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[bookmark: GovernmentVehicles](400)-110     Government Vehicles	

[bookmark: Overview]110.1   Overview.
This Section establishes Office of Investigations (OI) policy and responsibilities for the use of Government-owned vehicles (GOVs) and Home-to-Work transportation (HTW), and includes:

· Government Vehicles
· Official Use of Government-Owned Vehicles
· Operation of GOVs
· Responsibilities and Oversight
· Types of GOVs
· Vehicle Acquisition and Registration
· Vehicle Emergency Warning Devices
· Home-to-Work and Work-to-Home Use
· Emergency Driving
· Vehicle Parking and Security			
· Vehicle Inspection and Maintenance			
· Vehicle Expenses
· Vehicle Maintenance and Repairs
· Vehicle Use Reports
· Accidents, Incidents, and Damage
· Excessing GOVs

110.1.1   Acronyms Table. 

110.2   Government Vehicles.
GOVs include TIGTA-owned vehicles and vehicles leased from the General Services Administration (GSA) by TIGTA.  

[bookmark: ManagementOfGOVResponsibilities][bookmark: GOVResponsibilitiesAndOversight]110.3   Official Use of Government-Owned Vehicles.
GOVs are for official use only.  The use of GOVs is regulated by 31 U.S.C. § 1344.  Approved uses of GOVs are detailed in the following:

· 41 CFR § 101-6.4 
· Treasury Directive 74-06 and Treasury Directive 74-01 
· 31 U.S.C. § 1344  
· 26 U.S.C. §§ 61 and 132(f) 
· 26 CFR § 1.61-21 
· 26 CFR § 1.132-5 

110.3.1   Prohibited Use.   The use of GOVs for non-official business is prohibited and will result in disciplinary action.

110.3.2   Prohibited Personnel in GOVs.   Employees may not transport dependents or other unofficial personnel in GOVs.  These passengers are generally limited to:

· TIGTA employees;
· IRS employees;
· TIGTA or IRS employees and family members who are the subjects of protection details;
· Federal, State and local officials; and
· Persons providing official assistance.

110.3.3   Penalties for Misuse.   In accordance with 31 U.S.C. § 1349, any employee who willfully misuses a GOV will be suspended for a minimum of 30 days and may be removed from service. 

The negligent use or operation of, or damage to, a GOV by an employee may result in disciplinary action.  Any misuse that does not rise to a violation of 31 U.S.C. § 1349 will result in other disciplinary action.  See Chapter 600, Section 70.8, Employee Relations, and Exhibit (600)-70.3, Table of Offenses and Penalties for additional information.

110.3.4   Parking and Moving Violations.   Except in rare circumstances, appropriations law prohibits TIGTA from paying or reimbursing employees for traffic violations, both parking and moving violations.  If the violation occurred as a necessary part of an official investigation, payment or reimbursement may be permissible.  For authorization to reimburse an employee for traffic violations, the employee’s Special Agent in Charge (SAC) must submit a memorandum to the Deputy Inspector General for Investigations, (DIGI) through the appropriate Assistant Inspector General for Investigations (AIGI), explaining why the violation was vital to the conduct of the official investigation.  The DIGI’s written approval and ticket payment receipt will be attached to the travel voucher.

110.3.5   Alcohol Policy.   Do not consume alcoholic beverages or other intoxicants and operate any GOV.  Employees who have consumed alcohol while in an off-duty status may not operate the GOV until such time that the employee is no longer under the influence of alcohol and is able to safely operate the GOV.

110.3.6   Utilizing a GOV to Travel to the Federal Law Enforcement Training Center.   GOVs may be utilized for official travel to the Federal Law Enforcement Training Center (FLETC), provided the use of the GOV is the most cost effective method of transportation and the trip to and from FLETC will not extend beyond one day of travel.  Prior to using a GOV for this purpose in lieu of other transportation modes, a cost comparison must be completed by the traveler.  To obtain the mileage rate for your assigned GOV for use in the cost comparison, contact the Technical and Firearms Support Division (TFSD) via e-mail *TIGTA Inv TFSD for assistance.

110.3.7   Use of Loaner Vehicles during GOV Maintenance/Repairs.   The use of a loaner vehicle provided by a maintenance/repair facility while a GOV is at the facility for maintenance/repairs is prohibited.

