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BVM — Director

Steve Weildner
Bureau Director

717-787-3162
stweidner@pa.gov
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BVM — Customer Service Division

Bill Confalir
Chief of Customer Service

[17-783-2325
biconfalir a.gov
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Customer Service Division

Bureau of Vehicle Management
Customer Service Department
1-877-347-9966
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Customer Service Division

e Driver Safety
Please tell your drivers not to call the
Customer Service Department while
they are driving.
We have information for the driver to

write down. Customer Service Rep’s
name and work order number.
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Customer Service Division

e Customer Service Fax Cover Sheet

Every Estimate and invoice faxed into the CSD
should have a CSD Fax cover sheet.

The cover sheet lists the unit #, the CSR’s name,
the Work Order # and the Vendor’'s name.

This saves time and allows us to better serve our
drivers.

Currently less than 20% of our estimates are
sent with a fax cover sheet.
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Customer Service Division

e Old Open Work Orders

If repairs are not completed within a
few days of opening a work order,
please notify us that the work was not

completed so we can close the work
order.

STD 541’s are an exception as they
sometimes reguire more time.

Please don’t leave work orders opened
more than 10 business days.

ERVICES
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Customer Service Division

e New Phone System

Verizon is installing a new web based phone
system in the Customer Service Department

We go live on Wednesday November 14th

Please be patient while we become more
familiar with the new phone system.

Occasionally, we may experience short periods
of time while the CSD is not taking phone calls
during system maintenance. Please call us
back in 20-30 minutes Iif this happens to you.
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Customer Service Division

e Emergency Plan

Do you have an emergency plan in place?

If one of your drivers is stranded after normal
business hours, who should they call?

A 24 hour towing vendor list is available on the
DGS website under Vehicle Management /
Maintenance / Towing

Every driver should have this list in their car
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Customer Service Division

e SNnow Tires

All snow tires must be approved by the
Automotive Liaison before a driver iIs
given permission to purchase snow
tires.
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Customer Service Division

e Questions?

If you have additional questions please call

Customer Service Chief Bill Confair at
(717) 783-2325

biconfair@pa.gov

Or Customer Service Supervisor Randy Howard at
(717) 346-5967
ranhoward@pa.gov
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BVM — Vehicle Administration

Jim Filore
Chief of Vehicle Administration

717-787-6282
|]afiore@pa.gov
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Vehicle Administration Division

e Checking Driver ID
“Driver
“ID or Prompt
“Number
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Vehicle Administration Division

Driver, Detail for PA Office of Inspector General dows Internet Explorer

6@: - |g, https: [ fvsn, sunocouniversalfleetanling, comfonline/gotoFlaw, do?_flowExecutionkey=_cESE7S2FA-7D95-A159-26 V| % || X |Live Search
{@) chare Browser  WebEx ~ |
— k= . »
ﬁ ﬁ'ﬁ [ @ Driver Detail for PA OFfice of Inspectar General I l @ < Q - é Page - Q} Tools = n_l
YWelcome JFiorel My Preferences | Help | Contact Us | Logout ~ |
Universal Fieet Online
‘ Search: ‘Drivers v| |Driver Prampt 1D v| |549395 | Search Tips |
Shortcuts Driver Detail for PA Office of Inspector General
- PAOffice of.. m A
" View Detail Driver Detail
- Edit Account Edit Clane Change Status  Terminate
El Departments Driver Information is listed below.
- Wiew Departments
- Add Department
El Drivers . .
- View Drivers Driver Information J
k= LI DI Last Mame: ALBRIGHT
Cljesrds First Mame: DANIEL
- Wiew Cards X )
Add Vehiclefsset Middlle Marne:
© Card Driver Departrment: Unassigned ||
= Auth Profiles Driver Prompt 1d: 649306
Wiew Auth Profiles
- Add Auth Profile STIFEDES (L
) Job Title:
B Invoices .
- Wiew Irvoices License #
- Make Payments Phone:
- Wiew Payments Email Address:
- View Bank Accounts License State: PA
License Country: US
Account Explorer ewal License Expiration Date:
Enter fccourt # or Aecourt Name Status: Active
Go b
Done [# & mnternet H100% v

0 Inbe
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Vehicle Administration Division

e _Level to Add Drivers

Make sure you enter drivers at the
highest level. Do not enter drivers In
specific accounts.
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Vehicle Administration Division

Account Hierarchy - Windows Internet Explorer

6@: - |g, https: [ fvasn, sunocouniversalfleetanling, comfonlinefgotoFlaw, da?_flowld=Fflow-accountViewHigrarchy

"| % +p|| X |Live Search

{@) chare Browser  WebEx ~ |

ﬁ ﬁ'ﬁ [ @ Wiew Account Hierarchy

[=]

|

fi- B

f= - b Page v {0} Tooks -

LEYEN D7 PA ATONOF ERErEl LT ADETS UL & RO - CESa00T o850,

Level 5:
Level &:
Level &:
Level &:
Level 5:
Lewvel &:
Level &:
Level &:
Level 5:

PA Auditor General Fire Relief Audits - 0496001754761

PA Auditor General Human Resources - 0456001754803

P& Auditor General Investigations - 0496001754753

P& Auditar General Liguor Caontral Audits - 0496001754811
PA Auditor General Munic Pension Audits - 04960017547 46
PA Auditor General Public Assist Audits - 0496001754779
P& Auditor General School Audits - 0496001754712

P& Auditar General Spe Perfarmance Audit - 0496001754525
PA Auditor General Support Sves Auto - 0496001754720

Level 4: PA Dept of Banking and Securities - 0496001727903
Level 4: PA Dept of Community & Economic Develop - 04960017 27965
Level 4: PA Dept of Conservation & Matural Res - 0496001727916

Level 5:
Level &:
Level &:
Level 5:
Level 5:
Level &:
Level &:
Level 5:
Level &:
Level &:
Level &:
Level 5:
Lewvel &:
Level &:
Level &:
Level 5:
Level &:
Level &:

PA DCNR Rental - 0496001758853

Penngylvania DCMR 0100 - 0496001728476
Pennsylvania DCMR 1310 - 0456001729649
Pennsylvania DCMR 2100 - 0496001738514
Pennsylvania DCMR 2110 - 0456001729300
Pennsylvania DCMR 2120 - 0496001729151
Pennsylvania DCMR 2121 - 0456001729334
Pennsylvania DCMR 2122 - 0496001728534
Pennsylvania DCHR 2123 - 0456001729169
Pennsylvania DCMR 2124 - 0496001729839
Pennsylvania DCMR 2200 - 04560017297 45
Pennsylvania DCMR 2340 - 0496001728559
Pennsylania DCHR 2342 - 0496001728898
Pennsylvania DCMR 2343 - 0496001739507
Pennsylvania DCMNR 2345 - 0456001729474
Pennsylvania DCMR 6000 - 0496001739572
Pennsylvania DCMR 6100 - 0496001738707
Pennsvlvania DCMR 6101 - 0496001739659

y
[
mmamy —

|

~

2 start [ERCON

) Inbox

EB e Internet

#,100%
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Vehicle Administration Division

e Add Driver
“Adding the driver
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Vehicle Administration Division

B

{@) chare Browser  WebEx ~ |

ﬁ ﬁ'ﬁ [ @ Add Driver For P& Office of Inspector General

[

@' (5] Q@'@Pagev-@Toolsv

B Uepanments
- Wiew Departments
- Add Department
El Drivers
- Wiew Drivers
- Add Driver
Bl Cards
- Wiew Cards
Add Vehiclefdsset
"~ Card
El Auth Profiles
- Wiew Auth Profiles
- Add Auth Profile
= Imvoices
- Wiew Invoices
- Make Payments
- Wiew Payments
Wiew Bank Accounts

Account Explorer ewal

Enter Avcount # or Account Name

I— -

Level 2
COPA Agencies

Level 3
PA Bureau of...

Level 4
Pennsylvania...

Level 5

PA Office of...

e |

Add Driver

Hide Optional Fields

*Diriver Last Marme:

iz of 30 characters.
* Driver First Narne:

Max of 30 characters.
Diriver Middle Narme:

iz of 20 characters.

Ditiver Depanment:

* Driver Prormpt 10:
Must be & number of 6 digits
Employee #
hlax of 15 characters.
Job Title:
Drivet's job title. Max of 20 characters.
Phone Number:
(e 5555555555 or 555-555-5555) Maxx of 10 numbers.
Ermail Address:
(e infoE@mydomsin.com) Max of B0 characters.
Driver License #
e of 12 characters.

Driver License State:‘ _Selent-- v|
Select State from pull doven menu.

Driver License Country: United States |

Country where driver's license was issued.

Driver License Expiration Date:
(e, MMDD YY) Date after which driver's licenss is no longer valid.

y
[
mmamy —

|

EB 0 Internet

#100% -
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Vehicle Administration Division

e Card Active
" Check to see if a card is active

W pennsylvania
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Vehicle Administration Division

fice of Inspector General - Windows Internet Explorer

6@: - |g, https: [ fvsi, sunocouniversalfleetanling, comfonline/gotoFlaw, do?_flowExecutionkey=_cFCA02E13-BDFS-ED0A-C1 V| & || % |Live Search | 2~
{@) chare Browser  WebEx ~ |
ﬁ ok [ @ Change Profile of Card ¥*#*+54277 for P& Office of In... I l @ - B géa ~ é Page ~ Q} Tools ” n_l
YWelcome JFiorel My Preferences | Help | Contact Us | Logout ~ |
Universal Fieet Online
‘ Search: | Cards | | Custom VehiclejAsset D v | (004022643 | [Go | search Tips |
Shortcuts Change Profile of Card ****54277 for PA Office of Inspector General
- PAOffice of.. z
" View Detail Change Profile
- Edit Account
El Departments mmm=  To change the profile associated to this card, select a new profile below.
- Wiew Departments L
- Add Department
El Drivers |
- View Drivers q B
. Add Driver Card Information
B Cards Card Number. 54277
- View Cards Custom Yehicle/Asset [D:004022643 349028
add Vehicleifeset Authorization Profile: COPA Standard view Prafile
“ Card Frompting: Odometer & Driver 1D
Card Status: Active b
= .
Aum;&?ﬂﬁﬁ Profiles Last Issue date:09/27/12
- Add Auth Profile
Bl Invoices
- Yiew Invoices Select Profile
- Make Payments
- View Payments Available Profiles | B 1000 | “iew Profile
- View Bank Accounts
Account Explorer ewal Apply
Enter Account # or Account Name
Go b
EB 0 Internet

£ 1nne
Tuesday, November 06, 2012
@ Inbox - Mic E: Misc S Change Profile of Car... s g B&) 11 A
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Vehicle Administration Division

e Profiles
" Changing profiles for an individual card
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ice of Inspector General - Windows Internet Explorer

Vehicle Administration Division

6@: - |g, htkps: [ fww, sunocouniver salfleetonling . comfonline/gotoFlow . do?_flowExecutionkey=_cFCADZE 13-BDFS-ED0A-C1 V| 5 || % |Live Search

{@) chare Browser  WebEx ~ |

ﬁ ﬁ'ﬁ [ @ Card Detail far PA Office of Inspectar General

]

fi- B

f= - b Page v {0} Tooks -

¥
¥
mampy — |

o

- PAOffice of .
‘i Detail
- Edit Account
El Departments
View Departments
- Add Department
= Drivers
- View Drivers
- Add Driver
B Cards
- Wiew Cards
Add VehiclefAsset
o Card
El Auth Profiles
- Wiew Auth Profiles
- Add Auth Profile
El Invoices
- Wiew Invoices
- Make Payments
- ¥iew Payments
- View Bank Accounts

Account Explorer siewal

Enter Account # or Account Mame

— 1

Level 2
COPA Agencies

Level 3
PA Bureau of...

Level 4
Pennsylvania...

-
Card Detail
Edit Clane Change Status
mmm=  Card Information is listed helow.

Vehicle/Asset Information

Business Area:

SAP Fund:

Cost Center:

Internal Crder:

WES:

Fuel Type:

Card Type Option:
“ehicle Dept:

Custom Yehicle/Asset 1D:
Asset Type:

I

Yehicle Description:
Make:

Model:

Yfear

License Plate:
License Plate State:
License Plate Country:
License Plate Expiration Date:
In Service Date:

Start Odometer:

Tank Capacity:

Terminate Reissue

81
1060012000
8131209100

Vehicle

004022643 349028
Vehicle
1G1ZASEU1CF349028
12 CHEVY MALIBU
CHEVROLET
MALIBU

2012

33908

PA

Change Profile “iew Transactions  Transfer

-

) Inbox

EB e Internet

#,100%
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Vehicle Administration Division

e Profile 2
" Profile Selection

pennsylvania
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Vehicle Administration Division

rd ****54277 for ffice of Inspector General dows Internet Explorer

6@: - |g, htkps: [ fww, sunocouniver salfleetonling . comfonline/gotoFlow . do?_flowExecutionkey=_cFCADZE 13-BDFS-ED0A-C1 V| 5 || % |Live Search

{@) chare Browser  WebEx ~ |

™ - i »
ﬁ ok [ @ Change Profile of Card ¥*#*+54277 for P& Office of In... I l @ - B - é Page ~ Q} Tools n_l
— T = ™ ~F
- PADfice of.. ) )
Viw Datail Change Profile
- Edit Account
El Departments jmmm=  To change the profile associated to this card, select a new profile below.
View Departments L1
- Add Department
Bl Drivers
- Wiew Drivers .
. Add Driver Card Information
B Cards Card Murmber. 54277
- View Gards Custom Vehicle/Asset 1D:004022643 349028
Add Vehiclelas set Authorization Profile: COPA Standard View Prafile
“ Card Frompting: Odometer & Driver 1D
Card Status:Active
B -
59?,5&021'? Profiles Last Issue date:09/27/12
- Add Auth Profile J
El Invoices o
- View Invoices Select Profile
- Make Payments
- View Payments Available Profiles | BV 1000 v | iew Profile
- View Bank Accounts Bk 1000
Bk 1500
B 500
Account Explorer ewal g\\jm E:::::z . E
Bk Standard
Eniter Accournt # or Account Mame 0P Standard
— CarDetsing
EMERGEMCY
Level 2 Eleav_y l'_l'rudclcrs . —
. peclalize Enicies
COPA Agencies Storm Emergency
Custom Contral
Leyeld Fuel Oniy

PA Bureau of...

Level 4
Pennsylvania... hd

[# & mnternet H100% -

0 Inbe
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BVM — Operations/Maintenance

Randy Tomlinson
Chief of Operations

/1 7-783-3088
rtomlinson@pa.gov
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Operations and Maintenance Division

Temp Fleet Transition

& pennsylvania
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Operations and Maintenance Division

e Pick Up and Return Procedures
are Still the Same!

Always have your valid driver’s license
present

State your name and agency at the
counter

It’s always a good idea to bring a print
out of your rental confirmation, but It’s
not required

ERVICES
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Operations and Maintenance Division

 When Returning a Vehicle During Business

Hours
Proceed to the fuel pumps to fuel the vehicle

Drive up to the dispatch office for vehicle check in
and a representative will assist you from there.

pennsylvania
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Operations and Maintenance Division

e When Returning a Vehicle After Hours

Use your fuel card to access through the security
gate

Proceed to the fuel pumps to fuel the vehicle

Park your car in the nearest parking stall closest to
the building

Lock the car taking the keys and fuel card with you.

Drive your car to the exit gate, use the fuel card to
open the security gate. Once it is open drop the fuel
card and rental keys in the key drop box located at
the card reader.
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Operations and Maintenance Division

e Drivers Must Validate the Coding
Is Correct Before Submitting

Rental Request!

Examples:
CC 1633310000
SAP 7047111000
I0 K13025710311

CC 0039044308
SAP 1624012000
10

CC 1266401000
SAP 822931200
I0 C93000300600

CC 1245550999
SAP 7002312000
10

CC 2172528000
SAP 2172528000
10

CC 2451001000

SAP 1030212000
10

pennsylvania
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Operations and Maintenance Division

e Please ensure that all drivers that
are renting a vehicle from 2221
Forster Street are entered Into the
WEX system

e Quickstart pick ups

e F/ Pass

P W pennsylvania
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Operations and Maintenance Division

Operations

W pennsylvania
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Operations and Maintenance Division

e Picking Up and Turning in Vehicles at
2221 Forster Street

Please notify Operations PRIOR to coming out
to drop off or pick up a vehicle

We strongly recommend that the Automotive
Liaison Is present when picking up and
dropping off vehicles

Please do not take any GSVM 87 forms from

your mailbox in the Operations Office unless
authorized to do so by Operations personnel

ERVICES
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Bureau of Vehicle Management

Q& A

with the Director

P W pennsylvania
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Agenda

Reservation Website Review
Proper Coding

Billing & Credit Card Pay
Accident Procedures
Roadside Assistance
Cancellations

Your Questions



—

| |E hikkp: f v enterprise, comjcar_rental/deeplinkmap, dothid=0258refId=C0PATRAY V| || % 'g'l Google y
Edit  Yiew Favorites Tools Help
avorites |EEnterprise Rent-a-Car: Rental Cars at Evervday Low ... | | S v B [ o= - Page - Safety - Tools -

m pennsylvania

Welcome Commonwealth of Pennsylvania Travelers

Flease review the CWOPA Travel Policy befare any travel is booked. The Commaonwealth’s and its authorized users’ use of
this website is governed solely by the terms and conditions of our contract.

Commonwealth Travel Procedures Manual m

==* | Inder Development *=*

Temperary Transportation Rental Procedures m

==* | Inder Development *=*

RESERVE A CAR m

Select this option if you need a rental car for Commonwealth Business Travel.

RESERVE A CAR ASSOCIATED WITH AIRFARE m

Cnly selectthis option if you need a rental car associated with Commonwealth Business Travel requiring airfare.

Modify Existing Reservation m

You will need your Enterprise Confirmation Mumber, First and Last name.

Print a Receipt m

You will need your Drivers License Mumber and Last Mame.

