
 EA R T H RE S O U R C E S  OBS ER V A TI O N A N D SCI E N C E  (EROS) CE N T ER 
 

Page 1 of 1 

 
USGS EROS ADMINISTRATIVE PROCEDURE 

SUBJECT / TITLE: Motor Vehicle Management Procedure 

1.0 References. 
 

• U.S. General Service Administration - Guide to Federal Fleet Management at 
URL 
http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&co
ntentId=19901 

• Federal Property Management Regulations, Subchapter B, Subpart 102-34; 
Motor Vehicle Management at URL 
http://www.access.gpo.gov/nara/cfr/waisidx_03/41cfr102-34_03.html 

• Department of Interior Motor Vehicle Management Handbook at URL 
http://www.doi.gov/pam/MVHandbook408.pdf 

 
2.0 Purpose.  
 

This procedure establishes guidelines to be followed for utilization of Government 
owned or leased motor vehicles for official Government business ONLY.  All 
personnel at the USGS EROS facility shall follow this procedure concerning 
Government owned or leased motor vehicles.  

 
3.0 Procedures. 
 

3.1 Roles and Responsibilities. 
 
Facility Manager.  The Facility Manager and designees are responsible for 
management of the Motor Vehicle Management Program at this facility.  The 
Facility Manager is the designated vehicle transportation approving official. 
 
Service Vehicle Coordinator.  The Service Vehicle Coordinator is responsible to 
communicate the requirements of Motor Vehicle Management Program to 
employees, as needed in administering the Program, to ensure that all vehicle 
operators/users follow established guidelines for official vehicle use.  The Service 
Vehicle Coordinator will compile all monthly reports and file them appropriately.  
 
Supervisors.  Government and contractor supervisors are responsible for 
requesting authorization for their employees to operate Government motor 
vehicles and to verify that the employee has a valid state operator permit or 
license annually. 
 
Vehicle User/Operator.  All Government and contractor personnel operating a 
Government owned or leased motor vehicle, for official purposes, must have in 
their possession a valid State motor vehicle operator permit or license issued for 
the area in which the employee is principally employed or in which the employee 

http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=19901
http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=19901
http://www.access.gpo.gov/nara/cfr/waisidx_03/41cfr102-34_03.html
http://www.doi.gov/pam/MVHandbook408.pdf
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resides.  A full explanation of vehicle user/operator responsibilities on vehicle 
operation is outlined herein under Section 3.2.3. 
 
 
3.2  Process. 

 
3.2.1 Operators/User will request the use of a vehicle by e-mailing or 

calling the Service Vehicle Coordinator as soon as the need is 
apparent. 

3.2.2 Vehicles will be dispatched with keys which will be picked up at the 
Employee Entrance Security Office.  The vehicle log book will be 
located in each vehicle and contain the following: 
• Voyager Fleet Card (GSA)/Fleet Card (Station Owned) 
• EROS Vehicle Daily/Monthly Use Log 
• Standard Form 91, Motor Vehicle Accident Report 
• Standard Form 94 Statement of Witness Form 
• Credit Card Receipt File.  Note:  The credit card must be in the 

Vehicle Log Book and secured in the vehicle at all times.  The 
credit card is to be used only for fueling and minor repair 
purchases for official Government use only. 

• Upon completion of the trip, the operator/user will enter the 
ending odometer reading, mileage driven, and other required 
information on the EROS Vehicle Daily/Monthly Use Log. The 
operator will return the vehicle to the designated location, return 
the keys to the Security Office next to the employee entrance.  
Vehicles will be returned in good operating condition; all trash 
removed and the vehicle shall be returned with no less than 
½ tank of fuel. 

3.2.3 Operators/User’s are responsible for the following: 
• Possessing a valid State driver’s license and a good driving 

record as verified through the National Drivers Registry.  
Government owned or leased motor vehicles shall be used for 
official purpose ONLY.  Only Government employees and 
personnel recognized under Government contracts authorizing 
use of Government vehicles may drive/ride in a Government 
vehicle.  Operators are responsible at all times for proper 
security of the vehicle and shall exercise special care to keep 
keys in their personal possession and secure U.S. Government 
Credit Cards at all times.  Every precaution shall be exercised to 
prevent accidents.  All personnel, Government or contract that 
willfully uses or authorizes the use of a Government vehicle for 
other than official business will be referred to Human Resources  
for Government Employees or the appropriate COR/COTR for 
Contractor Personnel for appropriate action. 
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• Transport of materials and equipment will be done only in 
accordance with all applicable local, State or Federal laws and 
regulations. 