The Federal Government does not purchase automobile insurance to cover its leased or owned vehicles but rather, it self-insures its own risk of loss.  If an employee were to accept a loaner vehicle from the dealership, since the vehicle is not leased or rented by the Federal Government, then use of the loaner vehicle would not be covered by the Government’s self-insurance.  If something were to happen because of the acceptance of a loaner vehicle, the employee would be personally responsible for all damages if there were an incident or accident.  GSA does not authorize the payment of fuel for a loaner vehicle for those same reasons.  The fleet card can only be used to pay for fuel expenses for the GOV it is assigned.

110.4   Operation of GOVs.
An OI employee must possess a valid driver’s license and have authorization from management prior to using a GOV.
 
110.5   Responsibilities and Oversight.
TFSD provides oversight of TIGTA’s fleet program.  The Department of the Treasury provides oversight of all Treasury bureaus’ fleet programs.  All OI employees are responsible for adhering to the policy as set forth in this Section.  

All damage to a GOV regardless of how it occurs must be reported to TFSD and the TIGTA Board of Survey (BOS).  See Chapter 600, Section 130.1.    

110.5.1   Employee Responsibilities.   Before using a GOV, each OI employee must complete Treasury-mandated training regarding vehicle use in the Integrated Talent Management System (ITMS).  Each employee is responsible for knowing and complying with all Federal rules and regulations, Treasury and TIGTA policies, and all State and local motor vehicle laws, including but not limited to the following:

· 41 CFR Parts 102-34; 
· 5 CFR Part 930, Subpart A;  
· Treasury Directive 74-01, Motor Vehicle Fleet Management; and
· Treasury Directive 74-06, Home to Work Transportation Controls. 

Title 41, CFR § 101-39.300 prohibits the use of tobacco products in all GSA fleet vehicles.

Title 41, CFR § 102–34.260 requires the use of safety belts in all Government-owned and Government-leased vehicles.

Each employee who is authorized HTW transportation will:

· Accurately document HTW and Work-to-Home (WTH) usage, fuel purchases, maintenance, call-outs, and mileage using Personal Property Module (PPM);
· Ensure HTW default mileage is correct in PPM, and promptly notify the divisional vehicle coordinator if HTW mileage has changed;
· Accurately input vehicle mileage at the gas pump when fueling the vehicle;
· Report all accidents, incidents, thefts, break-ins, and damage to the first-line supervisor within 24 hours of the occurrence; 
· Report the loss or theft of the GSA Fleet credit card to the divisional vehicle coordinator and first-line supervisor within 24 hours of the loss or theft;
· Purchase alternative fuel, when practical, for alternative fuel vehicles (AFVs) and properly document the fuel type in PPM; 
· Ensure the vehicle is periodically cleaned and in working condition;
· Periodically check the vehicle for safety hazards and damage; 
· Perform scheduled preventative maintenance as required by GSA;
· Promptly address all vehicle recalls;
· Ensure the vehicle is properly secure and safeguard from vandalism, break-ins, acts of nature, and other damage, when possible;
· Report to his/her first-line supervisor, within 24 hours, any time the employee’s driver’s license is suspended, revoked, or otherwise restricted; 
· Complete a Daily Vehicle Log; and
· Complete a monthly PPM Agent Review Report for his/her assigned vehicle.

[bookmark: SupervisorResponsibilities]110.5.2   Supervisor Responsibilities.   Before providing authorization for an OI employee to operate a GOV, the first-line supervisor must ensure that the OI employee:

· Possesses a valid driver’s license from where the employee is domiciled in the United States or Puerto Rico, and for the type/class of vehicle the employee is authorized to operate;
· Has completed Treasury-mandated training regarding vehicle use; 
· Is instructed that the vehicle under the employee’s control must be used only for  official business and in conformity with Government-wide, Department of the Treasury and TIGTA policies and regulations; and
· Complies with GSA, Treasury and OI policies.

In addition to the above requirements, if the OI employee is authorized HTW use of a GOV, the first-line supervisor should ensure that the OI employee:

· Completes a Daily Vehicle Log; and
· Completes a monthly PPM Agent Review Report for his/her assigned vehicle.
 