Enterprise Hent-4-Car Privacy Policy | Terms of Llse| @ 2012 Enterprize Rent-A-Car. Patent Pending

€ Internet g v H100%




3 J

- |= enkerprise, com vl B || X

._\-—- g o

Edit  Yiew Favorites Tools Help
avorites | 55 €| Free Hotmal € | Get more Add-ons ~

tent a car here - The Enterprise Rent-&-Car Online R... ﬁ @ I'___J | = - Page - 3Safety - Tools - |

What is QUICKSTART?

Commanwealth Business Travelers have the option to "QUICKSTART a rental fram a Pennsylvania Enterprise location
(non-airport} to accommodate an early pick up time for a vehicle rental at no additional cost. Please make the reservation
forthe actual date and time vou will pick up the vehicle. Rental periods are hased upon a 24 hourtimeframe and shall
commence as follows:

Pick Up Date & Time Date Rates to Commence

Weekday (Monday-Thursday) at 4:00 pm The next day, at8:00 am

Friday at 4:00 pm Thelfullnwmg [Monday glt 3.00 am [L.|I|.'|Iess utilized for
business purposes prior to Monday)

Saturday during business hours (standard business The following Monday at 8:00 am {unless utilized for

hours are 2:00 am to 12:00 pm) business purposes prior to Monday)

VWhen using this option, your rental reservation cost will not match the Ground Travel Worksheet's calculated cost,
as the reservation will include an additional day. Contact your automotive liaisan, Dave Welker (BVM ERAC Contract
[Manager) arthe rental hranch for any questions regarding the QLICKSTART program and how it is applied.

ACQUICKSTART report will be generated monthly and provided to the Commonwealth for the purposes of identifying any
potential misuse.

Will | sea taxes on this reservation?

Yes, these charges will appear on the reservation you are about to make. However, providing this rental is killed to yvour
agency, all applicakle taxes will be removed upon your return of the rental.

How do | book a One-Way Rental (drop off location is different than pick-up location)?

Any Commonwealth Business Traveler wishing to book a one-way rental should dao so by calling the kranch fram which
the one-way rental will be picked up. Cne-way rentals cannot be booked using this online reservation system.

e 6 Internet fq - 100%




—

1\1:-__jr v |E hikkp: f v enterprise, comjcar_rental/deeplinkmap, do?bid=0258ref Id=C0PAHOME V| 5| X '::l Google ||E
Edit  Yiew Favorites Tools Help

avaorites | 5= € FreeHotmal & Get more Add-ons ~

nkerprise Rent-4-Car: Rental Cars at Everyday Low ... |_| ﬁ - B = @ = Page - 3Safety - Tools - |

-enterprise

w pennsylvania

Welcome Commonwealth of Pennsylvania Travelers

This page is intended far non-airport travel. Flease choose your Department and then your location. The Commonwealth's
and its authorized users’ use of this website is governed solely by the terms and conditions of our contract.

Aging [seec >
Agriculture m
Attorney General m
Auditor General m

Automobile Theft Prevention Authority m

Banking and Securities m

€ Internet g v H100%
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1{—;:? - |E hikkp: ffwiva  enkerprise, comjcar_rental/deeplinkmap, dothid=0258ref Id=C0PA 8GR eferedP age=multiDivOffer V| || % 'g:l Google ||J
Edit  Yiew Favorites Tools Help
avorites |EEnterprise Rent-a-Car: Rental Cars at Evervday Low ... | | S v B [ o= - Page - Safety - Tools -

enterprise

pennsylvania

CWOPA - Department of Agriculture

The Commaonwealth’s and its authorized users’ use of this website is governed solely by the terms and conditions of our
contract.

Commonwealth Garage - Harrisburg

Select this option if vou wish to pick-up/drap-off the rental vehicle at the Commaonwealth Garage at 22nd and Forster
Street.

All Other Locations

Enterprise Rent-A-Car Privacy Policy | Terms of Llse| @ 2012 Enterprize Rent-A-Car. Patent Pending

€ Internet g v H100%
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| - |E hikkp: f v enkerprise, comjcar_rental/deeplinkmap, dothid=00480pbr=57Pafcnty=US%cust=x757W048r efere V| || %

'g'l Google

Edit  Yiew Favorites Tools Help

avorites |EEnterprise Rent-A-Car: COMMONWEALTH GARAGE, H... | |

S v B [ o= - Page - Safety - Tools -

COMMONWEALTH GARAGE

COMMONVWEALTH OF PENNSYLVANIA

w pennsylvania

CWOPA TERMS OF USE

The Commonwealth's and its authorized users’ use af this
webhsite is governed solely by the terms and conditions of our
contract

Enterprise Rent-A-Car
COMMONVVEALTH GARAGE
2221 FORSTER 8T
HARRISBURG, PA 171031729

Tel: (717) 238-7T541

Iew Zearch or Zhow Mearest Locations
Business Hours

forthe week of Sep 24, 2012

Open Close
Manday 7:00am  6:00 pm

Tuesday 7:00am 6:00pm
Wednesday 7:00am  6:00 pm
Thursday 7:00am  6:00pm
Friday 7:00am  6:00 pm

Check Rental Car Rates

1. Dates & Times
Start

Sep  w|[25 %l Maoon w
End
Sep w |25 %l Moon “w

View Rates »
o o

The Enterprise® Business
Rental Program.
A Better Way to Go.

& € Internet 5 -

o 100%,



o A |E enkerprise, com V| | K "l
Edit  Yiew Favorites Tools Help
avorites | IS Enterprise Rent-A-Car: Rental Cars at Everyday Low ... M B | e v Page - Safety » Tools -
Snterprise
. - . | Pick a Vehicle: Show nearest locations
| Reservation Summary | 11 of 12 Vehicle Classes to choose from.
408 lete ehicle Class escription rice Quote
CT11] | 40% Comp Vehicle CI Descripti Price Quot
_ _ - . MNizzan Versa, $32.00 USD/ day
Special Section Ol  Toyota Yaris or S 36.55 USD Total Select b
see details il i
COMMONWEALTH OF S =miar See details
PENHSYLVANIA . Toveota Corela, 5 34.00 USD/ day PR
. . D@ iz=an Sentra or § 38.72 USD Total e r
Location Details see details similar see details
Pick Up Location
COMMONWEALTH GARAGE g  Fofusonor S o400 USD/day Select b
HARRISBURG, PA 17103-172§ =& details similar : .
Tel. (717) 238-7541 E— see defalls
, . 1SVITRAR g 38.00 USD / day
Dates & Times chande | ! Full Size ey : § 43.04 USD Total Select »
details Dodge Charger .
_ sgg o see details
Pick Up - or similar —_—
Chry=zler Town
Sep 26, 2012 @ Moon
_T and Country, 5 54.00 USD / day
Return Minivan 'IE‘H-’ Dodge Grand S 50.32 USD Total
Sep 27, 2012 @ Noon see details Caraan or see details
Vehicle Class
) Ford Ezcape, 5 52.00 USD / day
{not yet chosen) ';ltﬁ;mm'ﬂte & Jeep Liberty or % 53,15 USD Total Select b
see details =imilar see details
Renter's Information
: & Jeep Grand S 54.00 USD/ day
(not vet entered) Standard SUV : Cherokse, or % 60.22 USD Total select b
see details imilar see details
Ctart Auar — GHC Yukon, & on AR LIEF [ A

€ Internet g v H100%




o A |E enterprise.com V| | K "l
Edit  Yiew Favorites Tools Help
avorites | ™ Enterprise Rent-fi-Car: Rental Cars at Everyday Low ... S v B [ o= - Page - Safety - Tools -
LU AalurT Lrelalnra L = L= i cee IjEtEI”S similﬂr cen de‘ta”g
Pick Up Location |
COMMONWEALTH GARAGE gy odfusonor o400 USD/day r—
1 * Standard L 2 38.72 USD Total
HARRISBURG, PA 17103-1729 see defails similar <o details
Tel.: (717 238-7541 E—
Chevy Impala,
L — . : $ 38.00 USD / day
Dates & Times change | | Full Size e X S'Tﬂ"cﬁh“'m' $ 43.04 USD Total Select b
. see defails pege Lharger see details
Pick Up or zimilar _—
Chryzler Town
Sep 26, 2012 @ Naon -7 and Country,  § 54.00 USD / day
Return Minivan Y —— Dodge Grand g 50.32 USD Total Select p
see details , i
Sep 27, 2012 @ Noon See defalls Eﬂ:?n:"ﬂanrﬂr see details
Vehicle Class intermediate Ford Ezcape, $52.00 USD/ day
{not yet chosen) = & Jeep Liberty or § 58.16 USD Total select b
see details gimnilar see details
Renter's Information
_ & Jesp Grand 3 54.00 USD [ day
(not yet entered) Standard SUV Cherokee, or g 50.22 USD Total select b
see details zimilar see details
. GMC *ukon
Start aver ! $82.00 USD/ day
Large SUV ‘ o L S §0.58 USD Total Select p
details Ford Expedition, .
Commaonvealth 5ee or similar see details
Vehicle Note
Commonwealth Travel Policy & Chewy Colorada, S 50.00 USD / day
menwe - Pickup Truck Dodge Daketa or $ 55.00 USD Total Select b
provides that Commonwealth ICKup Truc ; ge L + 2000 UsD Toia
buziness travelers may select see defails similar see details
Compact, Intermediate and )
i - Chevy Siverade, S 55.00 USD / day
Standard. Other vehicle tyvpes )
require tusinﬂ;nﬁd e Large Pickup H Ram 1500 Crew § 61.40 USD Total select b
justification. Upgrades to see details Lak, or similar see details
e ca et < bad . GlEgress.  §55.00 USD/ day
as there & no additional cost Cargo Van : . Ford Econoline £61.40 UsD Total Select b
e = see detfails or similar see details
to the Commonw ealth. ===
: Chevrolet
12 Passenger L Express, Ford Mot Check availability at ather
Van see details Ecuqu!:ne or available. locations
imiar

0 Internet

'd
g -

#, 100%
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g

Edit  Yiew Favorites Tools Help

gvorites |= Enterprise Rent-f-Car: Rental Cars at Everyday Low .., | |
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Reservation Summary

B Renter's Details:

Fa

B

[TTTTT]
Special Section

| 80% Complete

Flease note that a designated contact from your agency will receive a copy ofthis

Feservation.

T7

COMMONWEALTH OF
PENNSYLVANLA

Location Details change

Pick Up Location
COMMONWEALTH GARAGE

HARRISBURG, PA 171031729
Tel (717} 238-7541

Dates & Times change
Pick Up
Sep 26, 2012 @ Moon
Return

Sep 27, 2012 @ Moon
Vehicle Class change
Standard
Renter's Information

(not vet entered)

Main Information
* Indicates Required Field 4—

First Last

* Renter's Name: | | | |

* Home Phone Humber: |

{Including Area Code)

Renter's Email; |

{to send you a confirmation)

* BA (Business Area}:| |

This entry must be a 2 digit value.

* Cost Center: | |

This entry must be a 10 digit value.
* SAP Fund: | |

This entry must be a 10 digit value.

* Proposed [tinerary: | |

Enter the names of all destinations.
Include the starting location and =ll
other arrival locations. For example,
"Harrisburg - Philadelphiz -
Harrisburg." Or, "Harrisburg, Allentown
State Hospital, Harrisburg"

Internal Drder(ifapplicable}:| |

WBS (Work Breakdown Structure), if |

aonlicahle:

a Internet

5 -

o 100%,
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o & |[%)[x] 2 000

It

Edit

View

Favorites

Tools

Help

gvorites ' Enterprise Rent-f-Car: Rental Cars at Everyday Low .., l l

M- 8

= @ * Page -~ Safety = Tools =

Additional Information

You may start filling in your contract here now and save time at the rental counter.

Renter's Address In United States (change country)

(including Puerto Rico)

Street Address Line 1:|

Street Address Line 2:|

City: |

State: | Select a state M |
EIF':|
Waork F'hnne:| |
OtherF‘hnne:| |
.
f Renter's Driver's License
License Number:| |
Issued BY: | Select a state v|
mm dd Wy
Expiration Date:| |Jf | |; | |
mm dd Wy
Date of Bith:| | /] |

.

[ 0 Internet

g v H100%
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1@.' - |E htkps: /e enterprise.com) car_renkalfrenterinfo.do “'| % | * )'( '!:l oogle | |;‘1
Edit  Yiew Favorites Tools Help
avorices |EEnterprise Rent-a-Car: Rental Cars at Everyday Low ... | | ﬁ - B = @ *~ Page - Safety = Tools -
Reservation Summary H Renter's Details:
" ™5
(EEEEER | 80% Complete a Flease note that a designated contact fram your agency will receive a copy ofthis
Reservation.
Special Section

COMMONWEALTH OF
PENNSYLVANLA

Location Details change

Pick Up Location
COMMONWEALTH GARAGE

HARRISBURG, P& 171031729
Tel (717} 238-7541

Dates & Times change
Pick Up
Sep 26, 2012 @ Moon
Return

Sep 27, 2012 @ Moon
Wehicle Class change
Standard
Renter's Information

(not vet entered)

Main Information
* Indicates Required Field

First Last
* Renter's Name: |Dc:|ug | |Paskcwski |

* Home Phone Humber; |?1 79095006 |

{Including Area Code)

Fenters Email:

= =l |dD|.|glas.j.paskowski@ehi.mm |
{to send you a confirmation)

* BA (Business Area): |15 |

This entry must be =2 2 digit value.

* Cost Center: |1533D33D‘25 |
This entry must be = 10 digit value.

* SAP Fund: 1007400000 |
This entry must be = 10 digit value.

* Proposed ltinerary: |Harrisburg-F‘hiladelphia-Harrisburg |

Enter the names of all destinaticns.
Include the starting location and all
other arrival locations. For example,
"Harrisburg - Fhiladelphia -
Harrisburg." Or, "Harrisburg, Allentown
State Hospital, Harrisburg”

Internal Order[ifapplicable}:| |

WBS (\Work Breakdown Structure), if |
applicakle:

a Internet

5 -

o 100%,
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il htkps: | fee, enkerprise, com/car_rentalrenteninfo,do w || % 'g: Google y
st
Edit  Yiew Favorites Tools Help
avorites |EEnterprise Rent-a-Car: Rental Cars at Evervday Low ... | | S v B [ o= - Page - Safety - Tools -
Reservation Summary & Renter's Details: /
B Flease review the information on this page for accuracy where indicated.
60% lete .
(REEEER ] Comp b .
Special Section ‘ i ] Flease note that a designated contact from vour agency will receive a copy of this
Reservation.
L

COMMONWEALTH OF
PENNSYLVANIA

Location Details change

Pick Up Location

COMMOMNWEALTH GARAGE
HARRISBURG, PAT103-1729
Tel (717} 238-7541

Dates & Times change
Pick Up
Sep 26, 2012 @ Moan
Return

Sep 27, 2012 @ Moan
Vehicle Class change
Standard
Renter's Information

(not vet entered)

Main Information

* Indicates Required Field
First Last

* Renter's Name: |Dnug | |Pagkgwski

* Home Phone Number: |?1 79095006

{Including Area Code)

Renters Email:

+ = |duuglas.j.paskcwski@ehi.mm
{to send you a confirmation)

* BA (Business Area): |15

This entry must be a 2 digit value.

* Cost Center: | 1533033026

This entry must be a 10 digit'.raly
B Flease enter a correct value.

* SAP Fund: 100740000 «

This entry must be = 10 digit value.

* Proposed ltinerary: |Harrisburg-F‘hiladelphia-Harrisburg

Enter the names of all destinaticns.
Include the starting location and all
other arrival locations. For example,
"Harrisburg - Fhiladelphia -
Harrisburg." Or, "Harrisburg, Allentown
State Hospital, Harrisburg”

Internal Crder (if applicahle):

a Internet

5 -

o 100%,
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| - |E htkps: | fee, enkerprise, com/car_rentalrenteninfo,do

8l

A 'g'l izo0gle

Edit  Yiew Favorites Tools Help

gvorites |E Enterprise Rent-f-Car: Rental Cars at Everyday Low .., | |

S v B [ o= - Page - Safety - Tools -

Reservation Summary
(NEEEEEEE | 20% Complete
Special Section

COMMONWEALTH OF
PENNSYLVANIA

Location Details change

Pick Up Location

COMMOMNWEALTH GARAGE
HARRISBURG, PAT103-1729
Tel (717} 238-7541

Dates & Times change
Pick Up
Sep 26, 2012 @ Moan
Return

Sep 27, 2012 @ Moan

Vehicle Class change
Standard
Renter's Information  change

Doug Paskowski

Tel: (717)909-5006
douglas.j.paskowskigehi
.com

BA(Business Area)
15

Cost Center:
1533033026

VAT T e

Verify your Infoermation and Book your Rental.

Total Cost Estimate

Fora 1 day rental of a Standard
{ Ford Fusion ar similar }.

Ford Fusion or similar

1Day@ & 3400 05D §34.00UED
PATRANSPORTATON  500Us siandara

Subtotal 3 36.00USD

YEHICLE REMTAL TAX 3068 U3D

SALES TAX 5204 05D

*Total Charges % 38.72 USD

and feez exempt. Theze feez will be removed at
5 the counter.

'l Rt
Commonwealth of Pennzylvania Accounts are tﬂxJ /

Thank you for your reservation. Please contact
DGS' contract administrator, Dave Welker at
F17-787-3695 if you have any questions
regarding rental services.

Important Information About Your Rental

=  Commonweslth of Pennsylvania receives unlimited
mileage on sll Commaonweslth business Travel.

=  The Commonwealth’s and its authorized users’ use of
this website is governad solely by the terms and
conditions of cur contract.

=  Thears is no sdditicnal chargs to add additionsl
Commeonweslth Business Travelers as drivers on this
resarvation.