• Maintain medical and physical fitness to operate a Government 
vehicle.   

• Drivers who receive moving violations while operating a 
Government vehicle will be required to pay the citation fee.  The 
first offense will result in documented counseling from his/her 
supervisor.  Further violations will be referred for appropriate 
action to Human Resources for Government employees and to 
the appropriate COR/COTR for contract personnel.  

• Operators/users are responsible at all times to perform 
maintenance/safety checks prior to uses, such as ensuring 
proper fluid levels, correct tire air pressure, lights functionality, 
and cleanliness of vehicle.  Vehicle operations deficiencies will 
be reported immediately to the Service Vehicle Coordinator for 
attention.  The vehicle will not be operated further until all 
serious deficiencies are corrected.  

• Vehicles requiring minor service such as a quart of oil, washer 
fluid, etc may purchase those on the GSA Fleet card as outlined 
in the instruction of the GSA Vehicle Log Book.  Expenses for 
items outside of normal use, such as tire replacement or repair, 
mechanical problems, etc., must contact GSA at 1-866-400-
0411 for pre-authorization before repair work is completed.  

• Care will be taken to conserve fuel in the operation of vehicles, 
as well as precautions taken against waste in dispensing fuel. 

• Safe, legal and efficient use of the vehicle including use of 
seatbelts for all occupants at all times.  There will be no 
smoking in vehicles.  In addition, all practical energy conserving 
methods of vehicle operations should be utilized, such as 
observing lower speed limits.  Drivers will not use cell phones 
while the vehicle is in motion. 

• Operators/Users will immediately report all motor vehicle 
accidents to nearest local law enforcement agency, EROS 
Service Vehicle Coordinator, and to their supervisor.  The motor 
vehicle operator will complete a Standard Form 91 (Motor 
Vehicle Accident Report) and Standard Form 94 (Statement of 
Witness).  Note:  When in an accident NEVER admit fault and 
NEVER give own personal insurance.  Authorized investigating 
officials will determine fault.  Government vehicles do not 
require proof of insurance since the Government is self-insured.   

• Operators will complete the EROS Motor Vehicle Monthly/Daily 
Use Log, place all gas receipts in the Vehicle Log Book, and 
return the keys to the Security Office next to the employee 
entrance when finished with the vehicle. 
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4.0 Appendices. 
 

Appendix 1. EROS Vehicle Daily/Monthly Use Log, 1 page. 
Appendix 2. Standard Form 91, Motor Vehicle Accident Report, 4 pages. 
Appendix 3. Standard Form 94, Statement of Witness Form, 1 page. 
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Appendix 1. EROS Vehicle Daily/Monthly Use Log. 
 
 
 
 
 

LICENSE: GXX-XXXXX MAKE MODEL (COLOR)

DATE
mm/dd/yy Gallons/Desc COST

OUT Fuel
IN Maint 

OUT Fuel
IN Maint 

OUT Fuel
IN Maint 

OUT Fuel
IN Maint 

OUT Fuel
IN Maint 

OUT Fuel
IN Maint 

OUT Fuel
IN Maint 

OUT Fuel
IN Maint 

OUT Fuel
IN Maint 

OUT Fuel
IN Maint 

OUT Fuel
IN Maint 

OUT Fuel
IN Maint 

OUT Fuel
IN Maint 

Date Supervisory Certification:
Total Maint

USGS ** Each Usage Must Be Logged ** ** Previous Usage Ending Miles Must Match Next Starting Miles **

NAME OF DRIVER OFFICIAL PURPOSE 
OF TRIP TIME ODOMETER 

READING
Itemize off Station  purchase

Monthly Totals
Total Days used: Driven Miles      Total Fuel Cost:
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Appendix 2.  (page 1 of 4) Standard Form 91 Motor Vehicle Accident Report. 
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Appendix 2.  (page 2 of 4) Standard Form 91 Motor Vehicle Accident Report. 
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Appendix 2.  (page 3 of 4) Standard Form 91 Motor Vehicle Accident Report. 
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Appendix 2.  (page 4 of 4) Standard Form 91 Motor Vehicle Accident Report. 
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Appendix 3.  Standard Form 94 Statement of Witness. 
 

 


