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National Operations Center 
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FLEET MANAGEMENT 
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Training Objectives 

• Vehicle Ordering and Receiving 
• Management Issues 
• Vehicle Operation 
• Credit Card 
• Vehicle Accidents 
• Vehicle Disposal 
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BLM FLEET OVERVIEW 
• I-Tag – 4500 (Working Capital Fund) 

• BLM owns these – they have an I-tag 
• Monthly Charges - Fixed Ownership and Utilization Rate  
• General Purpose (Class Code 100)   
• Heavy Equipment & Special Equipment (Class Code 300 & 400) 
• Fire (Class Code 600)  
• Dump Trucks (Class Code 700 (WA &OR only) & 800) 
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BLM FLEET OVERVIEW 
• I-Tag – 4500 (Working Capital Fund) 

• BLM owns these – they have an I-tag 
• Monthly Charges - Fixed Ownership and Utilization Rate  
• General Purpose (Class Code 100)   
• Heavy Equipment & Special Equipment (Class Code 300 & 400) 
• Fire (Class Code 600)  
• Dump Trucks (Class Code 700 (WA &OR only) & 800) 

• T-Tag 
• Trailers 

• LE Tag - Large Equipment 
• Tractors, Graders, Dozers, Backhoe, Front end Loaders, Skid Steers 

• M Tag  - Small Equipment-Tag 
• Snowmobiles, UTV’s, ATV’s, motorcycles 

• GSA Vehicles - 1400 
• Leased from GSA - 
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BLM FLEET OVERVIEW 
• Monthly Utilization Period – record consumable expenses ie: 

(wipers, washer solvent, car wash), use, fuel consumption 
• Annual cycle - NOC issues Replacement AO Numbers  
• AutoChoice is GSA ordering system 
• Ordering done in Oct – Aug/Sept – deadline dates set by contract 
• Delivery within contract delivery 
      time 
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Vehicle Operation –  
Local Fleet Managers 

• Ensure supervisors know regulations governing use 
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Vehicle Operation –  
Local Fleet Managers 

• Ensure supervisors know regulations governing use 
• Maintenance records are maintained in a six-way 

folder 
• Monthly fuel and maintenance charges entered into 

FBMS 
• Maintenance receipts kept in a six-way folder 
• Reconciled fleet charge card statements maintained 

as directed by finance 
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Vehicle Operation –  
Local Supervisors 

• Ensure all employees have valid drivers licenses 
(including contractor personnel) 
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Vehicle Operation –  
Local Supervisors 

• Ensure all employees have valid drivers licenses 
(including contractor personnel) 

• Used for Official Business Only 
• Most economical & energy-efficient vehicle 
• Use of pooling 
• All instances of loss, damage, theft reported 

immediately 
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Vehicle Operation –  
Operators 

• Operate vehicle safely and follow all laws 
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Vehicle Operation –  
Operators 

• Operate vehicle safely and follow all laws 
• Take DOI defensive drivers training courses (DOI 

Learn) 
• Report any maintenance, safety or damage issues 

immediately 
• Refrain from using cell phones or electronic 

devices while driving 
• Ensure all passengers wear seat belts 
• Lock unattended vehicles 
• Pay all fines associated with vehicle operation 
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Vehicle Operation –  
Official Use 

• Transaction of official government business in 
order to perform mission 
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Vehicle Operation –  
Official Use 

• Transaction of official government business in 
order to perform mission 

• Non-official use is prohibited – 1 month 
suspension (31 USC 1344) 
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Vehicle Operation –  
Official Passengers 

• Only “Official Passengers” can ride in BLM or 
GSA vehicles 

• Includes others that are involved in BLM 
business:  official volunteers, congressional 
members, cooperating state, county, local 
agency employees, representatives of news 
media and contractor personnel (an MOU should 
be in place between contractor and BLM to ensure clear 
understanding of who is responsible for damage incurred 
during operations) 
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Vehicle Operation –  
Prohibited Passengers 

• Hitchhikers prohibited 
• Family members prohibited 
• General public prohibited 
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Vehicle Operation –  
“Errands of Mercy” 

• Use of government vehicles for “errands of 
mercy” to transport unofficial passengers is 
allowed – storms, flood, needed medical 
attention, fires and other disasters 

• Employee must notify supervisor immediately 
after action 

 

32 



Vehicle Operation –  
Inappropriate Behavior 

• Reckless disregard for government property 
• Disregard for health & safety of fellow 

employees 
• Attract criticism from the public 
• Reflect negatively on the BLM 
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AutoChoice 

