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Instruction Memorandum No. UT 2004-046
Expires: 9-30-2005
To: 

All Utah Employees

From: 

State Director

Subject: 
Use and Care of Government-Owned, Rented and Leased Motor Vehicles 

All managers and employees entrusted with motor vehicles/equipment are responsible for the proper care, operation, maintenance, and protection of that vehicle/equipment.  Employees are expected to operate a Government vehicle with the same degree of care and diligence that they would exercise with their personal vehicle.  The use of Government owned, rented, or leased motor vehicle/equipment for other than an official purpose, or the authorization of use for other than official purposes, is prohibited.  

The transportation of government personnel in government-owned, rented, leased, or privately-owned motor vehicles engaged in official business is limited to "Official Passengers." The following are considered "official passengers:"  


Employees of the Federal Government traveling on official business.
 
Temporary and volunteer employees hired for the benefit of the government.

Members of Congress and employees of Congressional Committees whose work 

relates to Department of the Interior programs.

Non-Federal passengers when engaged in missions which relate to an Interior 

program, such as personnel of cooperating State, county, or local agencies; 

representatives of foreign governments; contractors' representatives; advisory 

board members; conservation society members; representatives of the news media, 

etc.

The transport of "unofficial passengers" in the case of emergencies, such as natural disasters (storms, floods, fire, etc.), need for medical attention, or other errands of mercy, is not restricted. Employees are authorized to exercise their own judgment. Such use must be promptly reported through supervisory channels to the appropriate office head. 

Government-owned vehicles may not be used to transport family members or "unofficial passengers" (i.e., passengers not described above) unless specific written authorization from the State Director has been obtained in advance as outlined in BLM Guidebook G-1520-3, “Fleet Management”.
Use of Government Vehicles While in Travel Status:  Employees are to exercise sound judgment regarding the responsibility for ensuring proper use of all government vehicles.  The use of government-owned, rented or leased vehicles by employees in travel status for transportation to "obtain suitable meals" should be governed by good judgment in order to avoid the appearance of the vehicle being misused.

Misuse of Government Vehicles:  31 USC 1349 requires that any officer or employee of the government who willfully uses, or authorizes the use of government-owned or leased motor vehicles for other than official purposes shall be suspended, without compensation, for not less than 30 days, and shall be suspended for a longer period or summarily removed from Federal Service if circumstances warrant.  This penalty is mandated by law and cannot be reduced due to mitigating circumstances.

Operator Qualifications:  Each BLM employee must have completed a defensive driver’s course, (every three years), and have a valid state driver's license in their possession for the appropriate class of vehicle before operating a government-owned vehicle, rented or privately-owned vehicle on government business.  All offices will schedule defensive driver’s courses as needed.  An employee will not be allowed to operate a vehicle until their supervisor has determined the employee can operate the vehicle safely under the anticipated conditions.  An employee may refuse, without reprisal, to operate a specific type of vehicle if they do not feel that they have the physical capability or the necessary skills and experience to safely complete their assignment. An employee may also refuse to operate any vehicle that is defective.

Suspended Driver’s License:  Employees, who have their state driver's license suspended, must notify their supervisor since they can no longer operate a Government-owned vehicle, rented or privately-owned vehicle on government business.  Driving a vehicle with a suspended license will result in disciplinary action.

Domicile of Vehicles:  Government owned or leased motor vehicles may be stored at an employee’s residence or domicile only when it is determined that such transportation is necessary and is in the best interest of the Government.  Temporary domicile while on travel must be approved in advance, in writing, on BLM, Form 1520-27, “Overnight Storage of Government Vehicle at Employee’s Residence”.  However, upon a late or unscheduled return from official travel, employees are to use their own judgment to determine if storage at their residence is in the Government’s best interest.  The BLM Form 1520-27 must be used to document, date, and justify such domiciling, and to obtain post approval, as soon as the employee returns to work.  
BLM Identification Card:  Employees must have in their possession a government ID card while driving a government vehicle. This identifies a person as a government employee and will serve as an insurance card (the government is self-insured). 

Vehicle Alteration:  Government-owned or leased vehicles are not to be altered by any employee with the installation of personal equipment (i.e., stereo equipment, police radar scanners, etc.). Vehicles are to remain in the condition that they were received except for equipment authorized to be added by the agency.

Vehicle Inspection:  Vehicle operators must perform a basic maintenance and safety check prior to operating the motor vehicle. The safety check should consist of fuel, oil and coolant levels, tire inflation, cuts, breaks, treads, etc. Follow the instructions as outlined on BLM Form 1520-48, Operators 
Maintenance/Safety Checklist, included in the handbook provided for each motor vehicle.

Vehicle Repairs: Repairs over $2,500.00 on Interior vehicles (I or M license plates) must be approved by the Office Fleet Management Specialist before repairs are performed.

The operator must contact the GSA Maintenance Control Center (MCC) (1-888-622-6344) for repairs on GSA vehicles (license plates starting with G) for approval of repairs over $100.00. The vehicle operator must contact GSA MCC before repairs are performed. 

Use of Seat Belts:  The operator and all passengers in government-owned vehicles, rented or privately-owned vehicles on government business are required to wear seat belts whenever the vehicle is moving.

No Smoking:  Smoking is prohibited in all government-owned or leased vehicles.

Vehicle Accidents:  All vehicle accidents, regardless of the amount of damage, are to be reported to the Supervisor immediately. The Safety Officer and Fleet Manager in the office must be notified within one working day after occurrence (immediate notification is required if the accident involves a fatality or a serious injury).  Standard Forms 91 and 94 must be completed and submitted to the Fleet Manager within three working days.  A Safety Management Information System (SMIS) electronic accident report must be completed by the employee’s supervisor within 3 days of the accident, especially if another vehicle is involved in the accident.  SMIS reports can be found at: www.smis.doi.gov.
Vehicle Credit Cards: Government vehicle credit cards are used strictly for official business and are not for personal use.  Convenience items such as pop and snacks, etc, are not to be charged to a government vehicle credit card.  The credit card must be safeguarded at all times, and should never be left in an unattended vehicle. 

Questions regarding this Instruction Memorandum should be addressed to Ray Holmes or Michael Jacobs. 
Signed by:







Authenticated by:
Sally Wisely







Rosie Geren

State Director
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