indicate concurrence and forward to
the LFPC for processing.

Payment: All costs associated with the maintenance or repair of GSA-
leased vehicles must be placed on the GSA Wright Express Card. In
emergency situations or in cases where no mechanic can be located
who can accept the GSA Wright Express Card, charges may be placed
on the appropriate Program Assistant’s Government Purchase Card.

Vendors: To find merchants that accept the GSA Wright Express Card
Card, please visit the following Web Site:
http://www.wrightexpress.com/accepting-locations

Replacement Fleet Cards for GSA Leased Vehicles: If a GSA Wright
Express Card is lost or destroyed, drivers must contact the LFPC for a
replacement. Once ordered, replacement may take up to 30 days.
Temporary cards may be available for emergencies.

Mileage Reporting: Agencies are billed according to monthly mileage
reported to GSA. While a system is in place to electronically receive
mileage readings from gasoline pumps, there are always exceptions.
Drivers will be notified if they need to report their mileage to the
LFPC directly.
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13. Vehicle Inspection

A. Drivers are responsible for regularly inspecting their vehicle before and after
operation. Any defect discovered during these inspections or while driving should
be noted and reported. Any deficiency that would cause further damage to the
vehicle, render it unsafe, or present a hazard should be reported immediately. The
vehicle should not be driven until necessary repairs are completed.

B. Per a federal-wide requirement, drivers will be required to complete an “Annual
Vehicle Safety Inspection”. Inspection forms, provided by the State Office, must
be completed in their entirety by the respective drivers and submitted to the LFPC
by the established due date for entry into the Property Management System.

13. Car Wash Policy

Vehicles should be washed and cleaned inside and out as necessary to ensure safe
conditions by maximizing visibility, to decrease possibility of scratches or other cosmetic
damage due to caked mud clay, etc, and to maintain a professional appearance. NRCS
and GSA Fleet Charge Cards may be used to purchase car washes. The economy-grade
car wash should be purchased unless unique conditions require more specialized
cleaning.

14. Fleet Fueling Policy

A. Unless specifically prohibited by the vehicle’s manufacturer warranty or
requirements, all vehicles operating on gasoline must use regular grade, unleaded
gasoline. Except as noted, high-octane blends (marketed as premium, super-
unleaded, etc.) are prohibited for use in Agency vehicles. All fuel should be
placed on the NRCS or GSA Fleet Charge Card assigned to each vehicle.

B. Vehicles capable of using alternative fuels will use them to the maximum extent
practicable. Exceptions are:

1. where and when alternative fuel is not available;

2. when alternative fuel costs are more than unleaded gasoline or diesel;
or

3. when the conversion equipment is not working or is unsafe to operate,
in which case repairs or inspections shall be made so that the vehicle
may continue to operate on the alternative fuel.

C. Agency vehicle operators will use self-service islands only when refueling at

retail fueling stations.
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