GSA’s Vehicle 
Ordering System 

 
• Use when ordering new vehicles for BLM Fleet 
• Order from Oct – Aug/Sept (vehicle availability based 

on contracts between GSA and manufacturers) 
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AutoChoice 
• All vehicles must be ordered through AutoChoice unless a 

waiver is granted by GSA 
• Log-in and password required – self register 
• NOC must approve all purchases and review specifications 
• Justification required for each vehicle maintained in the 

field office (can be attached to Equipment Master Record) 
• Fleet home page has ordering instructions 
• Help? 
o Bill Neuendorf  303-236-2955 
o Adam Boyd   303-236-0089 

37 



38 



License Plates 

• Considered sensitive items must be attached 
to the vehicle/equipment assigned 

• Issued through NOC – returned to NOC 
• Must be displayed front and rear unless 

equipment, trailer or motorcycle 
• Loss must be reported immediately 
• General Purpose – I-tag 
• Motorcycles – M-tag 
• Trailers – T-tag 
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I-Tag FLEET - Holdovers 
• Replaced vehicles may be retained for no more than 1 field 

season ONLY 
• Benefiting activity pays for maintenance, repairs, and damage  
• All schedule maintenance and repairs must be completed 
• Holdovers are requested on form 1520-58 & approved by NOC 

(must have mission oriented justification) 
• WCF only pays for: 
• Fuel 
• Oil changes  
• Windshield repair 
• Detailing for disposal 
• Final inspection for disposal 
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I-Tag FLEET - Holdovers 
• Holdover maintenance reallocation of charges 
• For assistance reallocating charges: 
o Pat Fay    303-236-6345 
o Janet Lamar    303-236-6333 
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FLEET MANAGEMENT 
What are the operations and maintenance considerations? 

 Normal maintenance from usage – WCF vs. Benefiting activity costs. 
 Majority of vehicles are not Off Road and damage incurred during this use  

will be the activity expense 
 Bent, broken, or mangled isn’t normal. 
 Is the current equipment adequate.  
 Should an ATV be utilized for remote location access? 
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FLEET MANAGEMENT 
What are the operations and maintenance considerations? 

 Normal maintenance from usage – WCF vs. Benefiting activity costs. 
 Majority of vehicles are not Off Road and damage incurred during this use  

will be the activity expense 
 Bent, broken, or mangled isn’t normal. 
 Is the current equipment adequate.  
 Should an ATV be utilized for remote location access? 

 Improper use of fleet credit card 
 Towed/portable equipment cannot be fueled on vehicle card. 
 Only scheduled maintenance and authorized repairs. 
 Repair limits – Look @ age, condition, $ use. 

 Accessories/Options 
 Benefiting activity funded vs. WCF funded. 
 Suspension lift maybe viable option in some conditions (not a  WCF 

charge) for safety considerations. 
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FLEET MANAGEMENT 
What are the use/utilization considerations? 

 What is the total number of employees? –  
 Include contractors, temps, volunteers & seasonal staff.  
 How does this number change during the year? 
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 What is the total number of employees? –  
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FLEET MANAGEMENT 
What are the use/utilization considerations? 

 What is the total number of employees? –  
 Include contractors, temps, volunteers & seasonal staff.  
 How does this number change during the year? 

 Consider: 
 Projected personnel changes, 3, 5, 10 year. 
 Projected mission changes. 
 How many personnel actually are in the field. 
 Average number of occupants in the vehicle.  
 Area of operations? Multiple sections working in close proximity. 

 What is the total number of vehicles? 
 Vehicles by type, capability, seating capacity and towing. 
 Anticipated change in vehicle type. 
 Anticipated technology improvements. 
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FLEET MANAGEMENT 
What are the use/utilization considerations?  (Cont) 

 Is the vehicle/equipment properly utilized? – Usage 
measurements 
 Should the equipment be pooled/shared? – Look at mission needs, 

vehicle/equipment available vs. requests filled. 
 Fleet Card - Are fuel and maintenance costs only charged for the 

assigned equipment? 
 Trained personnel. 
 Seasonal use 
 Off road 
 Off highway 
 Highway only  
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FLEET MANAGEMENT 
What are the use/utilization considerations?  (Cont) 

 Is the vehicle/equipment properly utilized? – Usage 
measurements 
 Should the equipment be pooled/shared? – Look at mission needs, 

vehicle/equipment available vs. requests filled. 
 Fleet Card - Are fuel and maintenance costs only charged for the 

assigned equipment? 
 Trained personnel. 
 Seasonal use 
 Off road 
 Off highway 
 Highway only  

 What percent of required minimum miles/hours is 
vehicle/equipment utilized? 
 More than 50% 
 Less than 50% 

 If less than 50% utilized transfer or disposal should be 
considered 
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Fleet Management NOC Page 

51 



Asset Shell-  
Equipment with License Plates 
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• Asset Shell created for vehicles by FED Strip 
(Autochoice) or Purchase Order 
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Asset Shell-  
Equipment with License Plates 
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• Asset Shell created for vehicles by FED Strip 
(Autochoice) or Purchase Order 