@ Internet

o 100%,
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Edit  Yiew Favorites Tools Help
avorites | IS Enterprise Rent-A-Car: Rental Cars at Everyday Low ... S v B [ o= - Page - Safety - Tools -

Thank you, Doug. Your reservation is complete.

rint Confirmation » |

Ifyou entered a valid email, a copy of this reservation has been sent to vou.

Confirmation Mumber:

Renter's Name:

COMMONWEALTH OF PENNSYLVANIA

SXC3ZC

Doug Paskowski

& ©

Create another Reservation

similar to this one /

IModify or Cancel this

BA (Business Area). | 1§ Eeservation
Cost Center | 4533033026 ’/
SAPFund: | 4007400000 “e=7 Sendthis confirmation to a

Propozed Rinerary:

Internal Order (if

applicable):

WBS (Work Breakdown

Structure), if applicable:

Vehicle Clazs:

Pick Up Date & Time:
Return Date & Time:

Pick Up Location:

Harrisburg-Philadelphia-Harrisburg

Standard

{Ford Fusion or similar)

Wednesday, Sep 26, 2012 @ Noon
Thursday, Sep 27, 2012 @ Noon

COMMONVEALTH GARAGE
2221 FORSTER ST
HARRISBURG, PA 17103-1729
(717) 238-7541

We'll Pick You Upl&E

Meed a ride from your place to our place? Call
your rental office at (717) 238-7541 for details

about our pick-un service. (Geoaranhic

f

% |

friend

Return to Enterprise Home

@ Internet

'd
g -

#, 100%
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) - |E https enkerprise, com V| ﬁ | | K

dit  View Favorites  Tools  Help

avorites | IS Enterprise Rent-A-Car: Rental Cars at Everyday Low ... S v B [ o= - Page - Safety - Tools -

|' Modify Reservation @ | Verify Changes to Confirmation #SXC3ZC.

Confirmation # SXC23ZC Exit, No Changes | | Cancel Reservation

Special Section Total Cost Estimate

COMMONWEALTH OF

PENNSYLVANIA Faora 1 day rental of a2 Standard

( Ford Fusion or similar ).

Pick Up Location PATRAMNSFORTATION %200 USD Standard
ASSISTANCE Ford Fusion or sirmilar
COMMONWEALTH GARAGE
HARRISBURG, PA 17103-1729 Subtotal  $36.00 USD
Tel.(717) 238-7541 YEHICLE REMTAL TAX 50638 L350
SALES TAX 204 UED
Dates & Times change
*Total Charges %3872 USD
Pick Up . .
Commonwealth of Pennsyhrania Accountz are tax
Sep 26, 2012 @ Noon and feez exempt. Theze feez will be removed at
Return L the counter.

Sep 27, 2012 @ Moon
Thank you for your reservation. Please contact
Vehicle Class change | pGS' contract administrator, Dave Welker at
F17-787-3695 if you have any questions

Standard regarding rental services.

Renter's Information  change

DOUG PASKOWSKI
Tel: (717)809-3006
DOUGL-':".S.J.F'.-':".SKO"."'."SK|@EH| =  Commeonweslth of Pennsylvanis recsives unlimited

Important Information About Your Rental

COM mileage on sll Commeonweslth business Travel.

=  The Commonwealth’s and its authorized users’ use of
B4 (Business Areal: this website is governed sclely by the terms and
_1'5 ' conditions of cur contract.

=  There is no additicnal charge to add additicnal
Commeonweslth Business Travelers as drivers on this

Cost Center: resereaticn.

1533033026

CAD Comd: | Fwit Ma i hannas | | Mancal Do amratinem |

€ Internet g v H100%
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'g'l Google

Edit

gvorites |E Enterprise Rent-f-Car: Rental Cars at Everyday Low .., | |

View

Favorites  Tools  Help

B S v B [ o= - Page - Safety - Tools -

-enterprise

——————————————————————————————

Modify Reservation @ |

Cancel your reservation

Confirmation # SxXC3ZC

Special Section

COMMONVWEALTH OF
PENNSYLVANIA

Location Details change

Pick Up Location

COMMOMNWEALTH GARAGE
HARRISBURG, PA 171031729

Tel. (717)238-7541

Dates & Times chanage
Pick Up
Sep 26, 2012 @ Moon
Return
Sep 27, 2012 @ Moon

Vehicle Class chanae
Standard

Renter's Information

DOUG PASKOWSKI
Tel: (717)9809-5006

DOUGLAS. J PASKOWSKI@EHI

COM

Are you sure you want to cancel?

Yes, Cancel I\' .

@ Internet

i

*-rﬂ"

o 100%,




e, vl G |[4][ x| [2F co0ge ||E

| - |E htkps: | fee, enkerprise, com/car_rentalcancelResereation. do

Edit  Yiew Favorites Tools Help

avorites |EEnterprise Rent-a-Car: Rental Cars at Everyday an...| | S v B [ o= - Page - Safety - Tools -

e —————————————————————————————————————————————————————————

Your reservation has been cancelled.
Your cancellation number is the same as your confirmation number : SXC3ZC

You can make another reservation or explore all the great things enterprise.com has
to offer.

Go to Enterprise Home »

Enterprise Rent-A-Car Privacy Policy | Terms of Llse| @ 2012 Enterprize Rent-A-Car. Patent Pending

€ Internet g v H100%




¢ Edit  Wiew Insert  Format  Tools  Table  Window  Help Tvpe a queskion for help
| Track in CRM | Regarding: (None) H
send | | - |G B [2 ¥ B | W[5

2] Options... = | Plain Text -

To.,

e,

jeck: Confirmed: Enterprise Rent-A-Car Reservation

=1 V)| -0 A B LU == =i s ==

Dear Doug Paskowski,

Thank wvwou for choosing Enterprise. We look forward to sSeeing wou on
Tednesday, September 26, 2012 at MNoon. If wou didn't print wour
~onfirmation when you reserved your car, please print thisz Ewail or record
rour confirmation nuwkber. You way need it when vwou pick up wour rental.
four rental information is sumwarized helow.

confirmation Muwkber: S3XECIZC

BA [(Business Area): 15

_ost Center: 1533033026

AP Fund: 1007400000

Proposed Itinerarv: Harrishburg-Philadelphia-Harrishurg
Internal Order [(if applicable) :

MBS (Work Breakdown Structure), if applicable:

Jame: Paskowski, Dougy
Pick Up Date: Wednesday, September 26, 2012 at Noon
Drop Off Date: Thur=sday, Septewber 27, 2012 at Noon

Pick Up Location Address and Phone MNunber:
COMMONWEALTH GALRAGE
2221 FORZTER 3T

HARRISEURG, PA 17103-17Z9
lel.: (717) 238-7541

el Sec 1 1)z ak 4.9" Lm 26 Col 42 [E%)|
 —



¢ Edit  Wiew Insert  Format  Tools  Table  Window  Help Tvpe a queskion for help
| Track in CRM | Regarding: (Mone) ./ !
send | ) - |2 & |5 ¥ B3| ¥ |5

Ta...

2] Options... = | Plain Text -

L P

jeck: Confirmed: Enterprise Rent-A-Car Reservation

=R EERr Y| 0 A B 2 U E]=

Pick Up Location Hourzs for the week of @0 Septewber 24, 2012

Monday 700 am £:00 pio
Mesday 700 am £:00 pio
Tednesday 700 am £:00 pio
Thursday 700 am £:00 pio
' iday 700 am £:00 pio
saturday Clozed

Zunday Claozed

~ar and Rate Inforwmation for COMMONWEALALTH OF PENMNSYLWANIL:

standard
Ford Fusion or siwilar
34.00 UD (1 Day B 34.00)
Z2.00 Ush (Ph TRAWNZPORTATICN ASSTISTANCE)
36.00 TID [Subtotal)
0.&8 UsDh (WVEHICLE RENTAL TAZI)
2.04 Ush [SALES TAX)

l'otal charges 38.72 USD

commonwesalth of Pennsvylvania Accounts are tax and fees exempt. These fees
7ill bhe remwmowed at the counter.

e 2 Sec 1 2j2 At 11" Ln2  Colt \Ci



¢ Edit  Wiew Insert  Format  Tools  Table  Window  Help Tvpe a queskion for help
| Track in CRM | Regarding: (None) H
send | | - |G B [2 ¥ B | W[5

2] Options... = | Plain Text -

jeck: Confirmed: Enterprise Rent-A-Car Reservation

= W NN 0 A B 2 U E]=

commonwealth of Pennsvylvania receives unlimited wileage on all Commonweslth
susiness Trawvel.

The Commonwesalth’s and its suthorized users' use of this website is governed
=olely by the termws and conditions of our contract.

There iz no additional charge to add hdditinnal Commonweslth Business
[tavelerzs as drivers on this reservation.

If wou need & ride, Enterprise will pick vou up, take vou to our office and
Jet wou on yvour way, shsolutely free. Call Tel.: (717) 238-7541 now to make
Srrangements. Geographic restrictions way apply.

Plegse click the link below to wodify or cancel this reserwvation. [(MNote:
Modifvying wour location, date, or time mway result in chahges to your rates,
Laxes, surcharges or underage fee) .
https://wyw.enterprise.com/car_rental/deeplinkmap. do?hid=001sconfirmmum=3XEC3
cokfirstname=Dougélastname=Paskowvskiconty=0U23 L language=EN

e 2 Sec 1 2j2 At 32"  Ln 15 Col 38 \Ci
 —



e Edit  Wiew Insert  Format  Tools  Ackions  Help
Reply | =g Reply toall | i Forward | -9 |4 | & [ 23 X |4 - % - A | @ !
| Track in CRM | Regarding: (Mone) J8 !

arn: DL Custhelp OnlineReservations Reservations Sent:  Mon 9f24/2012 5:13 PM
B Paskowski, Douglas ]

bject: Cancelled: Enterprise Rent-A-Car Reservation

=ar Douy Paskowski,

='re Zorry vou woh't be picking up vour rental car with uz on Wednesday, September 26, Z012. Pleaze keep Enterpri=e
=ht-A-Car in mind in the future. Tour cahncellation nuwmber iz the =zame az vour confirmation number: 3XC3IZC

leaze visit u= again,

1terprize Rent-L-Car

. 3. When vou're renting in towh, rewember, we have an office cloze to you! After all, with thousands of locations
arldwide, Enterprise iz always nearby.




Discussion ltems

Proper Coding

Billing & Credit Card Pay
Acclident Procedures-see handout
Roadside Assistance-see handout



Accident Procedures

e During business hours (M-F 8:00am — 6:00pm
& Sat. 9:00am — 12:00pm): Contact police at
the scene of the accident and rental branch
located on your copy of the rental agreement.
Obtain name of investigating police department
(with police report number), the name, address,
driver’s license number, license plate number,
Insurance carrier and policy number of other
vehicle operator(s).




Accident Procedures

e After business hours: Contact police at the
scene of the accident and rental branch located
on your copy of the rental agreement the next
business day to speak with a rental agent.
Obtain name of investigating police department
(with police report number), the name, address,
driver’s license number, license plate number,
Insurance carrier and policy number of other
vehicle operator(s).

— If car is not drivable — please follow After Hours
Breakdown Procedures.




Breakdown Procedures

 For Breakdowns During Office Hours:
Contact rental branch directly during

business hours (M-F 8:00am — 6:00pm &
Sat. 9:00am — 12:00pm). Phone number
can be found on the rental agreement.



Breakdown Procedures

 For Breakdowns After Office Hours: Get
to a safe location. Call the Enterprise 24hr
Roadside Assistance at 1-800-307-6666.
Roadside assistance will help to determine
the best course of action depending on
your situation.



Discussion ltems

e Cancellations
e Your Questions



_ Formak  Tools  Table  Window  Help Tvpe a queskion for help
r . j = T . AE i'__ | ¥ Lo | o .-.--. e = E T \ kA 7 E = A
e : . A iz— .

Thank You!!!

I
ENTERPRISEHOLDINGS.

Douglas J. Paskowski
Director of Business Rental Sales
Business Rental Department

717-909-5006 office
717-773-1818 cell
815-301-6650 fax

douglas.j.paskowski@ehi.com

Regional Office-Penrac LLC
2625 Market Place

11}
11 ak 1" lm 1 ol 1 reC| TRE| [EXT | [ovr| | G




Reserving a Rental Vehicle

As of October 1, 2012, Commonwealth business
travelers should follow the process outlined In
the following slides to reserve a rental vehicle
from either the Commonwealth Garage or from
any Enterprise neighborhood branch.

If you have any questions about this process,
please contact your Automotive Liaison.



The Ground Travel Worksheet

Enter Trip Information

Step 1: Total Round Trip Miles 250
Step 2: Total Number of 24-hour Periods 1
Current Fuel Price £3.73

Step 3: Select Lowest Cost Option Below

- Click here 1o reserve an Entervprise Rental Yehicle 1 least expensivie
I
Ground Travel Cost

Bast Value Trawvel Option Total Cost Cost/Mile
Least Expensive: Enterprise Rent-A-Car 5 59.27 | 3 0.277
2nd Option: Agency Pool Vehicle % 70.83 | % 0.283
3rd Option: Personal Auto - Standard Rate = 138.75 | 5 0.555
Alternative: Fer=ocnzl Auto — Other YV ehicle Availabe = 57.50 | 5 0,23
Employee Name: Employes No.:
Agency:

|l'h_l._.|"_"l. T e o=l = A



.;;v |E enterprise, con V| @ *'"? A

dit  View Favorites  Tools  Help

avorites | BSJRent a car here - The Enterprise Rent-A-Car Oline R... S v B [ o= - Page - Safety - Tools -

Contact Us | Help

Bnterprise

Commonwealth of Pennsylvania Enterprise QUICKSTART Service

In the Commaonwealth of Pennsylvania, the Enterprise brand will offer the aption to "QUICKSTART a rental from a
paricipating renting Enterprise location to accommodate an early pick up time far a vehicle rental. To secure a rental
using the QUICKSTART option, the Commonwealth Business Traveler shall request this option when making the
reservation with the paricipating Enterprise location. QLUICKSTART service is provided to Commonwealth Business
Travelers at no additional charge. Rental pericds shall commence as follows:

Pick Up Date & Time

(outside of 24 hour requested rental period) Date Rates to Commence

Weekday (Monday-Thursday) at 4:00 pm The next day, at 8:00 am

The following Monday at 8:00 am {unless utilized for

Friday at 4:00 pm husiness purposes prior to Monday)

Saturday during business hours (standard business The following Monday at 8:00 am {unless utilized for
hours are 2:00 am to 12:00 pm) business purposes priorto Monday)

AQUICKSTART report will be generated maonthly and provided to the Commaonwealth. With assistance from the
Commanwealth, Cantractor will identify any trends of possible misuse by the Commanwealth Business Traveler and,
the Commonwealth will investigate for fraud. If vou have any questions regarding the QUICKSTART program and how it

is applied, please contact the rental hranch.
| Book flow & |

e € Internet F5 v H100%
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1@.' - |= hikkp: f v enterprise, comjcar_rental/deeplinkmap, do?bid=0258ref Id=C0PAHOME bl | |*‘"?| | A | ';l Google | |J
Edit  Yiew Favorites Tools Help
avorites |=Enterprise Rent-a-Car: Rental Cars at Evervday Low ... | | S v B [ o= - Page - Safety - Tools -

pennsylvania

Welcome Commonwealth of Pennsylvania Travelers

This page is intended for non-airport travel. Flease choose your Department and then your location. The Commanwealth's
and its authorized users’ use of this website is governed solely by the terms and conditions of our contract.

Agriculture (TEST)

Health (TEST)

Public Welfare (TEST)

Aging

Banking

Board of Probation and Parole
Community and Economic Development

Conservation and Natural Resources

€ Internet g v H100%
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1{—;:? - |E hikkp: ffwiva  enkerprise, comjcar_rental/deeplinkmap, dothid=0258ref Id=C0PA 8GR eferedP age=multiDivOffer V| || % 'g:l Google ||J
Edit  Yiew Favorites Tools Help
avorites |EEnterprise Rent-a-Car: Rental Cars at Evervday Low ... | | S v B [ o= - Page - Safety - Tools -

enterprise

pennsylvania

CWOPA - Department of Agriculture

The Commaonwealth’s and its authorized users’ use of this website is governed solely by the terms and conditions of our
contract.

Commonwealth Garage - Harrisburg

Select this option if vou wish to pick-up/drap-off the rental vehicle at the Commaonwealth Garage at 22nd and Forster
Street.

All Other Locations

Enterprise Rent-A-Car Privacy Policy | Terms of Llse| @ 2012 Enterprize Rent-A-Car. Patent Pending

€ Internet g v H100%
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| - |E hikkp: f v enkerprise, comjcar_rental/deeplinkmap, dothid=00480pbr=57Pafcnty=US%cust=x757W048r efere V| || %

'g'l Google

Edit  Yiew Favorites Tools Help

avorites |EEnterprise Rent-A-Car: COMMONWEALTH GARAGE, H... | |

S v B [ o= - Page - Safety - Tools -

COMMONWEALTH GARAGE

COMMONVWEALTH OF PENNSYLVANIA

w pennsylvania

CWOPA TERMS OF USE

The Commonwealth's and its authorized users’ use af this
webhsite is governed solely by the terms and conditions of our
contract

Enterprise Rent-A-Car
COMMONVVEALTH GARAGE
2221 FORSTER 8T
HARRISBURG, PA 171031729

Tel: (717) 238-7T541

Iew Zearch or Zhow Mearest Locations
Business Hours

forthe week of Sep 24, 2012

Open Close
Manday 7:00am  6:00 pm

Tuesday 7:00am 6:00pm
Wednesday 7:00am  6:00 pm
Thursday 7:00am  6:00pm
Friday 7:00am  6:00 pm

Check Rental Car Rates

1. Dates & Times
Start

Sep  w|[25 %l Maoon w
End
Sep w |25 %l Moon “w

View Rates »
o o

The Enterprise® Business
Rental Program.
A Better Way to Go.