See Section 20.9 for mandatory driver’s license requirement for special agents (SA).
The first-line supervisor must review with each OI employee who operates a GOV his or her responsibility to: 

· Review the procedures for emergency driving;
· Report all accidents, incidents, thefts, break-ins, and damage to the first-line supervisor within 24 hours of the occurrence;
· Practice the rules of safe driving, including the mandatory use of a seat belt  (See Chapter 600, Section 40.5.16); 
· Ensure the vehicle is periodically cleaned and in working condition;
· Periodically check the vehicle for safety hazards and damage; 
· Follow recommended preventative maintenance procedures; and
· Possess a valid driver’s license from where the OI employee is domiciled in the United States or Puerto Rico, and for the type/class of vehicle the OI employee is being authorized to operate. 

The first-line supervisor will report all accidents, incidents, thefts, break-ins, and damage to the second-line supervisor within 24 hours of receiving notification of the accident, incident, theft, break-in, or damage.

The first-line supervisor will also report the loss or theft of the GSA Fleet credit card to the second-line supervisor within 24 hours of receiving notification of the loss or theft.

110.5.3   Divisional Oversight.   Each Special Agent in Charge (SAC)/Director will designate a vehicle coordinator for the division.  

The vehicle coordinator will ensure that the division:

· Maintains accurate vehicle records in PPM;
· Maintains accurate monthly PPM Agent Review Reports;
· Maintains accurate information in GSA Drive-Thru;
· Maintains control over vehicle use, assignments, transfers, and disposals;
· Promptly advises TFSD when vehicles are no longer needed or when additional vehicles are required; 
· Follows a preventative maintenance program as established by GSA;
· Ensures all vehicles assigned to their division are in working condition for operational reliability and readiness;
· Makes required administrative reports to TFSD, including the annual certification of vehicles assigned to the division;  
· Compiles data for the submission of the required annual certification of the condition of the vehicles; and
· Maintains a separate file for each vehicle.  

The SAC/Director will ensure the divisional vehicle coordinator attends all mandatory fleet training.

The SAC/Director or second-line supervisor will report all accidents, incidents, thefts, break-ins, and damage to the respective executive and TFSD (via the *TIGTA Inv TFSD) within 24 hours of receiving notification of the accident, theft, or damage.  The executive will report the information to the TIGTA BOS.

110.5.4   TFSD Oversight.   TFSD provides oversight of the fleet program by:

· Developing policy regarding the fleet program;
· Ensuring TIGTA meets Federal sustainability mandates;
· Managing the fleet budget and lease;
· Performing a vehicle utilization study each fiscal year and making recommendations to right-size of the fleet;
· Coordinating the lease or purchase of vehicles with GSA;
· Coordinating the disposal, transfer, or resale of vehicles with GSA;
· Providing oversight of administrative reporting; and
· Receiving and maintaining copies of accident reports.

[bookmark: TypesofGOVs]110.6   Types of Government-Owned Vehicles.
OI’s fleet consists of enforcement vehicles, surveillance vehicles, and pool vehicles.  

110.6.1   Enforcement Vehicles.   Enforcement vehicles are equipped with emergency warning devices and mobile radios.  Installation of emergency warning devices must meet State requirements for identifying law enforcement vehicles.  See Section 110.8.

110.6.2   Surveillance Vehicles.   Surveillance vehicles are permanently fitted with electronic equipment used for gathering evidence during investigations.  Divisional Technical Agents (DTAs) are responsible for the maintenance and readiness of surveillance vehicles.  Surveillance vehicles are not authorized for continuous HTW/WTH use and may not be assigned to OI employees in lieu of a standard enforcement vehicle. 

When not in use, surveillance vehicles: 

· Must be maintained in a secure storage area or facility; and
· Should have access to a dedicated electrical power source to maintain internal battery systems for operational reliability and readiness.

110.6.3   Pool Vehicles.   OI maintains a limited number of pool vehicles.  Pool vehicles will be assigned to an individual who is responsible for completing the monthly vehicle report and ensuring the vehicle remains operational.     

[bookmark: VehicleDistribution]110.7   Vehicle Allocation, Acquisition and Disposal.
OI establishes the number of enforcement vehicles in its fleet based on need and the number of approved HTW positions as determined by the Department of the Treasury.  

