NOAA Vehicle Operators Responsibilities


1. You must have a valid state driver's license in your possession when operating a U. S. Government motor vehicle. 

2. A Dept of Commerce I.D. card or other means of identification should be carried to identify the driver as a NOAA employee or person who is authorized to operate Government vehicles. 

3. Government motor vehicles should always be operated in a safe and prudent manner and only for official purposes. 

4. Comply with all applicable municipal, state and federal motor vehicle regulations. 

5. Prior to using a vehicle you should perform a visual inspection of the tires and exterior condition. If there is any damage don't operate the vehicle prior to notifying the person who assigned the vehicle to you. Otherwise you may be blamed for the damage. 

6. Check condition of brakes, lights, windshield wipers, mirrors and horn prior to moving the vehicle. Report any discrepancies to the person who assigned the vehicle to you. 

7. The use of seat belts is required for the driver and all passengers. 

8. Assure that vehicles and their contents are properly secured when left unattended. Always remove key and credit cards, close windows and lock doors. Never leave the credit card with a vehicle which is being serviced, repaired or left with a parking attendant. 

9. You, the operator, are responsible for parking tickets and towing charges related to parking violations as well as citations for moving violations. Citations must be reported immediately to your supervisor as well as the Eastern Regional Center Vehicle Manager. 

10. Promptly report accidents involving GSA vehicles (license plate number begins with letter G) to your local GSA motor pool. Send the original copy of the accident report to the GSA motor pool and copies to the Eastern Regional Vehicle Manager. 

11. Promptly report accidents involving NOAA-owned vehicles (license plate number begins with the letter C) to the Eastern Regional Center Vehicle Manager. Send original accident report to the Eastern Regional Center Vehicle Manager. 

12. Credit cards may only be used to make purchases for the vehicle with the same license number as the one imprinted on the credit card. Do not use a vehicle credit card to make purchases for other vehicles, boats, cranes etc. 

13. Prior to purchasing fuel, verify that the Government National Credit Card will be accepted by that service station. Use of self-service pumps is required with the following exceptions: a) under severe weather conditions; b) if the station won't honor Government credit cards at self-service pumps; c) if there is no self-service pumps at the station; d) physical limitations of the vehicle operator. Use only regular or regular unleaded gasoline as appropriate for the vehicle. Premium grades of gasoline are not authorized for Government vehicles. 

14. The credit card may be used when having the vehicle washed but waxing or wash/wax is not authorized. 

15. The maximum amount of a credit card purchase must not exceed $50.00 (except fuel purchases) and is limited to those items listed on the reverse side of the card. The credit card should not be used for replacement of tires or batteries except in emergencies. 

16. Check the oil level frequently with the vehicle parked on a level surface and preferably when the engine is cold. 

17. Never return a vehicle with less than 1/4 tank of fuel. Remove your trash when you return from a trip. Be considerate of the next user. 

18. When you return, advise the person who assigned the vehicle of any mechanical problems or discrepancies noticed during your trip. 

19. Accident report forms and other information of interest to vehicle operators is located in the vehicle's glove compartment and should be reviewed occasionally. 

20. Questions regarding motor vehicles or operator's responsibilities should be directed to Anita B. Holley, Eastern Regional Center Vehicle Manager, at (757) 441-6468. 
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NOAA Vehicle Management Policies 
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The Process For Approval of GSA Lease & The Acquisition of NOAA Vehicles is: 

· Contact the Anita B. Holley, (757) 441-6468, Eastern Regional Center Vehicle Manager, for authorization to lease or acquire Vehicles. 

· Request license plates and credit cards for NOAA-owned vehicles. 

· Adhere to the authorized use for the U.S. Government Fleet Services Credit Card. 

· Inform GSA of the proper accounting for monthly charges. 

· Acquire alternative fuel vehicles (Executive Order 13031). 

In the Event of an Accident the Following Reporting Requirements Will Be Followed: 
· All accidents involving vehicles, regardless of damage or injury shall be investigated and reported within 5 days.

· If you are injured, complete Form CA-1 and submit to DOC Workers Compensation. 

· Complete a SF-91 Motor Vehicle Accident Report & Police Report. 

· Submit Claims for Damage, Injury, or Death (SF-95) against the Government to: DOC Office of the General Counsel, HCHB, RM 5890, 14th and Constitution Ave, Washington, DC 20230, Telephone: (202) 482-1067. 

· Submit a copy of the accident reports to Anita B. Holley, (757) 441-6468, Eastern Regional Vehicle Manager. 

For your NOAA Vehicle Management requirements contact Anita.B.Holley, (757) 441-6468, Eastern Regional Center Vehicle Manager. 

NOAA Vehicle Maintenance & Safety 
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VEHICLE MAINTENANCE AND SAFETY 

This is a reminder of your responsibilities to comply with DOC Scheduled Maintenance requirements for NOAA-owned vehicles, in accordance with (DOC PPMM 7.1200): 

1. Establish a recorded procedure for the servicing and inspection of vehicles. 

2. Ensure the safe and economical operating condition for vehicles. Meet established emission standards. 

3. Service and inspection performed in accordance with the manufacturer's recommended specifications. 

4. In addition to the intervals under operator maintenance, all vehicles shall be inspected at least every 6 months or 6,000 miles, whichever occurs first. The only exception to this policy is for vehicles which require servicing more frequently or in which case the manufacturer's recommendations contained in the owner's manual are to be followed. 

5. Vehicle maintenance records must be maintained to document completion of required inspection/maintenance services. 

6. Prompt attention shall be given to all mechanical troubles. Under no circumstances will vehicles be operated with faulty brakes, lights, exhaust systems, steering, gears, tires, or any other problem or condition that creates a safety hazard. 

If you have any questions, please contact Anita.B.Holley, (757) 441-6468, Eastern Regional Center Vehicle Manager. 

	NOAA Motor Vehicle Accident Report 
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Motor Vehicle Accident Report - Standard Form-91 

SF-91 is to be filled out by the vehicle operator. There is a section to be filled out by the operator's supervisor as well as a section to be filled out by an accident investigator for bodily injury, fatality, and/or damage exceeding $500.00. 

If there are witnesses, attempt to have them complete Standard Form 94, "Statement of Witness." 

If you need assistance completing the form please contact Anita.B.Holley, (757) 441-6468046, WASC Vehicle Manager. 

Complete the Motor Vehicle Accident Report (with Attachments if applicable) and send to: 

US DOC/NOAA/ERC/LD
Attn: Anita B. Holley, ERC Vehicle Manager
Norfolk Federal Building, Suite 815
200 Granby Street, Norfolk, VA  23510-1811