& € Internet 5 -

o 100%,



o A |E enkerprise, com V| | K "l
Edit  Yiew Favorites Tools Help
avorites | IS Enterprise Rent-A-Car: Rental Cars at Everyday Low ... M B | e v Page - Safety » Tools -
Snterprise
. - . | Pick a Vehicle: Show nearest locations
| Reservation Summary | 11 of 12 Vehicle Classes to choose from.
408 lete ehicle Class escription rice Quote
CT11] | 40% Comp Vehicle CI Descripti Price Quot
_ _ - . MNizzan Versa, $32.00 USD/ day
Special Section Ol  Toyota Yaris or S 36.55 USD Total Select b
see details il i
COMMONWEALTH OF S =miar See details
PENHSYLVANIA . Toveota Corela, 5 34.00 USD/ day PR
. . D@ iz=an Sentra or § 38.72 USD Total e r
Location Details see details similar see details
Pick Up Location
COMMONWEALTH GARAGE g  Fofusonor S o400 USD/day Select b
HARRISBURG, PA 17103-172§ =& details similar : .
Tel. (717) 238-7541 E— see defalls
, . 1SVITRAR g 38.00 USD / day
Dates & Times chande | ! Full Size ey : § 43.04 USD Total Select »
details Dodge Charger .
_ sgg o see details
Pick Up - or similar —_—
Chry=zler Town
Sep 26, 2012 @ Moon
_T and Country, 5 54.00 USD / day
Return Minivan 'IE‘H-’ Dodge Grand S 50.32 USD Total
Sep 27, 2012 @ Noon see details Caraan or see details
Vehicle Class
) Ford Ezcape, 5 52.00 USD / day
{not yet chosen) ';ltﬁ;mm'ﬂte & Jeep Liberty or % 53,15 USD Total Select b
see details =imilar see details
Renter's Information
: & Jeep Grand S 54.00 USD/ day
(not vet entered) Standard SUV : Cherokse, or % 60.22 USD Total select b
see details imilar see details
Ctart Auar — GHC Yukon, & on AR LIEF [ A

€ Internet g v H100%




o A |E enterprise.com V| | K "l
Edit  Yiew Favorites Tools Help
avorites | ™ Enterprise Rent-fi-Car: Rental Cars at Everyday Low ... S v B [ o= - Page - Safety - Tools -
LU AalurT Lrelalnra L = L= i cee IjEtEI”S similﬂr cen de‘ta”g
Pick Up Location |
COMMONWEALTH GARAGE gy odfusonor o400 USD/day r—
1 * Standard L 2 38.72 USD Total
HARRISBURG, PA 17103-1729 see defails similar <o details
Tel.: (717 238-7541 E—
Chevy Impala,
L — . : $ 38.00 USD / day
Dates & Times change | | Full Size e X S'Tﬂ"cﬁh“'m' $ 43.04 USD Total Select b
. see defails pege Lharger see details
Pick Up or zimilar _—
Chryzler Town
Sep 26, 2012 @ Naon -7 and Country,  § 54.00 USD / day
Return Minivan Y —— Dodge Grand g 50.32 USD Total Select p
see details , i
Sep 27, 2012 @ Noon See defalls Eﬂ:?n:"ﬂanrﬂr see details
Vehicle Class intermediate Ford Ezcape, $52.00 USD/ day
{not yet chosen) = & Jeep Liberty or § 58.16 USD Total select b
see details gimnilar see details
Renter's Information
_ & Jesp Grand 3 54.00 USD [ day
(not yet entered) Standard SUV Cherokee, or g 50.22 USD Total select b
see details zimilar see details
. GMC *ukon
Start aver ! $82.00 USD/ day
Large SUV ‘ o L S §0.58 USD Total Select p
details Ford Expedition, .
Commaonvealth 5ee or similar see details
Vehicle Note
Commonwealth Travel Policy & Chewy Colorada, S 50.00 USD / day
menwe - Pickup Truck Dodge Daketa or $ 55.00 USD Total Select b
provides that Commonwealth ICKup Truc ; ge L + 2000 UsD Toia
buziness travelers may select see defails similar see details
Compact, Intermediate and )
i - Chevy Siverade, S 55.00 USD / day
Standard. Other vehicle tyvpes )
require tusinﬂ;nﬁd e Large Pickup H Ram 1500 Crew § 61.40 USD Total select b
justification. Upgrades to see details Lak, or similar see details
e ca et < bad . GlEgress.  §55.00 USD/ day
as there & no additional cost Cargo Van : . Ford Econoline £61.40 UsD Total Select b
e = see detfails or similar see details
to the Commonw ealth. ===
: Chevrolet
12 Passenger L Express, Ford Mot Check availability at ather
Van see details Ecuqu!:ne or available. locations
imiar

0 Internet

'd
g -

#, 100%
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1@.' - |= htkps: | fee, enkerprise, com/car_rentalrenteninfo,do

v| % ||E||E| ';l Google

g

Edit  Yiew Favorites Tools Help

gvorites |= Enterprise Rent-f-Car: Rental Cars at Everyday Low .., | |

fH- B

= @ * Page -~ Safety = Tools =

Reservation Summary

B Renter's Details:

Fa

B

[TTTTT]
Special Section

| 80% Complete

Flease note that a designated contact from your agency will receive a copy ofthis

Feservation.

T7

COMMONWEALTH OF
PENNSYLVANLA

Location Details change

Pick Up Location
COMMONWEALTH GARAGE

HARRISBURG, PA 171031729
Tel (717} 238-7541

Dates & Times change
Pick Up
Sep 26, 2012 @ Moon
Return

Sep 27, 2012 @ Moon
Vehicle Class change
Standard
Renter's Information

(not vet entered)

Main Information
* Indicates Required Field 4—

First Last

* Renter's Name: | | | |

* Home Phone Humber: |

{Including Area Code)

Renter's Email; |

{to send you a confirmation)

* BA (Business Area}:| |

This entry must be a 2 digit value.

* Cost Center: | |

This entry must be a 10 digit value.
* SAP Fund: | |

This entry must be a 10 digit value.

* Proposed [tinerary: | |

Enter the names of all destinations.
Include the starting location and =ll
other arrival locations. For example,
"Harrisburg - Philadelphiz -
Harrisburg." Or, "Harrisburg, Allentown
State Hospital, Harrisburg"

Internal Drder(ifapplicable}:| |

WBS (Work Breakdown Structure), if |

aonlicahle:

a Internet

5 -

o 100%,




—,
@ - |n htkps: | fee, enkerprise, com/car_rentalrenteninfo,do

o & |[%)[x] 2 000

It

Edit

View

Favorites

Tools

Help

gvorites ' Enterprise Rent-f-Car: Rental Cars at Everyday Low .., l l

M- 8

= @ * Page -~ Safety = Tools =

Additional Information

You may start filling in your contract here now and save time at the rental counter.

Renter's Address In United States (change country)

(including Puerto Rico)

Street Address Line 1:|

Street Address Line 2:|

City: |

State: | Select a state M |
EIF':|
Waork F'hnne:| |
OtherF‘hnne:| |
.
f Renter's Driver's License
License Number:| |
Issued BY: | Select a state v|
mm dd Wy
Expiration Date:| |Jf | |; | |
mm dd Wy
Date of Bith:| | /] |

.

[ 0 Internet

g v H100%
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1@.' - |E htkps: /e enterprise.com) car_renkalfrenterinfo.do “'| % | * )'( '!:l oogle | |;‘1
Edit  Yiew Favorites Tools Help
avorices |EEnterprise Rent-a-Car: Rental Cars at Everyday Low ... | | ﬁ - B = @ *~ Page - Safety = Tools -
Reservation Summary H Renter's Details:
" ™5
(EEEEER | 80% Complete a Flease note that a designated contact fram your agency will receive a copy ofthis
Reservation.
Special Section

COMMONWEALTH OF
PENNSYLVANLA

Location Details change

Pick Up Location
COMMONWEALTH GARAGE

HARRISBURG, P& 171031729
Tel (717} 238-7541

Dates & Times change
Pick Up
Sep 26, 2012 @ Moon
Return

Sep 27, 2012 @ Moon
Wehicle Class change
Standard
Renter's Information

(not vet entered)

Main Information
* Indicates Required Field

First Last
* Renter's Name: |Dc:|ug | |Paskcwski |

* Home Phone Humber; |?1 79095006 |

{Including Area Code)

Fenters Email:

= =l |dD|.|glas.j.paskowski@ehi.mm |
{to send you a confirmation)

* BA (Business Area): |15 |

This entry must be =2 2 digit value.

* Cost Center: |1533D33D‘25 |
This entry must be = 10 digit value.

* SAP Fund: 1007400000 |
This entry must be = 10 digit value.

* Proposed ltinerary: |Harrisburg-F‘hiladelphia-Harrisburg |

Enter the names of all destinaticns.
Include the starting location and all
other arrival locations. For example,
"Harrisburg - Fhiladelphia -
Harrisburg." Or, "Harrisburg, Allentown
State Hospital, Harrisburg”

Internal Order[ifapplicable}:| |

WBS (\Work Breakdown Structure), if |
applicakle:

a Internet

5 -

o 100%,
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il htkps: | fee, enkerprise, com/car_rentalrenteninfo,do w || % 'g: Google y
st
Edit  Yiew Favorites Tools Help
avorites |EEnterprise Rent-a-Car: Rental Cars at Evervday Low ... | | S v B [ o= - Page - Safety - Tools -
Reservation Summary & Renter's Details: /
B Flease review the information on this page for accuracy where indicated.
60% lete .
(REEEER ] Comp b .
Special Section ‘ i ] Flease note that a designated contact from vour agency will receive a copy of this
Reservation.
L

COMMONWEALTH OF
PENNSYLVANIA

Location Details change

Pick Up Location

COMMOMNWEALTH GARAGE
HARRISBURG, PAT103-1729
Tel (717} 238-7541

Dates & Times change
Pick Up
Sep 26, 2012 @ Moan
Return

Sep 27, 2012 @ Moan
Vehicle Class change
Standard
Renter's Information

(not vet entered)

Main Information

* Indicates Required Field
First Last

* Renter's Name: |Dnug | |Pagkgwski

* Home Phone Number: |?1 79095006

{Including Area Code)

Renters Email:

+ = |duuglas.j.paskcwski@ehi.mm
{to send you a confirmation)

* BA (Business Area): |15

This entry must be a 2 digit value.

* Cost Center: | 1533033026

This entry must be a 10 digit'.raly
B Flease enter a correct value.

* SAP Fund: 100740000 «

This entry must be = 10 digit value.

* Proposed ltinerary: |Harrisburg-F‘hiladelphia-Harrisburg

Enter the names of all destinaticns.
Include the starting location and all
other arrival locations. For example,
"Harrisburg - Fhiladelphia -
Harrisburg." Or, "Harrisburg, Allentown
State Hospital, Harrisburg”

Internal Crder (if applicahle):

a Internet

5 -

o 100%,
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| - |E htkps: | fee, enkerprise, com/car_rentalrenteninfo,do

8l

A 'g'l izo0gle

Edit  Yiew Favorites Tools Help

gvorites |E Enterprise Rent-f-Car: Rental Cars at Everyday Low .., | |

S v B [ o= - Page - Safety - Tools -

Reservation Summary
(NEEEEEEE | 20% Complete
Special Section

COMMONWEALTH OF
PENNSYLVANIA

Location Details change

Pick Up Location

COMMOMNWEALTH GARAGE
HARRISBURG, PAT103-1729
Tel (717} 238-7541

Dates & Times change
Pick Up
Sep 26, 2012 @ Moan
Return

Sep 27, 2012 @ Moan

Vehicle Class change
Standard
Renter's Information  change

Doug Paskowski

Tel: (717)909-5006
douglas.j.paskowskigehi
.com

BA(Business Area)
15

Cost Center:
1533033026

VAT T e

Verify your Infoermation and Book your Rental.

Total Cost Estimate

Fora 1 day rental of a Standard
{ Ford Fusion ar similar }.

Ford Fusion or similar

1Day@ & 3400 05D §34.00UED
PATRANSPORTATON  500Us siandara

Subtotal 3 36.00USD

YEHICLE REMTAL TAX 3068 U3D

SALES TAX 5204 05D

*Total Charges % 38.72 USD

and feez exempt. Theze feez will be removed at
5 the counter.

'l Rt
Commonwealth of Pennzylvania Accounts are tﬂxJ /

Thank you for your reservation. Please contact
DGS' contract administrator, Dave Welker at
F17-787-3695 if you have any questions
regarding rental services.

Important Information About Your Rental

=  Commonweslth of Pennsylvania receives unlimited
mileage on sll Commaonweslth business Travel.

=  The Commonwealth’s and its authorized users’ use of
this website is governad solely by the terms and
conditions of cur contract.

=  Thears is no sdditicnal chargs to add additionsl
Commeonweslth Business Travelers as drivers on this
resarvation.

@ Internet

o 100%,



2 |E https enterprise.cam V| ﬁ | 1 | X "'l
Edit  Yiew Favorites Tools Help
avorites | IS Enterprise Rent-A-Car: Rental Cars at Everyday Low ... S v B [ o= - Page - Safety - Tools -

Thank you, Doug. Your reservation is complete.

rint Confirmation » |

Ifyou entered a valid email, a copy of this reservation has been sent to vou.

Confirmation Mumber:

Renter's Name:

COMMONWEALTH OF PENNSYLVANIA

SXC3ZC

Doug Paskowski

& ©

Create another Reservation

similar to this one /

IModify or Cancel this

BA (Business Area). | 1§ Eeservation
Cost Center | 4533033026 ’/
SAPFund: | 4007400000 “e=7 Sendthis confirmation to a

Propozed Rinerary:

Internal Order (if

applicable):

WBS (Work Breakdown

Structure), if applicable:

Vehicle Clazs:

Pick Up Date & Time:
Return Date & Time:

Pick Up Location:

Harrisburg-Philadelphia-Harrisburg

Standard

{Ford Fusion or similar)

Wednesday, Sep 26, 2012 @ Noon
Thursday, Sep 27, 2012 @ Noon

COMMONVEALTH GARAGE
2221 FORSTER ST
HARRISBURG, PA 17103-1729
(717) 238-7541

We'll Pick You Upl&E

Meed a ride from your place to our place? Call
your rental office at (717) 238-7541 for details

about our pick-un service. (Geoaranhic

f

% |

friend

Return to Enterprise Home

@ Internet

'd
g -

#, 100%
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) - |E https enkerprise, com V| ﬁ | | K

dit  View Favorites  Tools  Help

avorites | IS Enterprise Rent-A-Car: Rental Cars at Everyday Low ... S v B [ o= - Page - Safety - Tools -

|' Modify Reservation @ | Verify Changes to Confirmation #SXC3ZC.

Confirmation # SXC23ZC Exit, No Changes | | Cancel Reservation

Special Section Total Cost Estimate

COMMONWEALTH OF

PENNSYLVANIA Faora 1 day rental of a2 Standard

( Ford Fusion or similar ).

Pick Up Location PATRAMNSFORTATION %200 USD Standard
ASSISTANCE Ford Fusion or sirmilar
COMMONWEALTH GARAGE
HARRISBURG, PA 17103-1729 Subtotal  $36.00 USD
Tel.(717) 238-7541 YEHICLE REMTAL TAX 50638 L350
SALES TAX 204 UED
Dates & Times change
*Total Charges %3872 USD
Pick Up . .
Commonwealth of Pennsyhrania Accountz are tax
Sep 26, 2012 @ Noon and feez exempt. Theze feez will be removed at
Return L the counter.

Sep 27, 2012 @ Moon
Thank you for your reservation. Please contact
Vehicle Class change | pGS' contract administrator, Dave Welker at
F17-787-3695 if you have any questions

Standard regarding rental services.

Renter's Information  change

DOUG PASKOWSKI
Tel: (717)809-3006
DOUGL-':".S.J.F'.-':".SKO"."'."SK|@EH| =  Commeonweslth of Pennsylvanis recsives unlimited

Important Information About Your Rental

COM mileage on sll Commeonweslth business Travel.

=  The Commonwealth’s and its authorized users’ use of
B4 (Business Areal: this website is governed sclely by the terms and
_1'5 ' conditions of cur contract.

=  There is no additicnal charge to add additicnal
Commeonweslth Business Travelers as drivers on this

Cost Center: resereaticn.

1533033026

CAD Comd: | Fwit Ma i hannas | | Mancal Do amratinem |

€ Internet g v H100%
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| - |E htkps: | fe, enkerprise, com)car_rental ety do

vl G |[4]]x

'g'l Google

Edit

gvorites |E Enterprise Rent-f-Car: Rental Cars at Everyday Low .., | |

View

Favorites  Tools  Help

B S v B [ o= - Page - Safety - Tools -

-enterprise

——————————————————————————————

Modify Reservation @ |

Cancel your reservation

Confirmation # SxXC3ZC

Special Section

COMMONVWEALTH OF
PENNSYLVANIA

Location Details change

Pick Up Location

COMMOMNWEALTH GARAGE
HARRISBURG, PA 171031729

Tel. (717)238-7541

Dates & Times chanage
Pick Up
Sep 26, 2012 @ Moon
Return
Sep 27, 2012 @ Moon

Vehicle Class chanae
Standard

Renter's Information

DOUG PASKOWSKI
Tel: (717)9809-5006

DOUGLAS. J PASKOWSKI@EHI

COM

Are you sure you want to cancel?

Yes, Cancel I\' .

@ Internet

i

*-rﬂ"

o 100%,
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| - |E htkps: | fee, enkerprise, com/car_rentalcancelResereation. do

Edit  Yiew Favorites Tools Help

avorites |EEnterprise Rent-a-Car: Rental Cars at Everyday an...| | S v B [ o= - Page - Safety - Tools -

e —————————————————————————————————————————————————————————

Your reservation has been cancelled.
Your cancellation number is the same as your confirmation number : SXC3ZC

You can make another reservation or explore all the great things enterprise.com has
to offer.

