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AND RELATED INFORMATION


Form J
It is appropriate to review with those who utilize TSB's services the requirements for permanently assigned motor vehicles.

Each Agency, Board or Commission should periodically review the utilization of motor vehicles assigned to them. Motor vehicles that have low mileage or appear to be used for commuting should be carefully scrutinized and appropriate corrective action taken.

The following information is the bench mark for permanently assigned units. TSB realizes that there may be some valid needs for motor vehicles that cannot meet all requirements. These situations must be evaluated by the Agency heads and TSB on an individual basis.


Standards for Permanently Assigned Motor Vehicles
Motor vehicles shall be considered for permanent assignment when they:

·
Are required for a period of thirty days or longer;

·
Will travel a minimum of 1,000 miles per month; and 

·
Will be utilized seventeen working days per month.

Agency heads or vehicle coordinators shall submit written requests for permanently assigned vehicles. We will need to coordinate payment of the new vehicle, ordering and licensing the vehicle before delivery. For your convenience, we have attached Form J that is required to be completed when requesting motor vehicles for permanent assignment or temporary assignments. We are requesting you to make photocopies of this form and use it every time your agency needs to make a vehicle request. This procedure will expedite your vehicle requests.

To receive the best results, it is necessary to plan for your vehicle needs and submit them to TSB when requested in the fall of each year. TSB places its vehicle order according to the information received from the agencies at that time, subject to the availability of funds. Orders received after the buy has been made will have to be filled from the units already in the fleet, subject to the availability of units.

	Administrative Services, Transportation Services Bureau is monitoring the utilization of permanently assigned vehicles and will enforce minimum standards by recalling permanently assigned vehicles that are not meeting the standards, or to improve vehicle utilization statewide.


All permanent assignments shall remain valid until terminated by Transportation Services Bureau. The Agency head or vehicle coordinator may request termination of a permanent assignment by sending a letter to Transportation Services Bureau when the vehicle is in excess to the Agency's needs. The notification shall include the release date, license number of the vehicle, comments on the vehicle's condition, and assurance that the vehicle is in excess of all immediately foreseeable needs. Please do not attempt to turn in a permanently assigned unit unless TSB has been properly notified. Before the unit is turned in, TSB reserves the right to determine the unit to be returned and the unit to be retained by the Agency.
Any Agency with a permanently assigned vehicle from Transportation Services Bureau shall, prior to assigning such vehicle to an employee on a twenty-four hour basis, notify in writing Transportation Services Bureau. All vehicles that go home at night must adhere to Executive Order 99-01. Each driver of a State unit is required to have a valid Driver's License from their state of residence, and a TSB Driver Identification Card. The driver is also required to review the TSB Policies and Procedures manual, to sign the affidavit to that effect, and to complete a Defensive Driving Course within the first six months of employment. This course is now available on-line.

WE ASK THAT YOU REVIEW WITH YOUR PEOPLE THE FOLLOWING INFORMATION AND ENSURE THEIR COMPLIANCE:
1.
IMPORTANT: Utilize State of Nebraska fuel facilities whenever possible. We can help hold costs down and often save as much as $.20 or $.30 per gallon by using state facilities. In situations where it is necessary to utilize a commercial facility, use the self-service pumps. NOTE: Additional charges for utilizing full-service may be billed back to the Agency. 
2.
Utilize the TSB Service Center for maintenance and repairs whenever reasonable and possible. When it is necessary to utilize a commercial facility, please comply with the following:

•
Vehicle operators may spend up to $50 for services and repairs. Expenditures in excess of this and up to $100 must be approved by the designated agency motor vehicle coordinator. All expenditures in excess of $100 must be approved in advance by the TSB Service Center, (402) 471-2381, and assigned an authorization number to be noted on the invoice.

NOTE: Failure to obtain advance permission from TSB can result in the Agency being billed for the service or repairs. In emergency situations (i.e., nights, weekends, holidays, etc.) where the repair amount exceeds $100, the repair can be made and TSB is to be notified at the earliest opportunity.
3.
Ensure that each employee and representative authorized to drive a State owned motor vehicle has a valid driver's license from their domicile state.

4.
Ensure that each employee and representative authorized to drive a state-owned vehicle completes a Defensive Driving Course within the first six months of employment and has on their person a State of Nebraska Identification Card (TSB Form 1) or driver identification authorized by TSB.

5.
Ensure that every employee or representative reads the Policies and Procedures manual of the Transportation Services Bureau, and is familiar with the contents contained therein.

6.
IMPORTANT! We are to continue the policy of using gasohol in state vehicles. All employees driving state vehicles shall use gasohol unless it is not available. DO NOT use unleaded gasoline!

7.
IMPORTANT! It is required that seat belts and safety restraint devices be used in state motor vehicles at all times.

NOTE: Title 8, Chapter 1, Article 007.03 of the official TSB Rules and Regulations governing use of state-owned and personal vehicles for official State business states as follows:

Failure to use seat belts and safety restraint devices is considered to be a misuse of vehicle and will result in disciplinary action as provided in Section 08 of these Rules and in accordance with the Rules and Regulations of the Division of State Personnel.
8.
IMPORTANT! Governor Orr directed in Executive Order No 90-2 issued March 21, 1990, that Agencies should ensure that state employees shall not use portable radar detectors while operating state-owned motor vehicles, nor operate said units while wearing portable radio headphones. State employees are subject to disciplinary action for violating this executive order. It is suggested that all employees be given the opportunity to review this executive order as well as your Agency's policy in this regard.

9.
IMPORTANT! Administrative Services Director’s directive effective November 1, 1992 that smoking will not be allowed in any Administrative Services controlled vehicles as well as TSB vehicles rented/leased to other Agencies, Boards and Commissions.

10.
NOTE: TSB recommends that you encourage employees to use their personal vehicles for short trips. A benchmark would be for trips of 70 miles or less, to use personal motor vehicles. If the trip is over 70 miles, use a TSB vehicle (break-even point depends upon type of motor vehicle required for the trip). If you have questions in this regard, please contact Transportation Services Bureau.
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