110.7.1   Vehicle Acquisition and Delivery.   OI leases its enforcement vehicles and pool vehicles from GSA.  GSA notifies the division’s vehicle coordinator when a vehicle is available for pick-up.  The division must take delivery of the vehicle within eight days otherwise storage fees may be assessed.

The division must ensure that the new vehicle received is the correct vehicle that was ordered for the division.  The driver picking up the vehicle will ensure that the year, make, model, color, and vehicle identification number of the new vehicle matches the information provided by GSA.  If there is a discrepancy, do not take delivery and notify the divisional vehicle coordinator who will contact GSA to resolve the issue.  

110.7.2   Vehicle Registration.   The registration of GSA-leased vehicles varies from State to State.  The divisional vehicle coordinator should contact his or her GSA Fleet Service Representative (FSR) for instructions.  

110.7.3   Excessing GOVs.   TIGTA-owned and leased vehicles are eligible to be excessed or returned to GSA when the vehicle has met the minimum standards for replacement.

When returning a leased vehicle to GSA, the vehicle must be clean and in working condition.  Any recalls must be addressed prior to returning the vehicle.  All vehicles must be returned with two sets of ignition keys and GSA tags, unless the GSA tags were previously returned to GSA.  

See Chapter 600, Section 50.12.8 regarding the disposal of capitalized assets.  See Chapter 600, Section 50.12.7.1.1 regarding the restrictions on use of funds received related to GOVs.

[bookmark: VehicleEmergencyWarningDevices]110.8   Vehicle Emergency Warning Devices and Mobile Radios.   
TFSD purchases all mobile radios, sirens, and emergency warning lights, and approves the installation and removal of equipment in OI’s enforcement vehicles.  Contact the TFSD Radio Communications Program Manager for equipment needs.

[bookmark: HTWandWTH]110.9   Home-to-Work and Work-to-Home Use.
TIGTA SAs may be authorized HTW and WTH use of GOVs in accordance with 
31 U.S.C. § 1344, Treasury Directive 74-06, and OI HTW determinations. 
HTW transportation in a GOV is approved based on the need for the official use of a GOV between the employee’s residence and duty station to ensure the safe and efficient performance of intelligence activities, protective services, and law enforcement duties.  This includes the need for SAs to be readily available to provide an emergency or investigative response or in support of TIGTA’s continuity of operations program.  Temporary HTW authorization may be granted based upon the needs of a particular assignment.  

110.9.1   Rescinding Home-to-Work Authorization.   HTW authorization may be rescinded if the HTW is no longer essential for the safe and efficient performance of intelligence activities, protective services, and/or law enforcement duties.

When an SA is prohibited from carrying a firearm, the SA’s authorization for HTW transportation in a GOV will be rescinded because the SA’s use of a GOV for HTW transportation is no longer essential to the safe and efficient performance of criminal law enforcement duties, protective operations, and/or criminal intelligence activities.  

110.9.2   Training Requirements for Home-to-Work.   Employees who have, or are eligible to have, HTW privileges must complete the training courses outlined below in ITMS every fiscal year: 

· Defensive Driving Fundamentals;
· IRS Prohibition on Texting While Driving;
· TIGTA OI GSA Fleet Card and Antideficiency Act Training; and
· TIGTA OI Home-to-Work Program.

All OI employees who are authorized to operate GOVs must complete the Defensive Driving and No Texting While Driving modules in ITMS prior to operating a GOV.  

[bookmark: EmegencyDriving]110.10   Emergency Driving.
Emergency driving is defined as the use of a law enforcement vehicle by an SA deliberately violating the posted legal speed limit and traffic laws for one or more of the following purposes:

· Following a suspect vehicle to make an apprehension;
· Conducting surveillance; or
· Responding to other exigent circumstances.

Emergency driving is prohibited except when the SA believes that the seriousness of the emergency outweighs the danger created by such driving.  SAs will cease emergency driving when it is no longer safe to continue emergency driving.

SAs are responsible for knowing and complying with the appropriate State emergency driving guidelines and requirements applicable to that State's law enforcement officials.
SAs must activate vehicle emergency warning devices, when appropriate, during emergency driving.