Go to Enterprise Home »

Enterprise Rent-A-Car Privacy Policy | Terms of Llse| @ 2012 Enterprize Rent-A-Car. Patent Pending

€ Internet g v H100%




¢ Edit  Wiew Insert  Format  Tools  Table  Window  Help Tvpe a queskion for help
| Track in CRM | Regarding: (None) H
send | | - |G B [2 ¥ B | W[5

2] Options... = | Plain Text -

To.,

e,

jeck: Confirmed: Enterprise Rent-A-Car Reservation

=1 V)| -0 A B LU == =i s ==

Dear Doug Paskowski,

Thank wvwou for choosing Enterprise. We look forward to sSeeing wou on
Tednesday, September 26, 2012 at MNoon. If wou didn't print wour
~onfirmation when you reserved your car, please print thisz Ewail or record
rour confirmation nuwkber. You way need it when vwou pick up wour rental.
four rental information is sumwarized helow.

confirmation Muwkber: S3XECIZC

BA [(Business Area): 15

_ost Center: 1533033026

AP Fund: 1007400000

Proposed Itinerarv: Harrishburg-Philadelphia-Harrishurg
Internal Order [(if applicable) :

MBS (Work Breakdown Structure), if applicable:

Jame: Paskowski, Dougy
Pick Up Date: Wednesday, September 26, 2012 at Noon
Drop Off Date: Thur=sday, Septewber 27, 2012 at Noon

Pick Up Location Address and Phone MNunber:
COMMONWEALTH GALRAGE
2221 FORZTER 3T

HARRISEURG, PA 17103-17Z9
lel.: (717) 238-7541

el Sec 1 1)z ak 4.9" Lm 26 Col 42 [E%)|
 —



¢ Edit  Wiew Insert  Format  Tools  Table  Window  Help Tvpe a queskion for help
| Track in CRM | Regarding: (Mone) ./ !
send | ) - |2 & |5 ¥ B3| ¥ |5

Ta...

2] Options... = | Plain Text -

L P

jeck: Confirmed: Enterprise Rent-A-Car Reservation

=R EERr Y| 0 A B 2 U E]=

Pick Up Location Hourzs for the week of @0 Septewber 24, 2012

Monday 700 am £:00 pio
Mesday 700 am £:00 pio
Tednesday 700 am £:00 pio
Thursday 700 am £:00 pio
' iday 700 am £:00 pio
saturday Clozed

Zunday Claozed

~ar and Rate Inforwmation for COMMONWEALALTH OF PENMNSYLWANIL:

standard
Ford Fusion or siwilar
34.00 UD (1 Day B 34.00)
Z2.00 Ush (Ph TRAWNZPORTATICN ASSTISTANCE)
36.00 TID [Subtotal)
0.&8 UsDh (WVEHICLE RENTAL TAZI)
2.04 Ush [SALES TAX)

l'otal charges 38.72 USD

commonwesalth of Pennsvylvania Accounts are tax and fees exempt. These fees
7ill bhe remwmowed at the counter.

e 2 Sec 1 2j2 At 11" Ln2  Colt \Ci



¢ Edit  Wiew Insert  Format  Tools  Table  Window  Help Tvpe a queskion for help
| Track in CRM | Regarding: (None) H
send | | - |G B [2 ¥ B | W[5

2] Options... = | Plain Text -

jeck: Confirmed: Enterprise Rent-A-Car Reservation

= W NN 0 A B 2 U E]=

commonwealth of Pennsvylvania receives unlimited wileage on all Commonweslth
susiness Trawvel.

The Commonwesalth’s and its suthorized users' use of this website is governed
=olely by the termws and conditions of our contract.

There iz no additional charge to add hdditinnal Commonweslth Business
[tavelerzs as drivers on this reservation.

If wou need & ride, Enterprise will pick vou up, take vou to our office and
Jet wou on yvour way, shsolutely free. Call Tel.: (717) 238-7541 now to make
Srrangements. Geographic restrictions way apply.

Plegse click the link below to wodify or cancel this reserwvation. [(MNote:
Modifvying wour location, date, or time mway result in chahges to your rates,
Laxes, surcharges or underage fee) .
https://wyw.enterprise.com/car_rental/deeplinkmap. do?hid=001sconfirmmum=3XEC3
cokfirstname=Dougélastname=Paskowvskiconty=0U23 L language=EN

e 2 Sec 1 2j2 At 32"  Ln 15 Col 38 \Ci
 —



e Edit  Wiew Insert  Format  Tools  Ackions  Help
Reply | =g Reply toall | i Forward | -9 |4 | & [ 23 X |4 - % - A | @ !
| Track in CRM | Regarding: (Mone) J8 !

arn: DL Custhelp OnlineReservations Reservations Sent:  Mon 9f24/2012 5:13 PM
B Paskowski, Douglas ]

bject: Cancelled: Enterprise Rent-A-Car Reservation

=ar Douy Paskowski,

='re Zorry vou woh't be picking up vour rental car with uz on Wednesday, September 26, Z012. Pleaze keep Enterpri=e
=ht-A-Car in mind in the future. Tour cahncellation nuwmber iz the =zame az vour confirmation number: 3XC3IZC

leaze visit u= again,

1terprize Rent-L-Car

. 3. When vou're renting in towh, rewember, we have an office cloze to you! After all, with thousands of locations
arldwide, Enterprise iz always nearby.




_ Formak  Tools  Table  Window  Help Tvpe a queskion for help
r . j = T . AE i'__ | ¥ Lo | o .-.--. e = E T \ kA 7 E = A
e : . A iz— .

Thank You!!!

I
ENTERPRISEHOLDINGS.

Douglas J. Paskowski
Director of Business Rental Sales
Business Rental Department

717-909-5006 office
717-773-1818 cell
815-301-6650 fax

douglas.j.paskowski@ehi.com

Regional Office-Penrac LLC
2625 Market Place

11}
11 ak 1" lm 1 ol 1 reC| TRE| [EXT | [ovr| | G
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*Program Overview
+Key Milestones

*Roles & Responsibilities
*Card Functionality
Invoicing/Payment
*Rebate Program
*Reporting

Disputes

s*Customer Service
*Sunoco Universal Online Training
+Key Contacts
+*Questions

l ®
© 2012 Wright Express Corporation, All rights reserved, pe n n Sy va n] a
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Who is Wright Express

A leading provider of payment processing and information
management services to businesses and public sector fleets

Fleet payment solutions ot DXPRESS
In business since 1983 e o A
Approximately 900 employees 0%00 00, 17
350,000+ fleets; 6.6M vehicles pc cooi” Weunorg ST
North America & Australia Y5k 00 123456 7
21 Statewide contracts and 4 Federal Agencies [ Sl

Other payment solutions

Corporate purchase cards

Single use account product

Payroll cards

Prepaid cards / Gift card processing

Financials

$553M Revenue, $60.6M in 2011
Public company in 2005: WXS on NYSE

pennsylvania

© 2012 Wright Express Corporation, All rights reserved,



Who 1s Sunoco?

Sunoco

Retail operations based in Philadelphia, PA; in

business for over 125 years

Leading transportation fuel provider with
operations located primarily in the East Coast
and Midwest regions of the US, with over 5
billion gallons of gasoline sold and $700
million of merchandise sales per year

Sells transportation fuels through more than
4,900 branded retail locations in 24 states
#1 market share in Pennsylvania

More than 800 sites in Pennsylvania, and sole
provider on PA Turnpike

l ®
© 2012 Wright Express Corporation, All rights reserved, pe n n Sy va n] a



Key Milestones

Existing contract expires 9-30-12; cards will no
longer work

New Card Distribution: you will sign for and pick up your
BVM cards after this training; If you need miscellaneous
cards, please email Jim at BVM with your misc card needs

Driver 1D/PIN Distribution: 6-digit Employee ID’s will be
loaded into the system for the drivers you have submitted

Online User Access: you and other valid users from your
agency will be receiving via email their temporary
password into the online system by Monday September,
17th,

l ®
© 2012 Wright Express Corporation, All rights reserved, pe n n Sy va n] a



Roles and Responsibilities

DGS Bureau of Procurement
Oversee contract execution/maintain compliance

BVM

Maintain central vehicle database

Add, reissue, terminate cards; manage card controls
Add/manage online users

Manage reporting exceptions

Manage/approve vehicle maintenance
Issue/maintain policies

Automotive Officers
Add/terminate Drivers
Review transactions
Review/pay invoices (if applicable)
Review/be familiar with policy manual

l ®
© 2012 Wright Express Corporation, All rights reserved, pe n n Sy va n] a



Standard Card Design

Cards will be embossed

W pennsylvania with:

Line 1: Description Field (YY
Make Model) to fit 20 characters

Line 2: Customer Asset ID
(nine-digit Unit number, space,
oo last six-digits of the VIN)

Cards will be uniquely
numbered for security
reasons and to facilitate the

Sows %) ability to transfer between
number will NOT be on your

ODOMETER READING AND DRIVERID# ARE REQUIRED FOR USE. Ca rd
IFCARDWILL NOT SWIPE, AUTHORIZATIONIS REQUIRED.CALL :
1-866-549-1597

Wright Express Fleel cards are accepted al thousands of parlicipaling localions,

Acceptance is subject to independent station ownerfoperator participation, Ca rd S CO m e Wi th p I aSti C
Use of this card consti of th d conditions of the card 1 1
betir agreeman it which T card wes svad 25 amandad rom e o sleeve and driver guide

fime. The issuer may cancel or limit your use of this card, This card is the

property of the issuer and must be surrendered on demand, If found, please
return to: Customer Service, P.0. Box 639, Portland ME 04104,

\ v,

l ®
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Misc and Undercover Cards

Miscellaneous cards will use the
standard card design and should (Y pernsyvaria
be used for other agency owned
assets, such as equipment

— Embossing for these cards:

— Line 1: Agency Short Name

— Line 2: Customer Asset ID: ORG CODE

MISC #

Undercover Cards will use the S,
standard Sunoco Universal Fleet g@z e
Card design; embossing optional

0YSkL 00 12345k 7
Sithue TaT o

ke THC U

VEHICLE DESC

l ®
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Card Maintenance

Cards will continue to be managed by BVM:
New Cards
Reissuance (lost, stolen, damaged)
Terminated Cards
Card Controls

Using existing process, send a request to BVM with the
Business Area, SAP Fund, Cost Center information and unit
number associated with the vehicle.

BVM will notify the acquiring Agency of the card arrival and
coordinate the distribution of the card.

New Feature: cards can be transferred between agencies
without reissuance (cards can stay with the vehicles)

l ®
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Acceptance

— Broad acceptance that leverages the
entire Wright Express Fueling network

— 180,000 accepting locations, including
more than 90% of U.S. retail fuel
locations

— Over 4,100 accepting fuel sites in PA

— More than 800 Sunoco locations in
Commonwealth of PA

— Sole provider to PA Turnpike

— More than 50,000 diesel locations in the
U.S., including 8,200 truck stops and .
card-locks ] &

— Qver 45,000 vehicle maintenance 5

locations in the U.S. accept WEX® i
— More than 2,100 locations in Canada - -

— Plus, additional 500,000 ~
Q === @ =8 @ ,,,,,,

fuel/maintenance locations virtua
) pennsylvania

MasterCard® — WEXPay™



Harrisburg Tank Operation

Overview

WEX is working with Multiforce (equipment provider) to
ensure pump will activate with swipe, and data will be
captured

Plan is to include these transactions in your standard WEX
Invoice (along with your retail transactions)

Once your bill has been paid to WEX, we will ensure DGS
receives payment back on the fuel you used at the site

Timing: site is still in process of being set up to take
WEX/Sunoco card; if you plan to use the site over the next
week or so, keep Voyager card on hand.

Once site is set up, BVM will send out a communication

l ®
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Prompting and Driver Management

Prompting
6 digit Driver ID and Odometer
Drivers will use their 6 digit employee 1D
Driver’s will now be managed at the agency level

Driver’s will use their own Driver ID with every vehicle card
(providing full visibility and accountability for all purchases)

Shared Driver ID’s/PIN’s not recommended

Use of a “formula” to manage your Driver ID’s/PIN’s not
recommended; can lead to fraud/criminal activity

Make sure your drivers NEVER share their Driver ID with
anyone

l ®
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Authorization Controls

Controls are managed within Profiles; Profiles
can be set up for one card or a group of cards
The standard profile for BVM will be:

Open for Fuel, Oil & Fluids, Car Wash, General Merchandise
$250 per transaction (fuel); $50 for other categories
Daily limits
$750 per day
3 transactions per day
Also, a separate emergency profile will be used by the

Wright Express customer service team to facilitate No
Driver Stranded Rules

Adding/Editing/Assigning Profiles will be managed by BVM

Note: Cards will not automatically “lock” after 3 swipe
attempts; but can be monitored via alerts

l ®
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Sunoco Universal Fleet Online

Authorized online users will be given access to
the accounts they manage and will be assigned
a “role” In the system

All initial users will be loaded by WEX; you will receive your
temporary password by Monday September 17th.

You will be required to login, change your password,

choose security questions, and accept terms and conditions
of the site

Ongoing, to add or terminate online users, or change a
user role, please contact BVM

l ®
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Invoicing and Payments

SAP Agencies
No change from current process
WEX will invoice the Commonwealth directly each month

Commonwealth will make single payment to WEX for all
SAP agencies

Detalils of your purchases are still available online

Non-SAP Agencies

Invoicing is monthly; cycle closes last business day of the
month

Invoices can be retrieved online (email notification
available)

Payment is due 30 days from receipt

Payments can be made via ACH(via, CTX, CCD, CCD
and/or PPD format), online or check

l ®
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Disputes

Overall Process:
60 days from date of invoice

Dispute reasons include — suspected duplicate transactions,
suspected misuse, a request to validate signature on the
purchase ticket, or questionable transaction activity (not
Including incorrect Product code).

If dispute is found in your favor, you will receive a credit
for the transaction

2 forms available: one for straight dispute, one for
suspected fraud

l ®
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Reporting

Reporting tools are available online:
Standard
Purchase Activity
Account Review
Opportunity Report
Major Fleet Activity Report

Ad Hoc (Trans summary, trans detail, exceptions)
Flexible Exceptions

Real Time Alerts (set on profile, each user can subscribe)

Custom Reports (on demand, schedule, share)
Authorizations

Account, Card, Vehicle, Driver Profiles
Transactions

l ®
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Rebate Program

Volume Rebate
Based on overall tier of spend for entire portfolio and
speed to pay
Using lowest tier of spend, and slowest payment
timing, agency will earn at least 160bp (1.60%)

Paid annually via check or ancillary credit on invoice

Sunoco Rebate
Based on % of spend with Sunoco vs. other fuel sites

If spend volume at Sunoco is 20% of the volume or
more, there will be additional rebates based on your
usage

Conditions

Pay your bill on time, or sooner. Earlier you pay, the
deeper your rebate

l ®
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Customer Service

Group Issues Handled WEX Support Group Phone Email
Card not working, card lost,
Drivers and merchant issue at pump, WEXPay 24/7 Customer Service
Merchants use, etc. call center 866-549-1597
Questions/help on invoicing,
Automotive reporting, driver administration, Strategic Support
Officers card concerns, disputes, etc. Hours: 8am-5pm EST 800-726-0492 strategic support@wrightexpress.corn
Jamie Salamone
Complex questions, card Premium Fleet Services
management, BVM auth controls, = Account Manager
BVM SAP invoicing, M5 reporting, etc. Hours: 8am-5pm EST 207-523-6013 jamie_salamone@wrightexpress.com [

Sharon Linnane
Strategic planning, large projects, Government Account
BVM/Contract escalation issues, contracting, Manager

Office program reviews, etc. Hours: 8am-5pm EST 941-761-0000 sharon linnane@wrightexpress.com

l ®
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Action Required by WEX CS Rep

Card Issues

Exceeding Authorization Controls

Move card to “PA Emergency” profile

Allow the transaction to process

Move the card back to original profile

Complete email notification to Automotive Officer
and BVM

Lost/Stolen Card

Advise use of alternate form of payment
Refer driver to Automotive Officer
Complete email notification to BVM

Terminated Card

Advise use of alternate form of payment
Refer driver to Automotive Officer
Complete email notification to BVM

Card Suspended for Fraud

Advise use of alternate form of payment
Refer driver to Automotive Officer
Complete email notification to BVM

Card Suspended

Advise use of alternate form of payment
Refer driver to Automotive Officer
Complete email notification to BVM

Invalid Driver ID Issues

Driver is unsure of DID but is active

If call is during normal business hours (Monday
through Friday 8am — 4pm, non holiday) refer driver
to Automotive Officer

If call is after hours, weekend or holiday provide the
driver with the Driver ID

Complete email notification to the Automotive
Officer and BVM

Driver is unsure of DID and is not
active

Advise use of alternate form of payment
Refer driver to Automotive Officer
Complete email notification to BVM

Driver ID is terminated

Advise use of alternate form of payment
Refer driver to Automotive Officer
Complete email notification to BVM

© 2012 Wright

Driver ID is not active in the system
but the card is a Rental Vehicle Card

Add the driver ID into the Level 3 Agency account
Provide driver with randomly generated Driver ID
Complete email notification to BVM

inia



“Live” Online
Demonstration &
Training

pennsylvania



Commonwealth Key Contacts

DGS
— Toniann Noss, Procurement Commodity Specialist, 717.783.2090

BVM

— Steve Weidner, Director BVM, 717.787.3162
— Jim Fiore, Chief BVM, 717.787.6282

l ®
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Conclusion

Thank you

Questions?

l ®
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Who is Wright Express

A leading provider of payment processing and information
management services to businesses and public sector fleets

Fleet payment solutions

; : WRIGHT EXPRESS

In business since 1983 e e
Approximately 900 employees 0¥00 00 Lezuss =
350,000+ fleets; 6.6M venhicles O oy s
North America & Australia 2y o%e
21 Statewide contracts and 4 Federal Ttz D555 7577, o
Agencies

Other payment solutions

Corporate purchase cards
Single use account product
Payroll cards

Prepaid cards / Gift card processing
Financials

$553M Revenue, $60.6M in 2011
Public company in 2005: WXS on NYSE

l [
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Who 1s Sunoco?