• These Asset Shells will appear on Incomplete 
Asset Report under office purchasing 
equipment 

• This is the standard process for capitalized 
equipment in FBMS 



Asset Shell – Equipment with  
License Plates Exception 

• OC-653 will create Asset Shells when following 
occurs: 
– Equipment purchased with credit card (trailers, 

UTV’s) –  do Receiving Report 1520-102V 
– Equipment found in inventory or donated – do 

Receiving Report 1520-102V 
– Equipment transferred from another agency or 

bureau – do SF122 
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Maintenance 

• ME01 – FBMS (DOI requirement) 
• Maintenance related: oil changes, non-

accident repairs (normal wear & tear) 
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Maintenance 

• ME01 – FBMS (DOI requirement) 
• Maintenance related: oil changes, non-

accident repairs (normal wear & tear) 
• Not: light bulbs, windshield wipers 
• Can be entered after maintenance is done 
• Be sure to close technical screen once done 
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Credit Card Reconciliation 

• Each purchase should have a receipt 
• Verify each purchase entry 
• Both operator and supervisor must sign 
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Credit Card Ordering 
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Asset Receiving Report 
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License Plate Transmittal 
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GSA Vehicles 

• GSA vehicles available to supplement BLM 
fleet on lease or rental basis 

• Contact GSA Fleet Service Representative 
(FSR)  
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Vehicle Accidents 
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Damage to Vehicle 

Report of Survey Required – 
1. Driver informs supervisor 
2. Accident report completed 
3. Supervisor completes  DI-103 & collects 
documentation 
4. Accountable Officer Signs 
5. Sent to State Board of Survey for Action  
6. Local Survey Officer can sign if 3rd party damage 
or natural causes (hail, flood, wind) and no 
negligence by employee 
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Damage to Vehicle 
Report of Survey required – 
1. Driver informs supervisor 
2. Accident report completed 
3. Supervisor completes  DI-103 & collects documentation 
4. Accountable Officer Signs 
5. Sent to State Board of Survey for Action  
6. Local Survey Officer can sign if 3rd party damage or natural 
causes (hail, flood, wind) and no negligence by employee 
 
• Determination – no negligence; simple negligence 

($250); gross negligence ($$ cost of repair) 
• Report of Survey NOT a disciplinary action. 
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Report of Survey 
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I-Tag FLEET - Disposal 
• WCF will pay for normally covered repairs and 

detailing 
• Use BLM Form 1520-34 and BLM Form 1520-

35 Provide photos; photo of any significant 
damage 

• Damage must be annotated on BLM Form 
1520-34 

• Upload to WO SharePoint site “Turn in Vehicle 
Packets” 

• List Agency Order Number  
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Vehicle Disposal 

• 72000 miles or 10 years 
• WCF pays for non-damage repairs & detailing 
• Mileage mismatch of over 50 miles between 

FBMS & 1520-34 – next utilization cycle 
• Credit Card canceled by NOC when all 

documentation is submitted 
• Vehicles sold through GSAXcess 

 

68 



Vehicle Disposal 

69 

Field submits 
Available Report/Inspection 

Report/photos of excess 
vehicle (see footer for Pend 

status) 

Vehicles are placed into 
GSAXcess-IADS by NOC (1 

Week) 

Unsold Vehicles available DOI 
only IADS 
(2 Weeks) 

Unsold Vehicles roll over to GSA 
Region 8 

Unsold Vehicles Available 
Federal Government-wide in 

GSAXcess  
(2 Days) 

Unsold  vehicles "Available for 
Sale/Disposal " roll over to  

MySales for GSAAUCTIONS.GOV 
auction (1-3 weeks) 

(vehicles are here until sold) 

Note: Once vehicle is sold, 
funds go to directly to GSA.  

GSA then IPAC's funds to BLM 
(2-4 months).  Vehicle is then 

removed from FBMS. 



Turn In Vehicle Packet 
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2015 Vehicles for Disposal 

71 



2015 Vehicle for Disposal 
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GSA Purchaser’s Receipt  
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Vehicle Pick-Up 
• Verify Purchaser – view drivers license 
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– Alter vehicle in any way – remove any items 
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Vehicle Pick-Up 
• Verify Purchaser – view drivers license 
• Vehicle is picked-up “as is” – do not: 

– Move once listed for disposal 
– Add fuel or fluids 
– Alter vehicle in any way – remove any items 

• You can “jump-start” the battery if needed 
• Purchaser can hire transport company –  
      have authorization letter sent before hand 
• Once driven off BLM property, the vehicle is the 

purchaser’s – they are sold “as is” 
78 



Thank You 

• Questions? 
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