110.10.1   Factors to Consider.   When balancing the need for emergency driving with safety considerations, SAs should consider all relevant factors, including but not limited to:

· The nature of the emergency;
· The imminent danger to public safety if a suspect is not apprehended;
· The seriousness of the offense;
· The probability of apprehending a suspect at a later time;
· The location, weather, speed, traffic, and road conditions;
· The time of day;
· The presence of pedestrians;
· The officer's driving abilities;
· The condition of all vehicles;
· The availability of emergency equipment;
· The availability of assistance from uniformed police officers in marked police vehicles; and 
· The possibility of alternative courses of action.

110.10.2   Decision to Engage/Terminate Emergency Driving.   The determination of whether to engage in or terminate emergency driving shall be made by the SA or his/her supervisor in accordance with TIGTA's policy and procedures.

110.10.3   Offensive Tactics.   In some circumstances, offensive tactics may constitute the use of deadly force.  See Section 120.5 of this chapter for the policy on the Use of Deadly Force.

110.10.4   Felony Vehicle Stop.   A felony vehicle stop is an attempt by an SA, in the course of official business, to use a TIGTA law enforcement vehicle to stop a vehicle by using appropriate vehicle emergency warning devices.  If the violator disregards attempts to stop him/her and attempts to flee, the SA is prohibited from engaging in emergency driving unless the SA reasonably believes that the failure to engage in emergency driving poses an immediate threat of loss of life or serious bodily injury to the SA or another person.

Intentional contact between a TIGTA law enforcement vehicle and any vehicle attempting to leave the scene and attempts to force the fleeing vehicle off the road are generally prohibited.  Such actions are only allowed if the SA reasonably believes that the failure to engage in them poses an immediate threat of loss of life or serious bodily injury to the SA or another person.

[bookmark: VehicleParkingSecurity]110.11   Vehicle Parking and Security.
Employees assigned or using GOVs are expected to exercise reasonable and prudent care as follows:

· Avoid parking in high crime areas when possible;
· Do not leave valuable items in plain view;
· Safeguard the vehicle from vandalism, break-ins, and acts of nature (e.g., hurricanes, floods, tornadoes, hail, etc.) when possible;
· Do not store extra keys to the GOV inside the GOV; and
· Always lock the vehicle doors.

[bookmark: VehicleInspectionMaintenance]110.12   Vehicle Maintenance and Repairs.
GSA establishes the preventative maintenance program to service vehicles as required.  Each division must maintain a record of all maintenance and repairs conducted on vehicles.  See FMR 102-34.285 and FMR 102-34.290.  The purchase of tires, batteries, and any repairs in excess of $100 requires pre-approval from GSA’s Maintenance Control Center (MCC).  Any glass repairs must also receive prior approval from GSA’s Accident Management Center (AMC).  It is the responsibility of the GOV operator to contact GSA’s MCC/AMC, as appropriate, for pre-approval. 

GOV maintenance and repairs will be paid for with the GSA fleet credit card.  The GOV operator is responsible for ensuring that the merchant accepts the fleet card prior to making any purchases.  The GOV operator may be personally responsible for payment of any purchases made from a merchant that does not accept the GSA fleet credit card.

110.12.1   Oil Changes.   When a GOV is equipped with an oil light sensor (OLS), oil changes must be completed as indicated by the OLS. 

If the vehicle is not equipped with an OLS, the GSA FSR will notify the vehicle coordinator to have the oil changed, based on the number of miles driven or time elapsed since the last oil change.  The GSA FSR will also notify the vehicle coordinator of any preventative maintenance that should be performed.

Synthetic oil should not be purchased unless the vehicle manufacturer requires it;   check the owner’s manual for engine oil type.

Unnecessary or unscheduled preventative maintenance (maintenance performed earlier than necessary) is not included in TIGTA’s vehicle lease.  GOV operators should avoid unnecessary or unscheduled preventative maintenance as it results in additional costs to TIGTA.  

110.12.2   Car Washes.   There are limits on the number of car washes that may be purchased in a billing cycle.  The limits vary and the divisional vehicle coordinator should be consulted for the current allowable amount. 
110.12.3   Window Tinting.   Window tinting must be paid for using a small purchase card.  Purchase requests should be submitted in accordance with your Division’s policies and procedures.  