Sunoco

Retail operations based in Philadelphia, PA; in

business for over 125 years

Leading transportation fuel provider with
operations located primarily in the East Coast
and Midwest regions of the US, with over 5
billion gallons of gasoline sold and $700
million of merchandise sales per year

Sells transportation fuels through more than
4,900 branded retail locations in 24 states
#1 market share in Pennsylvania

More than 800 sites in Pennsylvania, and sole
provider on PA Turnpike

l ®
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Overview - Timing

Existing contract expires 9-30-12; cards
will no longer work

DATES TO NOTE
«8-30-2012: accounts loaded into the WEX system

«90-01-2012: plastic arrives at WEX

«9-01 through 9-10-2012: cards shipped to
Commonwealth for distribution

«9-05 and 9-06-2012: Training in Harrisburg

l ®
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Overview — Card Design

GOOD THRU

‘ SUN3 (7/12) \

ODOMETER READING AND DRIVERID# ARE REQUIRED FOR USE.
IFCARDWILLNOTSWIPE, AUTHORIZATIONIS REQUIRED.CALL :
1-866-549-1597

Wright Express Fleet cards are accepled at thousands of paricipating locations,
Acceplance is subject lo independent station ownerfoperalor participation,

Use of this card conslitutes acceptance of the terms and conditions of the card
holder agreement under which this card was issued, as amended from time to
fime, The issuer may cancel or limit your use of this card, This card is the
property of the issuer and must be surrendered on demand, If found, please
return to: Customer Service, P.O. Box 639, Porland ME 04104,

\ J

Cards will be embossed
per the specifications

Cards will be uniquely
numbered for security
reasons and to
facilitate the ability to
transfer between
accounts

Cards come with
plastic sleeve and
driver guide

pennsylvania



Overview — Card Functionality

— Broad acceptance that leverages the
entire Wright Express Fueling network

— 180,000 accepting locations, including
more than 90% of U.S. retail fuel
locations

— Over 4,100 accepting fuel sites in PA

— More than 800 Sunoco locations in
Commonwealth of PA

— Sole provider to PA Turnpike

— More than 50,000 diesel locations in the
U.S., including 8,200 truck stops and .
card-locks ] &

— Qver 45,000 vehicle maintenance 5

locations in the U.S. accept WEX® i
— More than 2,100 locations in Canada - -

— Plus, additional 500,000 ~
Q === @ =8 @ ,,,,,,

fuel/maintenance locations virtua
7 pennsylvania

MasterCard® — WEXPay™



Overview — Card Functionality

Prompting
6 digit Driver ID and Odometer

Driver ID is randomly generated by WEX system at the
moment a driver is added (in discussion)

Driver’s will now be managed at the agency level (in
discussion)

Driver’s will use their own Driver ID with every vehicle card
(providing full visibility and accountability for all purchases)

Shared Driver ID’s/PIN’s not recommended

Use of a “formula” to manage your Driver ID’s/PIN’s not
recommended; can lead to fraud/criminal activity

l ®
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Overview — Key Features

Other features of the new program:

Card Transfer

Ability to move cards/vehicles from one account to another
without card reissuance

Custom Fields/Accounting Codes
Reporting
Robust standard, exception and customized reporting
Tax exempt processing
Online invoicing and reporting (green program)
Customer Service (no driver stranded policy)

Rebates/Incentives
Annual, based on overall portfolio spend and speed to pay

Additional incentives possible when fueling at Sunoco sites

Sunoco Universal Online
Real time access to information; user friendly

l ®
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Sunoco Universal Online

Welcome SLSunoco My Preferences | Help | Contact Us | Logout
Universal Fleet Online

| Search: |-Selectcategory~ v | —SeleciFlier— | | |Go | sesren Ties |

Account Explorer view ai Home

Enter Account # or Account Name

| | Go Important Information

Fleet Manager

Level 1 :

SU - Cammonwealth of PA | :l# The information below may require your attention.

« View flexible exception report(s).
+ View 1 pending online user request(s).

My Accounts

' l Select an account to view detailed information.

SU - Commonwealth of PA

Available Credit
Minimum Payment Due: $0.00 Credit Limit: $100.00 valable LT

Payment Due Date: 04/26/2012 Current Balance: $0.00
Ayailable Credit: $100.00

Retrieve Invoice | View Transaction Details ‘

Home | Fleet Manager | Financialz | Reports | Rezource Tools | Administration
My Preferences | Help | Contact Us | Terms & Policies | Accessibility | Logout
&2008. Wright Express Corperation.

Sunoco is a registered trademark of Sunoco and iz uzed with permis=ion.

© 2012 Wright Express Corporation, All rights reserved, pe n n Sylva n] a
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Sunoco Universal Online

Welcome SLSunoco My Preferences | Help | Contact Us | Logout
Universal Fleet Online

‘ Search: - Selectcategory - v | | | Go| Sesrch Tips ‘
Shortcuts Account Detail for PA State Agencies
... PA State Agenc...
.. View Detail Account Summary
... Edit Account _
=] Deqartments Hide Content
View Departments Drivers T Cards
G0 BERTLITEL View Drivers | Add Driver View Cards | Add Vehicle/Asset Card
= Drivers
- View Drivers
- Add Driver Authorization Profiles ﬁ\ Departments
E Cards b View Auth Profiles | Add Auth Profile View Departments | Add Department
i View Cards
i Add Vehicle/Asset Card
= Auth Prafiles '
. View Auth Profiles Account Detail
L. Add Auth Profile
Hide Content
Account Explorer visw ai Account Mame: PA State Agencies Account Type: Account
Sy —— Account Number: 0496001627538 Account Level: 3
TS TeRun E r Reeeum Peme Parent: Commwealth Status: Active
| |[Go Agencies/Offices/Comm Status Date: 02/13/2012 11:49:26
Level 1 Doing Business As: Default Auth Profile:
eve Contact Name: Leanne Lewis
SU - Commonwea...
Edit Account
Level 2 g
Commwealth. ..
r Accounts Belonging to PA State Agencies
Level 3 4
PA State Agenc__
Level 4 Search Filter
View all 1 accaunts. You may filter a search by any of the following:
Mame: | | Status: | Active v
Account Number: | |

l ®
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Sunoco Universal Online

Welcome SLSunoco Wy Preferences | Help | Contact Us | Legout
Universal Fleet Online

Search: |- Select category — v | |- Select Filer - || | [Go| sesreh Ties
Shortcuts Financials
=l Financials
F'”E'”':'E_”S Home Accounting Fields / Codes Accounting Profiles
=l Accounting Manage user-defined accounting fields and Create and edit accounting profiles.
f_feigg’lgig?dﬁ their associated codes. Add Profile | Manage Profiles

: ; ) . ;
. View Fields/Codes Add Field | View Fields / Codes

=l Accounting Profiles
.o Add Profile

: Transaction Management
- Manage Profiles Review and update transactions for each
= Transaction driver. _
Management lManage Transactions |
: Manage Follow Up Transactions
Transactions
. Follow Up

" Transactions

Home | Fleet Manager | Financialz | Reports | Rezource Tools | Administration
Iy Preferences | Help | Contact Uz | Terms & Pelicies | Accessibility | Logout
E2009. Wright Express Corporation.

Suneco iz a regiztered trademark of Sunoce and iz uzed with permiz=zion.

l ®
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Sunoco Universal Online

Welcome SLSunoco My Preferences | Help | Contact Us | Logout
Universal Fleet Online

| Search: |-Selectcategory—~ v | — SeleciFiler - | | Go| Search Tips ‘
Shortcuts Reports
= Reports
- Repaorts Home Ad Hoc Reports My Flexible Exceptions
=l AdHoc Reports Pre-formatted transaction reparts with Identify exception parameters and report
+ Transaction Details query aptions. timing, and view reports.
'Sl'ransaljmn Transaction Details | Transaction Add Exception Report | View Exception
. umm.ary Summary | Exceptions Reports
L. Exceptions
=l My Flexible Exceptions Standard Reports My Custom Reports
: Add Exception r Search and view pre-formatted reports by Create and run custom reports using
ELL ‘ account and cycle. h design templates.
"QEW ﬁxceptmn View Standard Reports | Manage Delivery Create Mew Report | View My Reports |
eports Preferences Wiew Ny Templates
El Standard Reports
. View Standard Real-Time Alerts
AEHE 3 ) 9 Access your Real-Time Alert Motifications
. Manage Delivery View Real-Time Alerts
Preferences
El My Customn Reports
L. Create Mew Report
L. View My Reports
L Wiew Wy Templates
El Real-Time Alerts
: View Real-Time
T Alerts

Heme | Fleet Manager | Financialz | Reperts | Resource Toolz | Adminiztration
My Preferences | Help | Contact U= | Terms & Policies | Accessibility | Logout
@2009. Wright Exprezs Corporation.

Suneoco ig a registered trademark of Sunoce and iz used with permigsion. o

© 2012 Wright Express Corporation, All rights reserved, pe [I [I sy lVd [I] a
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Sunoco Universal Online

S

Fuel Price | =/85E,
Mapping

NEW SEARCH
Street:

City:

|Harrisburg |
State:

o 151 CITGD
CITGDO
Zip: : | Unleaded Regular: $3.859
¥ 1300 M 2ZND ST
I:I . HARRISBURG, PA 17102

Fuel Type: " (717)233-0227 73 ! ¥

|Un|eaded Regular |+
Search Radius:

I Center of Search
ﬂFueling Lacation

oy ' ;
W Today's Bast Price HELP AVG PPG FOR YOUR SEARCH: $3.946

DISTANCE (SITE NAME :IDTERESS TELEPHDNE TRANSA[TIUN

1200 N 2ND 5T b
0.5 CITGD CITGO B e PP (717)233-0227 43 gag Yor 04/05/12 06:03 AM
1.1 CITY GAS GULF 1951 HERR ST {717)233-1135 $3.89% 04/03/12 07:47 AM

HARRISEBURG, PA 171032

512 5 29TH 5T
2.3 29TH STREET GULF GLULF HARRISBURG, PA 17104 (717)238-1401 $3.899 04/03/12 10:29 AM

350 5 10TH 5T r
2.7 CLASS A MARKET SUNCCO LEMOYNE, PA 17043 (717)319-2007 £7.859 i‘:& 04/05/12 01:48 PM

' 4220 UNION DEPOSIT RD _ )
2.6 HANNOLD'S SUNOCO SUNCCO HARRISEBURG. PA 17111 (717)545-1958 $3.899 04/02/12 05:00 PM hal

< | &

DOWNLOAD THIS
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Roles and Responsibilities

BVM
Maintain central vehicle database
Add new cards
Manage reporting exceptions
Manage maintenance on BVM owned vehicles
Issue/maintain policies (see policy manual)
Automotive Officers
Add/terminate Drivers (in discussion)
Reissue/terminate Cards (in discussion)
Review transactions
Review/pay invoices (if applicable)
Review/be familiar with policy manual

l ®
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Conclusion

Thank you

Questions?

l ®
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Ground Travel Worksheet
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Ground Travel Worksheet

e The Philosophy behind the GTW and
the New Travel Policy of 1/1/12

e Moving forward from our agreement
with Enterprise

P W pennsylvania
'Jﬁﬁ}l‘i DEPARTMENT OF GEMERAL 5

ERVICES



Enterprise and National

e Car rentals are for 24 hour periods
e All cars should have 2 tank of gas

e Travel Policy allows for compact,
Intermediate and standard cars

e Free pick up service must be booked
by the traveler direct to the location

e Includes both DW and LI insurances

P W pennsylvania
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ADTRAV

e All car rentals must be booked with
Adtrav online at “Get There” or by
calling our dedicated desk toll free

e 12.80 early pick up fee will not show
on Adtrav confirmation, the
computer can only price In 24 hours
use manual calculation from GTW

P W pennsylvania
'Jﬁﬁ}l‘i DEPARTMENT OF GEMERAL 5

ERVICES



Download the Latest GTW

e Always download the most current version of the
Ground Travel Worksheet (GTW) as published on
BVM’s website (www.dgs.state.pa.us) since fuel

rates change weekly.

Property and Asset
Management / Executive Office Ground Travel

o Ground Travel Worksheet

Report Unsafe Drving, Improper +« Frequently asked Questions about the Comomnwealth's Travel Policy

Use, of a State Yehicle

search Debarred and Suspended e Frequently Asked Questions about Insurance

Contractors
“““““““““““““““““ Q: What insurance coverage applies in the event I'm in an accident

_________________________________ while driving on Commonwealth business in a state-owned, rental,
Used Vehicle Auction or personally-owned vehicle?

A: Click here for details on the various insurances that apply if involved in
--------------------------------- an accident on Commonwealth business,

Ground Travel

pennsylvania
'Jﬁﬁ}r‘ DEPARTMENT OF GENERAL SERVICES
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Review the General Information

e Take time to review the general information
section to better understand calculation rates.

i Ground Travel Worksheet
PLEASE NOTE THIS SPREADSHEET HAS THREE TABS OF INFORMATION TO ASSIST TRAVELERS

Take note that the GTW
The Ground Travel Worksheet is provided as a tool for Commonwealth Travelers to identify the least expensive form of

Automotive Transportation. Use of the Worksheet is encouraged in determining and verifying that the least expensive 1
mode was properly selected. The Worksheet is not_for Travelers who are assigned Commonwealth-owned vehicles or does nOt pertaln to
who willingly accept the lower GSA rate.

The Ground Travel Worksheet bases its calculations on the following assumptions: \ travelers Who are aSSIQned

All BVM Temporary Wehicle costs include: \ Commonwealth'owned
Eﬂ;hz;{””hg vehicles or travelers who
All 3rd Party Rental Vehicle costs include: Wllllng accept the Iower
: iz:rf:’girbrs;:;lgf?:efor COMPACT vehicle, if less than 5 days GSA rate Of $O 23/m||e

* All applicable taxes and fees, EXCEPT additional 1% sales tax in Philadelphia City and Allegheny County
+ Fuel costs based on price per gallon (updated weekly each Monday) and MPG of 25

Eor 3rd Party Rentals from other categories, add the following additional cost per day:

Intermediate or Standard 33.24
Full Size™® $5.40
Mini-van® $23.76
12-15 Passenger Van™® $71.28

Night before pick-up/Morning after drop-off $12.80/day

*rentals from categories other than Compact, Intermediate or Standard should be based on business/operational needs and must
be properly justified by a supervisor.

For Weekly (between 5-7 days), Monthly and multi-Month rates, please see Tab #3.
3 >Il General Information Ground Travel Worksheet Weekly & Monthly Rental Rates L] || 4 |
1

?,‘éi__,_ pennsylvania
! L]

DEPARTMENT OF GEMERAL SERVICES



FAQ #1

e Do people who have permanently-
assigned state-owned vehicles have to do
the ground travel worksheet that figures
out the most cost effective mode of

travel?

No. The ground travel worksheet is intended to provide
alternatives to those individuals who do not have a
permanently-assigned vehicle and who do not travel

frequently for business.

pennsylvania
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FAQ #2

e Do people who wish to use a privately-
owned vehicle and receive the lower GSA
rate have to do the ground travel
worksheet that figures out the most cost

effective mode of travel?

No. But the ground travel worksheet is advisable for

personal vehicle use if an employee is seeking
reimbursement at the standard GSA rate in order to

show such usage is the least costly option.

pennsylvania
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Enter Your Trip Information

e No more than 1 month prior to your travel,
complete the GTW by entering your specific trip
iInformation to determine the most cost-effective
mode of ground travel.

Ground Travel Worksheet ey

Enter Trip Information initially populated with
Step 1: Total Round Trip Miles 200 ge_nerlc dal:a' Replace
Sten 20 Total Number of 24-hour Period > y> o this data with your
tep 2: otal Number o -hour Penods information.
Current Fuel Price $3.60
—
~ M| General Information Ground Travel Worksheet Weekl 4 }/' il

The current fuel price is based on regular gas prices for Pennsylvania as
published on AAA's Daily Fuel Gauge Report. This price is updated the first
business day of each week. Therefore, be sure to use the latest published GTW.

pennsylvania
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FAQ #3

« Am | required to complete the ground travel
worksheet for every day that | travel to the field
work site?

It is not required, but whether its use is advisable depends on
the variables of the particular trip. The supervisor and the
employee should evaluate the circumstances and decide the
least expensive mode of transportation in advance of the
particular trip, whether it is a one-day trip or a multiple day
trip. The DGS Ground Travel Worksheet is the recommended
tool that can be used in making that determination and is
recommended to be submitted with the expense report to
show the auditor the methodology used in making the
determination ONLY IF the traveler is requesting the higher
GSA rate for reimbursement of personal miles.

pennsylvania
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FAQ #4

e When using the ground travel worksheet
to assist In calculating the least expensive
mode of transportation, does the traveler
use mileage from their home or from their
headquarters?

Use the reimbursable number of miles. If
leaving from their residence, travelers should

use the shorter of residence to work site OR
headquarters to work site.

pennsylvania
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Review the Ground Travel Options

e Once you have entered your trip
Information, the GTW will automatically
calculate and rank the various options
from least expensive to most expensive.

Ground Travel Cost

Best Value Travel Option Total Cost Cost/Mile
Least Expensive: |Agency Pool Vehicle $ 5666 % 0.283
2nd Option: BVM Temporary Vehicle $ 86.00|% 0430
3rd Option: Enterprise Rent-A-Car $ 109.56 | § 0.548
4th Option: Personal Auto - Standard Rate $ 111.00 | & 0.555

This is the standard GSA rate
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'Jﬁﬁh‘] DEPARTMENT OF GENERAL SERVICES



Traveling by Personal Auto

e If you prefer to travel by personal auto, you may.
However, If “Personal Auto — Standard Rate” is
not the best value, then you will typically be
reimbursed at the lower GSA rate.

Ground Travel Cost

Best Value Travel Option Total Cost Cost/Mile
Least Expensive: |Agency Pool Vehicle $ 56.66 | % 0.283
2nd Option: BVM Temporary Vehicle $ B86.00|% 0430
3rd Option: Enterprise Rent-A-Car $ 10956 | § 0.548
4th Option: Personal Auto - Standard Rate $ 111.00 | $ 0.555
Alternative: Personal Auto —Other Vehicle Available | §  46.00 | § 0.23

This is the lower GSA rate
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'Jﬁﬁh‘] DEPARTMENT OF GENERAL SERVICES

—



More Details on Your Options

e [f certain options will not work in your particular
situation, be sure to have your supervisor notate
these options on the bottom of the form.

Ground Travel Cost For instance,

Best Value Travel Option Total Cost Cost/Mile if your

Least Expensive: |Agency Pool Vehicle — $ D56.66 | $ 0.283 agency does

2nd Option: BVM Temporary Vehicle ‘Mj 0.430 not have pool

3rd Option: Enterprise Rent-A-Car ¢ 109.56 hﬁﬂ-&\ vehicles, then

4th Option: Personal Auto - Qtandard Rate ¢ 111.00 | $ 0.555 the “Agency
Pool Vehicle”

Likewise, if you are not headquartered in the Harrisburg ﬁg:'gﬂ V;IOE[JCI)d

metropolitan area, than the “BVM Temporary Vehicle” you PRY

option would not apply to you.
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Up-charges to Enterprise Rent-A-Car

e The Enterprise Rent-A-Car rate is based
on rental of a compact car

Ground Travel Cost

The General Information

Best Value Travel Option Total Cost Cost/Mie
Least Expensive: |Agency Pool Vehicle $ 56.66 % /0.283 tab I|StS pOtentlal Up-
2nd Option: BVM Temporary Vehicle § 86.00“% 0.430 Charges to thIS rate These
3rd Option: Enterprise Rent-A-Car $ 109.56 | $ 0.548 h t b
4th Option: Personal Auto - Standard Rate $ 111.00 | $ 0.555 up-C arges mus €
calculated manually and
/entered on the form in
For 3rd Party Rentals from other categories, add the following additi cost per da Order to flgure OUt the flnal
Intermediate or Standard $3.24 COStS and ranklng Of the
Full Size® £5.40 .
Mini-van® $23.76 travel options.
12-15 Passenger Van™ £71.28
Might before pick-up/Morning after drop-off $12.80/day
*rentals from categories other than Compact, Intermediate or Standard should be based on business/operational needs and mus
be properly justified by a supervisor.
For Weekly (between 5-7 days), Monthly and multi-Month rates, please see Tab #3.

k H | General Information Ground Travel Worksheet Weekly & Monthly Rental Rates ¥l 4]

pennsylvania
'Jﬁﬁh‘] DEPARTMENT OF GENERAL SERVICES




Weekly and Monthly Rental Rates

e Depending on the specifics of your travel, your most cost
effective mode of travel may be to engage in a long-term
rental. The 3 tab of the GTW shows current weekly and
monthly rental charges. Below are examples of one of the
weekly rental rates and one of the monthly rental rates.

COMPACT - Weekly

1 Week Rate (per week) $1581.50

Taxes (6%, 2%) (PA, Lux Car) $14.52 .

Fees - MT, AdTrav_(s2/day, 36] | 52000 You should consider a long-term rental

TOTAL $216.02 . .

Etimated Miles to Meet if you are traveling more than the
uel Based on Miles $56.00

NEW TOTAL H 1 .
ESTIMATED BREAKEVEN MILES/WEEK 490 \estl mated breakeven m I IeS .

COMPACT - 1-2 Month - Per Week

1-2 Month Rate (per month) $660.00

Taxes (6%, 2%) (PA, Lux Car) $52.80 O R

Fees - MT, AdTrav ($2/day, 6] $66.00

ToTAL 5776.60 -- Per month

Estimated Miles to Meet 1,403

Fuel Based on Miles $201.90

NEW TOTAL L2,

ESTIMATED BREAKEVEN MILES/MONTH 1,767

H I Weekly & Monthly Rental Rates l"‘fJ
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Enter Your Information

e Enter your information in all areas
highlighted below.

Employee Name: _ Employee No.: _
rsency: IR
pate(e) Traverea: [

ennsylvania
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Supervisor Signature

e Your supervisor must sign and approve this form any time a
mode of ground transportation is chosen that is not the
least expensive option. The supervisor must indicate the
basis and justification for his/her decision to approve the
more expensive mode of travel.

Supervisor Determination that Least Expensive Option is clearly not efficient:

Supervisor Name: || pates L

!
&

ik,

pennsylvania
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FAQ #5

e How much discretion does a supervisor have in
determining that a mode of transportation that is
less expensive than privately-owned vehicle use
IS Inefficient and warrants use of the privately-
owned vehicle?

Supervisors are responsible to make that decision
consistent with operational/business needs. However,
decisions must be based on legitimate
operational/business needs, and failure by the
supervisor to exercise care in the review and approval of
travel expenses may result in disciplinary action.
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What To Do Once the GTW is Complete

e If the traveler is not selecting the least
expensive mode of travel, they should
retain a hard copy of the GTW that is
signed and dated by the supervisor for

his/her records.

If the traveler is requesting the higher GSA rate for
reimbursement of personal mileage, then the GTW

should be submitted along with the travel expense

report to show the auditor the methodology used in
making the determination.
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Ground Travel Expenses — BCPO

Personal Mileage Jan Feb Mar Apr May Total
2011 $1,025,698.49| $1,119,803.80| $1,420,378.37| $1,543,114.44| $1,562,230.09| $6,671,225.19
2012 $813,739.25| $965,227.80| $1,218,777.14| $1,138,062.68| $1,159,602.73| $5,295,409.60
Difference $(211,959.24)| $ (154,576.00)| $ (201,601.23)| $ (405,051.76)| $ (402,627.36)| $ (1,375,815.59)
Car Rental & Gas Jan Feb Mar Apr May Total
2011 $18,067.80 $19,217.24 $34,884.18 $43,510.92 $48,910.66 $164,590.80
2012 $48,154.10 $67,154.44 $88,325.64 $74,227.14 $71,408.63 $349,269.95
Difference $30,086.30 $47,937.20 $53,441.46 $30,716.22 $22,497.97 $184,679.15
Source: BW Travel Expenses : Overview Report - Data as of 6/19/2012. Settled trips ending
in Jan-May of 2011 vs 2012. Note: Expenses will continue to increase as trips continue to Net Difference
be processed; consequently reducing the overall net difference. $(1,191,136.44)
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Question / Answer session

e Answers to questions sent to BCPO

e Questions

e Please state your name, agency, and
role before asking your question.

e Thank you for attending today!

P W pennsylvania
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June 21, 2012 Meeting on Ground Travel

Notes/Discussion

- Kicking off the meeting was Department of General Services (DGS) Secretary Phillips and Chief
Accounting Officer Anna Maria Kiehl. Serving as co-presenters were Stacey Jo Withers from
Commonwealth Travel Operations (COTO), and Steve Weidner, Director of DGS’ Bureau of
Vehicle Management.

- This meeting is a combined meeting of the Travel Super Users Group (TSUG) and Agency
Automotive Officers. The intent is to empower the TSUG members and Automotive Officers to
work together within each agency to serve as the ‘travel experts’ and to assist travelers in
making ground travel decisions as well as to better manage Commonwealth fleets. Travelers
should be advised, effective immediately, to contact their agency TSUG members and/or
Automotive Officer for travel related inquiries prior to contacting DGS or BCPO (COTO or Travel
Audits).

- Steve noted that in calendar year 2011 the amount of personal mileage reimbursements totaled
$17 million. This, combined with the Governor’s focus on the Commonwealth fleet resulted
with every fleet of vehicles in the Commonwealth being audited. As of June 2011, there were
approximately 62 state owned vehicles (assigned to individuals) with only commute miles. This
has now been dropped down to 10 vehicles. The entire DGS fleet has been reduced by 1,400
vehicles over the last six months, resulting in a savings of $1.5 million in maintenance, and $1.54
million in fuel savings. Steve noted that the current requirement for agency fleet vehicles is that
they must be used 6,000 business miles over a six month period of time, or 80% of the business
days. Each six months in December and June, the Commonwealth fleet usage is reviewed. If the
above criteria is not met; justification must then be provided to DGS in order to retain the
vehicles in the agency fleet.

- This meeting focused primarily on ground travel in general, and the use of the Ground Travel
Worksheet. The Ground Travel Worksheet is intended to ensure that the most cost effective
mode of transportation is used by travelers, and also provides for greater supervisory
accountability for supervisors approving travel.

- Steve noted that with rental of a vehicle from one of the commonwealth’s preferred car rental
vendors (Enterprise or National), that the renter is automatically insured for collision and
liability in the event of an accident. He also noted that personal accident insurance can be
purchased from the rental company for around $2/day (Note: this optional insurance is not
reimbursable).

- Steve indicated that in the near future an individual from the DGS Bureau of Vehicle
Management will be designated as the Ground Travel Worksheet expert and will serve as a
contact for questions related to the Ground Travel Worksheet.

- Stacy Jo presented slides and gave an explanation of how to complete the Ground Travel
Worksheet. She noted that while the rental rates are based on compact vehicles, an upgrade to
Standard or Intermediate size is allowable within policy and may be requested by the traveler.



When a model other than compact is selected, make a notation in the Supervisor’s Approval box
(bottom of form) that an upgrade was requested for $3.24/day times the #days of rental. Stacy
Jo also noted that if travel start and end times require the traveler to pick up the vehicle the
prior day, or return the vehicle the day after the travel ended, the traveler should notate the
rate of $12.80 for early pickup and/or late drop off (do not use the full daily rate for these
circumstances as these situations have been agreed upon as part of the Commonwealth’s
agreement with the rental car company).

- Stacy Jo pointed out that with the upcoming Rental Car Vendor contract, the current
Commonwealth temporary fleet vehicles will be replaced by newer vehicles. This contract has
not yet been finalized, but was anticipated very soon and to be up and in operation within the
next ninety days. The selected vendor will be onsite at the Commonwealth Garage.

TSUG Member Questions

Question: If an employee is reassigned to a temporary worksite; is that employee eligible for travel
reimbursement to the temporary worksite (regardless if it is a shorter or further distance than his/her
normal headquarters)?

An employee traveling to a temporary worksite is eligible for mileage reimbursement for the distance
from either home or headquarters to the temporary worksite (whichever is the shortest distance). The
eligibility for travel reimbursement hinges on the fact that the employee has been reassigned a
temporary worksite for a business reason (versus driving to their normal work site).

Question: May contracted staff use ADTRAV?

Contractors may not use ADTRAV and do not have access to Commonwealth rates. Any contractors
planning travel, or travel planners responsible for arranging travel on behalf of contractors should
contact the Department of General Services’ Bureau of Procurement / Contracting Section. You will
find additional information regarding contractor travel at the BCPO website under ‘FAQ’s’.

Question: Does the Ground Travel Worksheet calculation include gas costs?

The gas costs shown on the Ground Travel Worksheet are updated every Monday with the current AAA
gas price. The cost of gas is included in the Ground Travel Worksheet total costs of a rental vehicle,
pool vehicle and temporary fleet vehicle (based on the number of miles to be driven); however, the
traveler must purchase the gas on their own.

Question: Explain why taxes are paid on a rental vehicle when the state is exempt?

Because the existing payment structure has the employee paying a credit card company (who is NOT tax
exempt), who in turn pays the rental car company, we are subject to all sales taxes and fees. In the



future, with a contracted vendor and direct billing, the Commonwealth will be exempt because the
Commonwealth will pay the vendor directly.

Question: Do travelers from the PA Liquor Control Board have access to ADTRAV?

No. Employees and contractors traveling on behalf of the PA Liquor Control Board do not currently have
access to ADTRAV.

Question: Who should sign the rental car agreement (if more than one Commonwealth traveler)?

All drivers should sign the agreement. Note: If multiple drivers, the rental car company will accept
faxed signatures for additional drivers.
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COMMONWEALTH FLEET POLICY — MD 615.16

e Overview of Responsibilities

 Agency Heads
 Agency Automotive Liaisons
 Operators of Commonwealth Fleet Vehicles
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Management Directive 615.16

b. Agency Heads shall ensure agency compliance with the Commonwealth Fleet Policy.

c. Agency Automotive Liaisons shall:

(1) Ensure information from Form STD-554, Monthly Automotive Activity Report, is
entered into BVM’s database by the designated day of each month.

(2) Maintain all vehicle records in accordance with Management Directive 210.5, The
Commonwealth of Pennsylvania State Records Management Program and Manual
210.9, The Commonwealth of Pennsylvania General Records Retention and
Disposition Schedule, as outlined in records series G010.001, Vehicle Management
Records.

(3) Attend periodic agency automotive liaison meetings.
(4) Disseminate Commonwealth Fleet information to operators in a timely manner.

(5) Ensure all vehicle and operator information changes are provided in a timely
manner.

(6) Report all instances of violations of the Commonwealth Fleet Policy promptly to
BVM and respective agency head.
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Management Directive 615.16

d. Operators of Commonwealth Fleet Vehicles shall comply with the Commonwealth

Fleet Policy and procedures as outlined herein and in Manual 615.3, Commonwealth
Fleet Procedures Manual. Failure to comply may result in the following:

(1) Any operator found to have operated Commonwealth Fleet vehicles in a careless
manner or in violation of law or the Commonwealth Fleet Policy may be subject to
disciplinary action and/or loss of operating privileges.

(2) Any operator failing to timely submit completed automotive forms or
intentionally falsifying data included on any form may be subject to
forfeiture of the privilege to operate a Commonwealth Fleet vehicle and to
discipline and/Zor _criminal prosecution.

(3) Any operator found using the Voyager Fuel Card for non-fuel purchases or for
fuel purchases for non-commonwealth vehicles may be subject to forfeiture of
privileges to operate a Commonwealth Fleet vehicle and will be subject to disciplinary
action and possibly criminal prosecution.
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(4) Any operator involved in an accident resulting from unauthorized use of a
Commonwealth Fleet vehicle or intentional misconduct may be held financially liable
for the costs of repairs to or replacement of the vehicle and/or all third party
damages incurred. Management Directive 615.16 Page 7 of 7

(5) Any operator found to have physically abused a Commonwealth Fleet vehicle
may be held financially liable for costs to repair or replace the vehicle.
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SECTION ONE: VEHICLE RECORDS

SECTION ONE: VEHICLE RECORDS

5. All operators of Commonwealth Fleet passenger and non-passenger vehicles must document daily
vehicle usage appropriately through the completion of Form STD-554, Monthly Automotive Activity
Report.

a. The completed Form STD-554, Monthly Automotive Activity Report, must be completed for every
passenger vehicle (as determined and provided by BVM monthly) and must include a breakdown of
the total business, personal, and commute mileage, where applicable.

b. Failure to timely submit the completed form or intentional falsification of data included on the
form may subject the operator to forfeiture of the privilege to operate a Commonwealth Fleet
vehicle and may subject the operator to discipline and/or criminal prosecution.

d. DGS, in its discretion, may request this information at any time for training, review, and/or audit
purposes.

6. Agency automotive liaisons must ensure agency entry of information from Form STD-554, Monthly
Automotive Activity Report, for every passenger vehicle assigned to the agency or its officers and
employees into BVM’s database of record by the designated day for each month.

8. Agencies and agency automotive liaisons must ensure that all records (paper and electronic) related
to Commonwealth Fleet vehicles are retained in accordance with Manual 210.9, The
Commonwealth’s General Records Retention and Disposition Schedule, as outlined in records series

G010.001, Vehicle Management Records. : .
ﬁg‘,‘_, pennsylvania
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SECTION FOUR: PASSENGER VEHICLE ACQUISTION

SECTION FOUR: PASSENGER VEHICLE ACQUISITION

1. Prior to requesting the purchase or lease of a passenger vehicle, agencies should first review
utilization of their existing Commonwealth Fleet vehicles to determine if vehicle reassignments
would best meet agency needs.

2. Requests to purchase or lease passenger vehicles will be denied if all current vehicles are not being
used according to the Minimum Mileage or Utilization Standard. Requests for an exception must be
submitted in writing to the Secretary of General Services or his/her designee and will be considered
on a case-by-case basis.

7. Agency automotive liaisons shall complete Form STD-557, Request for Automotive Equipment, and
submit it to BVM prior to purchasing or renting any vehicle. These forms must clearly justify the
need for each passenger vehicle requested for purchase and/or long term rental. Justification for
long term rentals must include all rental rates quoted or negotiated.
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SECTION TEN: COMMUTING IN COMMONWEALTH VEHICLES

SECTION TEN: COMMUTING IN COMMONWEALTH VEHICLES

1. Use of a passenger vehicle for commuting between a personal residence and work location is taxable
to an employee as wages, per regulations set forth by the Internal Revenue Service (IRS).
Commuting in commonwealth passenger vehicles is prohibited unless one of the following
exceptions is preauthorized and applies:

a. The passenger vehicle is permanently assigned to an operator who has been authorized by the
agency head to use the vehicle for commuting based on cost effectiveness or business efficiency
and who has completed and submitted Form STD-928, Declaration of Use of a Commonwealth-
Provided Vehicle, to BVM. The agency head shall annually reevaluate continued use of a
permanently assigned vehicle for commuting.

b. The passenger vehicle is a pool vehicle, and it is more cost effective and efficient for the
operator to take the passenger vehicle home based on the following day’s work location. The
operator must obtain supervisor approval prior to taking the vehicle home.
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SECTION FIFTEEN: OPERATOR QUALIFICATIONS AND

RESPONSIBILITIES

SECTION FIFTEEN: OPERATOR QUALIFICATIONS AND RESPONSIBILITIES

1. Commonwealth agencies must comply with all guidelines, procedures, and directives pertaining to
the operation of Commonwealth Fleet vehicles and applicable sections of the Pennsylvania Vehicle
Code.