110.13   Excessive Wear and Tear.
Excessive wear and tear expenses are not included in the GSA lease and will be billed back to TIGTA as an agency-incurred expense.  TIGTA pays for all maintenance-related expenses that GSA determines to be caused by abuse or neglect of the GOV.  TFSD reviews all agency-incurred expenses and the GOV operator may be required to prepare a memorandum explaining the excessive wear and tear.

110.14   Manufacturer Recall Notifications.   
GSA FSRs serve as GSA’s primary interface with vehicle coordinators.  GSA FSRs provide notifications to vehicle coordinators when there are open recalls for vehicles within their division.  Upon notification from GSA, the vehicle coordinator will notify the GOV operator and his/her supervisor of the recall requirement.  

The GOV operator will ensure that the required recall is completed within 45 days of OI’s notification of the recall.  The GOV operator will notify their vehicle coordinator when the recall has been completed.  The vehicle coordinator will clear the recall in GSA Drive Thru within five business days.  GSA may remove the GOV from service if a recall is not completed.

[bookmark: VehicleUseReports]110.15   Vehicle Use Reports and Daily Vehicle Logs.
Treasury Directive 74-06 and FMR 102-5  require the reporting of HTW, WTH and after-hours usage.  Fuel, maintenance costs, and repairs must be separated and properly identified on the monthly PPM Agent Review Report to meet Treasury and GSA reporting requirements.  A daily vehicle log must be maintained for each GOV, including pool vehicles.

The following information must be entered in PPM monthly for each GOV:

· Name and title of operator;
· GOV's identification;
· Dates of use;
· Purpose of the use (e.g., field mileage, training mileage, or maintenance mileage);
· Fuel type purchased;
· HTW and WTH usage; and 
· Call-outs.

A call-out is defined as any use of the GOV that occurs outside of the SA’s normally scheduled tour of duty, begins or ends at a location other than the SA’s post of duty, and is in response to an emergency or an investigation.  
[bookmark: GOVAccidents][bookmark: AccidentResponseAndReporting]110.16   Accidents, Incidents, and Damage.
GSA Fleet defines an “accident” as:
· A crash involving a GSA Fleet vehicle and at least one other vehicle;
· A single vehicle crash that involves a fatality or personal injury to the driver, a passenger, or an individual not located in the vehicle; or
· A crash that involves damage to property.

GSA Fleet defines an “incident” as:
· A single vehicle crash with no fatality, injury, or property damage;
· Vandalism;
· Theft;
· Act of nature; or
· Damage for which the cause is unknown.

FMR 102-34.300, Reporting Motor Vehicle Accidents, requires that each vehicle contain a supply of the following standard forms (SF) for completion in case of an accident: 

· SF-91, Motor Vehicle Accident Report 
· SF-94, Statement of Witness 

Any GOV operator who is involved in an accident and/or an incident may be required to take additional driver training in accordance with Treasury policy.  

110.16.1   Accident Response.   When a GOV is involved in an accident, the GOV operator should ensure that emergency personnel are contacted, if necessary.  The GOV operator will attempt to obtain a SF-94 from all available witnesses and will take photographs of the vehicle and/or property damage.  If the accident involves a GOV, the operator will notify the GSA’s AMC.

The GOV operator will also ensure that a police report is prepared if the GOV accident involved:

· Physical injury to any person; 
· Collision with another motor vehicle;
· Estimated property damage exceeding $250; or
· Damage to the GOV that would impair the vehicle’s safe operation.

The police report is an important factor in proving fault.  If a police report is prepared, the GOV operator will provide the police report to the AMC. 




The GOV operator should obtain the following information at the scene of the accident:

· Name of the other driver(s) involved in the accident, along with his or her phone number and home addresses;
· Insurance information from the other driver(s) to include company name, address, phone number, and policy number; and
· Names and contact information of witnesses, if applicable. 

DO NOT sign any documents or make any statements as to who was at fault.  

The GOV operator must take photos to document the scene.  The photos of the vehicle and the scene should be included with the SF-91.  The photos should document:

· Damage to vehicles and/or property;
· Accident/incident scene including road conditions, skid marks, debris in roadway, and vehicle positions;
· Location identifiers of the accident scene such as intersection, address, or exit number; and 
· Drivers’ and vehicles’ identification such as driver’s licenses, insurance cards, license plates, etc.

See AMC Customer FAQs regarding GOV accidents.  

110.16.1.1   Government-Owned Vehicle at Fault.   When a GOV operator damages a third party’s vehicle, the operator should advise the third party to contact TIGTA Counsel at (202) 622-4068, who will advise them on how to file a claim.

110.16.1.2   Third Party at Fault.   If a GOV is damaged by an identifiable third party, GSA will initiate a claim against the third party to pay for the damages.
 
[bookmark: ReportingRequirements]110.16.2   Reporting Requirements.   The GOV operator must notify his/her first-line supervisor within 24 hours of any GOV accident, incident, theft, or damage (other than normal wear and tear).  The first-line supervisor will immediately notify the second-line supervisor of the accident, incident, theft, or damage, and the second-line supervisor will immediately notify their respective executive and TFSD via *TIGTA Inv TFSD.  

The second-line supervisor will submit their written notification and supporting documentation to their respective executive, who will submit the information to the BOS Coordinator at *TIGTA BOS, TFSD at *TIGTA Inv TFSD, and TIGTA Office of Chief Counsel at *TIGTA Counsel Office, within 24 hours of receipt of the incident information.  See Chapter 600, Section 130.1.  

All accidents must be reported to the AMC within five business days.

An incident normally involves damages caused by an object striking the vehicle and causing damage (e.g., rock flying up and hitting the vehicle, something falling onto the vehicle).  When a GOV is involved in an incident, the GOV operator is responsible for completing a SF-91, and must type or print the word “INCIDENT” on top of the form.  Hail damage and vandalism are considered incidents.  Reporting incidents follows the same procedures as accident reporting outlined in this subsection, to include supervisory and BOS procedures.  Notifying the AMC is not required for incidents; TIGTA is solely responsible for paying for incident repairs.

See Exhibit (600)-130-2 for a sample BOS memo.  

In addition to notifying the first-line supervisor and the AMC, the following reports will be completed, as applicable:

· Accident Report – The GOV operator or designated official will complete a thorough SF-91 detailing the pertinent events related to the accident.  The accident report should also include police reports, photographs, witness statements (SF-94), hospital reports, towing records, damage estimates, and other relevant information, as appropriate.  The first and second-line supervisors are responsible for ensuring that all reports are complete, accurate and timely.  The second-line supervisor will forward the original accident report to their respective executive, who will ensure that the approved report is distributed to TFSD, TIGTA Counsel, and the TIGTA BOS.
      
· Workers’ Compensation Claim – Report any injuries sustained as a result of a GOV accident to the first-line supervisor and in accordance with the procedures in Chapter 600, Section 90.5 of the TIGTA Operations Manual.    
 
· TIGTA Injury/Incident Review Report – If a TIGTA employee sustains an injury in a GOV accident, the first-line supervisor must notify TIGTA OMS of the injury/incident by completing a TIGTA Injury/Incident Review Report.  See Chapter 600, Section 90.8 of the TIGTA Operations Manual for TIGTA injury/incident reporting procedures.

· TIGTA Board of Survey – The SAC will prepare a memorandum and forward to their respective executive who will provide written notification to the TIGTA BOS of the loss, theft, or damage of any GOV per Chapter 600, Section 130 of the TIGTA Operations Manual.   

110.16.3   Accident Repairs.   GSA pays for all repairs to GSA-leased vehicles that are required to return the vehicle to a safe and working condition.  After the repairs or damages are assessed, GSA bills TIGTA for all repair costs and damages unless an identifiable third party is at fault.

If the GOV operator believes he or she was not at fault, and the GOV operator has the proper documentation of fault (e.g., police reports, admission of fault, etc.), then the AMC will process the claim with the other driver or their insurance company.

The GOV operator must complete Section II of SF-91 in its entirety.  Without complete information, the AMC Claims Resolution Section will be unable to process the claim and TIGTA will be responsible for all repair costs associated with the accident.

If the AMC cannot determine that the other party was at fault because of lack of proper documentation or police report determining fault, the AMC will bill TIGTA for the entire repair cost.
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