2. Except as indicated below, Commonwealth Fleet vehicles shall only be operated by commonwealth
employees, who are properly licensed in accordance with the provisions of the Pennsylvania Vehicle
Code. Employees with a suspended, revoked or expired driver’s license are prohibited from
operating Commonwealth Fleet vehicles. Agencies must ensure operators of Commonwealth Fleet
vehicles possess a current valid Pennsylvania driver’s license appropriate to the class of vehicle to
be operated. The following exceptions apply:

a. New commonwealth employees who have recently relocated to Pennsylvania may operate a
Commonwealth Fleet vehicle using a valid driver’s license from their former state for up to 60 days
from their first day of employment, at which time they must obtain a Pennsylvania driver’s license.

b. Employees permanently residing in adjacent states, but employed by the Commonwealth of
Pennsylvania, may operate a Commonwealth Fleet vehicle using a current, valid driver’s license
from their state of residence.

c. Volunteers performing work in the following areas may operate Commonwealth Fleet vehicles:

(1) Activities related to fish, fishing, boats and boating as authorized by the Pennsylvania
Fish and Boat Commission.
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SECTION FIFTEEN: OPERATOR QUALIFICATIONS AND

RESPONSIBILITIES

SECTION FIFTEEN: OPERATOR QUALIFICATIONS AND RESPONSIBILITIES

(2) Activities to and related to programs administered by the Pennsylvania Historical and
Museum Commission.

(3) Activities in and related to state park and forest areas and other conservation and
natural resource activities administered by the Pennsylvania Department of Conservation
and Natural Resources.

d. Commonwealth annuitants, who are considered temporary wage employees, may operate a
Commonwealth Fleet vehicle.

3. Except as otherwise provided in this policy, Commonwealth Fleet vehicles shall be operated only for
the conduct of official commonwealth business.

4. Only authorized passengers are permitted to ride in Commonwealth Fleet vehicles.
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SECTION FIFTEEN: OPERATOR QUALIFICATIONS AND

RESPONSIBILITIES

SECTION FIFTEEN: OPERATOR QUALIFICATIONS AND RESPONSIBILITIES

5. Commonwealth Fleet vehicles are highly visible to the public, and their use is scrutinized. Poor
driving manners and inappropriate use reflect on all commonwealth employees. Operators must
exercise the highest degree of prudence and courtesy. The following are responsibilities of the operator
while driving Commonwealth Fleet vehicles on official commonwealth business:

e. Operators should ensure that the following are stored in Commonwealth Fleet vehicle at all
times: owner’s card/registration, proof of insurance, Voyager Fuel Card (if applicable), Form STD-
554, Monthly Automotive Activity Report (for passenger vehicles), three blank Form STD-541,
Automobile Accident or Loss Notice, and the telephone number for BVM (1.877.347.9966). If any of
these items is missing, operators should contact their automotive liaison for assistance.

f. Operators shall only use Commonwealth Fleet vehicles for official commonwealth business;
however, operators are authorized to use a Commonwealth Fleet vehicle for travel to meals or
other necessities when away from their official domicile on official commonwealth business.
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SECTION FIFTEEN: OPERATOR QUALIFICATIONS AND

RESPONSIBILITIES

SECTION FIFTEEN: OPERATOR QUALIFICATIONS AND RESPONSIBILITIES
g. Operators are not authorized to use Commonwealth Fleet vehicles for the following purposes:

(1) Travel to entertainment facilities unless the trip is part of the official agenda for a
business conference or is otherwise in connection with an employee’s official duties.

(2) Sightseeing or trips for personal pleasure unless the trip is part of the official agenda for
a business conference.

(3) Transporting family members, dependents or friends to school, daycare, medical
appointments, social events or other personal activities.

(4) Conducting other personal business.

6. BVM will investigate all complaints for alleged improper operation or use of a Commonwealth Fleet
vehicle along with the using agency, and the operator may be subject to disciplinary action.
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SECTION FIFTEEN: OPERATOR QUALIFICATIONS AND

RESPONSIBILITIES

SECTION FIFTEEN: OPERATOR QUALIFICATIONS AND RESPONSIBILITIES

7. Commonwealth Fleet vehicles should not be used for out-of-commonwealth travel to a point beyond
300 miles from place of origin, official headquarters, or residence unless specifically authorized by the
agency head to which the fleet vehicle was assigned.

8. Animals are not allowed in Commonwealth Fleet vehicles unless they are transported in the conduct
of official commonwealth business or are required as an employee service animal.

9. No operator or authorized passenger shall carry or transport a firearm or other weapon in a
Commonwealth Fleet vehicle unless required by their official job duties related to their employment with
the commonwealth.

10. Operators of Commonwealth Fleet vehicles shall be responsible for the timely payment of all
parking and traffic violations.

11. Operators of Commonwealth Fleet vehicles may be held financially liable for costs of
operation/repairs/replacement of a vehicle when it is determined that the vehicle was used for other
than official commonwealth business purposes or has been physically abused by the operator. Such
determination will be made by the Secretary of General Services or his/her designee.
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SECTION FIFTEEN: OPERATOR QUALIFICATIONS AND

RESPONSIBILITIES

SECTION FIFTEEN: OPERATOR QUALIFICATIONS AND RESPONSIBILITIES

12. Operators of permanently-assigned Commonwealth Fleet vehicles must report all changes to their
residence address to their agency automotive liaison within 90 days of a change. Agency automotive
liaisons should immediately forward changes to BVM using Form GSVM-88, Vehicle Inventory Change
Report.

13. Commonwealth employees who have Commonwealth Fleet vehicles permanently assigned to them
for more than 30 days and who park the vehicle overnight at their residences must complete and
submit Form STD-928, Declaration of Use of a Commonwealth-Provided Vehicle, to BVM within one
week of the assignment and within one week after the Commonwealth Fleet vehicle is surrendered.
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MEMORANDUM

e Memorandum on Assignment and
Reallocation of State-Owned Vehicles

ERVICES
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MEMORANDUM

DATE: April 13, 2012

TO: All Agency Automotive Liaisons

FROM: Steven Weidner, Director of the Bureau of Vehicle Management

RE: Assignment and Reallocation of State-owned Vehicles

CcC: Dan Schiavoni, Deputy Secretary for Property and Asset Management

As we have discussed since its issuance in November, Management Directive 615.16, Commonwealth Fleet Policy and
the associated Commonwealth Fleet Procedures Manual set forth criteria for the permanent assignment of state-owned
vehicles to Commonwealth officials and employees, as well as for retaining agency pool vehicles for temporary, shared
assignments to employees on an as needed basis.

In travel planning and reviewing your vehicle utilization reports with your management team, you probably encountered
and will continue to encounter situations where a state-provided vehicle will be removed from an employee not meeting
the policy requirements, and/or where a state-provided vehicle will be assigned to an employee based on personal
mileage reimbursement. As these situations affect each individual employee differently, and because there may be labor
relations implications with some changes, you should discuss any potential assignments or reallocations with your
management team, including your Human Resources Director and/or agency Labor Relations Coordinator, as early in the
process as possible., but, in any event, before an employee is informed of any change.

If there is anything the Bureau of Vehicle Management can do to assist your agency in working through these transitions
with your affected employees and management staff, please do not hesitate to reach out to us.
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

004013549 2008 CHEVROLET COBALT STATUS: Active Unit
BILLING: PURCHASING ADMIN FE ASSIGNMENT-CONFIDENTIAL
IN-SERVICE DATE: 03/03/2008 ]
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer
01/31/2012 02/09/2012 0 1,798 19 63,302
02/29/2012 03/09/2012 478 588 15 64,368
03/31/2012 04/11/2012 670 894 22 65,932
1,148 3,280 56
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

006021531 2006 DODGE STRATUS STATUS: Active Unit

BILLING: PURCHASING ADMIN FE ASSIGNMENT-PA OFFICIAL

IN-SERVICE DATE: 0312012008 S

Commute/
Month of Pgrsonal Business Business
Usage Date Input Mileage Mileage Days Used Odometer
01/31/2012 02/09/2012 333 1,204 11 125,507
02/29/2012 03152012 289 621 5 126,417
03/31/2012 04/09/2012 466 1,382 11 128,265

1,088 3,207 27
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

004022230 2007 CHEVROLET MALIBU STATUS: Active Unit
BILLING: PURCHASING ADMIN FE ASSIGNMENT-CONFIDENTIAL
IN-SERVICE DATE: 07/12/2007 PARKED AT: DRIVER RESIDENCE
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer
01/31/2012 02/13/2012 100 1,995 14 90,083
02/29/2012 04/13/2012 100 1,773 12 91,956
03/31/2012 04/16/2012 40 2,392 17 94,388
240 6,160 43
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

005020320 2008 CHRYSLER SEBRING STATUS: Active Unit
BILLING: PURCHASING ADMIN FE ASSIGNMENT-CONFIDENTIAL
IN-SERVICE DATE: 08/29/2008 PARKED AT: DRIVER RESIDENCE
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer
01/31/2012 021372012 623 255 5 46,362
02/29/2012 03/13/2012 963 405 5 47,730
03/31/2012 04/13/2012 605 468 15 48,803
2,191 1,128| | 25
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

006022374 2006 DODGE STRATUS STATUS: Active Unit

BILLING: PURCHASING ADMIN FE ASSIGNMENT-PA OFFICIAL

IN-SERVICE DATE: 11/18:2005 N

Commute/
Month of Pgrsonal Business Business
Usage Date Input Mileage Mileage Days Used Odometer
01/31/2012 02/13/2012 328 432 6 59,830
02/29/2012 03122012 319 400 4 60,549
03/31/2012 04/09/2012 22 756 18 61,327

669 1,588| | 28
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

004013310 2003 CHEVROLET CAVALIE STATUS: Active Unit
BILLING: PURCHASING ADMIN FE ASSIGNMENT-PA OFFICIAL
IN-SERVICE DATE: 11/21/2002 PARKED AT: DRIVER RESIDENCE
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer
01/31/2012 021372012 233 132 5 125,741
02/29/2012 03/14/2012 0 175 6 125916
03/31/2012 04/13/2012 0 0 0 125916
233 307 | 11
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

007110632 2010 FORD ESCAPE STATUS: Active Unit
BILLING: SPECIAL ADMIN FEE ASSIGNMENT-PA OFFICIAL
IN-SERVICE DATE: 08/18/2010 PARKED AT: DRIVER RESIDENCE
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer
01/31/2012 02/09/2012 0 1,949 20 35,065
02/29/2012 03/13/2012 0 2,181 20 37,246
03/31/2012 04/13/2012 0 2,468 17 39,714
0 6,598 57
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

007110633 2010 FORD ESCAPE STATUS: Active Unit
BILLING: SPECIAL ADMIN FEE ASSIGNMENT-PA OFFICIAL
IN-SERVICE DATE: 08/18/2010 PARKED AT: DRIVER RESIDENCE
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer
01/31/2012 02/09/2012 0 2,162 20 34,711
02/29/2012 03/14/2012 0 2,288 19 36,999
03/31/2012 04/12/2012 0 2,728 22 39,727
0 7,178 61
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

004012208 1997 CHEVROLET CAVALIE STATUS: Active Unit
BILLING: PURCHASING ADMIN FE ASSIGNMENT-CONFIDENTIAL
IN-SERVICE DATE: 06/17/1997 PARKED AT: DRIVER RESIDENCE
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer
01/31/2012 04/02/2012 189 672 7 86,512
02/29/2012 04/02/2012 79 675 6 87,266
03/31/2012 04/03/2012 0 282 0 87,548
268 1,629| | 13
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

004021890 2006 CHEVROLET MALIBU STATUS: Active Unit
BILLING: PURCHASING ADMIN FE ASSIGNMENT-CONFIDENTIAL
IN-SERVICE DATE: 04/12/2006 ]
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer
01/31/2012 02/13/2012 0 304 4 89,695
02/29/2012 03115/2012 0 726 0 90,421
03/31/2012 04/04/2012 0 373 7 90,794
0 1,403| | 11

pennsylvania
'Jﬁﬁh‘] DEPARTMENT OF GENERAL SERVICES

—



EXAMPLES OF ISSUES ON THE STD-554 FORMS

006055538 2005 DODGE CARAVAN STATUS: Active Unit
BILLING: PURCHASING ADMIN FE ASSIGNMENT-PA OFFICIAL
IN-SERVICE DATE: 05/11/2005 PARKED AT: DRIVER RESIDENCE
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer
01/31/2012 02/09/2012 791 874 11 139,031
02/29/2012 03/07/2012 1,793 240 5 141,064
03/31/2012 04/10/2012 0 1,959 21 143,023
2,584 3,073 37
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

006055583 2006 DODGE CARAVAN STATUS: Active Unit
BILLING: PURCHASING ADMIN FE ASSIGNMENT-PA OFFICIAL
IN-SERVICE DATE: 03/24/2006 ]
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer
01/31/2012 02/09/2012 735 589 10 132,475
02/29/2012 03/07/2012 803 486 6 133,764
03/31/2012 04/10/2012 0 1,197 13 134,961
1,538 2272| | 29
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

004013417 2003 CHEVROLET CAVALIE STATUS: Active Unit
BILLING: PURCHASING ADMIN FE ASSIGNMENT-PA OFFICIAL
IN-SERVICE DATE: 02/24/2003 ]
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer

01/31/2012 02/02/2012 0 0 0 92,884

02/29/2012 03/06/2012 0 314 4 93,198

03/31/2012 04/03/2012 0 0 0 93,198
0 314| | 4
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

006055672 2007 DODGE CARAVAN STATUS: Active Unit
BILLING: SPECIAL ADMIN FEE ASSIGNMENT-PA OFFICIAL
IN-SERVICE DATE: 05/17/2007 ]
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer

01/31/2012 02/01/2012 0 459 20 36,483

02/29/2012 03/02/2012 499 0 20 36,982

03/31/2012 04/02/2012 0 330 21 37,312
499 789 61
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

007110479 2006 FORD EXPLORER STATUS: Active Unit
BILLING: SPECIAL ADMIN FEE ASSIGNMENT-PA OFFICIAL
IN-SERVICE DATE: 05/03/2006 ]
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer

01/31/2012 02/01/2012 0 595 18 73,154

02/29/2012 03/02/2012 345 0 21 73,499

03/31/2012 04/02/2012 0 1,003 18 74,502
345 1,598 57
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

006030014 2003 DODGE INTREPID STATUS: Active Unit
BILLING: PURCHASING ADMIN FE ASSIGNMENT-PA OFFICIAL
IN-SERVICE DATE: 03/06/2003 ]
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer

01/31/2012 02/06/2012 0 201 18 122,859

02/29/2012 03/02/2012 81 0 12 122,940

03/31/2012 04/05/2012 205 0 17 123,145
286 201| | a7
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

053016718 2001 CHEVROLET 510 STATUS: Active Unit
BILLING: SPECIAL ADMIN FEE ASSIGNMENT-PA OFFICIAL
IN-SERVICE DATE: 10/02/2000 ]
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer

01/31/2012 02/06/2012 0 374 13 98,697

02/29/2012 03/02/2012 83 0 15 98,780

03/31/2012 04/05/2012 259 0 15 99,039
342 374 | 43
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

004050188 2001 CHEVROLET VENTUR STATUS: Active Unit

BILLING: PURCHASING ADMIN FE ASSIGNMENT-PA OFFICIAL

IN-SERVICE DATE: 0612612001 O

Commute/
Month of Pgrsonal Business Business
Usage Date Input Mileage Mileage Days Used Odometer
01/31/2012 02/03/2012 288 0 11 96,900
02/29/2012 03/05/2012 243 0 11 97,143
03/31/2012 04/05/2012 692 0 18 97,835

1,223 0| | 40
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

044110710 2000 JEEP CHERCKEE STATUS: Active Unit
BILLING: SPECIAL ADMIN FEE ASSIGNMENT-PA OFFICIAL
IN-SERVICE DATE: 07/12/2000 ]
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer

01/31/2012 02/03/2012 15 0 1 108,617

02/29/2012 03/05/2012 34 0 2 108,651

03/31/2012 04/05/2012 169 0 5 108,820
218 o | 8
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EXAMPLES OF ISSUES ON THE STD-554 FORMS

054015054 2001 DODGE RAM 1500 PU STATUS: Active Unit

BILLING: SPECIAL ADMIN FEE ASSIGNMENT-PA OFFICIAL

IN-SERVICE DATE: 0810112000 Eee——

Commute/
Month of Pgrsonal Business Business
Usage Date Input Mileage Mileage Days Used Odometer
01/31/2012 02/13/2012 0 4 2 155,467
02/29/2012 03/M13/2012 0 3 2 155,470
03/31/2012 04/11/2012 0 0 1 155,470
0 7| | S
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BVM — Operations/Maintenance

Randy Tomlinson
Chief of Operations

/1 7-783-3088
rtomlinson@pa.gov
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SECURITY GATE

e Security Gate: Please remember our fueling facility and
Temp Fleet rentals (returns only) are 24/7 operations.
Access instructions for after hours are listed at the entrance
and exit of the security gate and noted here for your
reference:

AFTER HOURS (5:00PM — 6:00AM Monday through Friday)
HOLIDAYS and WEEKENDS

e Drive up to the gate (both the gate arms and the security gate will
be closed) and follow one of the options that are posted at the gate
entrance.
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SECURITY GATE ENTRANCE

GATE ENTRANCE

2. State Photo ID Badge Reader

1. Voyager Fuel Card Reader -
(limited badge access)

(white box on left)

a. Place photo ID in front of
badge reader, gate will
automatically open and close

a. Insert Voyager card into
card reader with magnetic
strip down and to the right

b. Enter information as
requested on the screen for

Gate 6 3. Call Box (silver box on right)
c. Gate will automatically close
once you pass through a. Press pound button (#), then
press 1 to contact Capitol
Police.
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SECURITY GATE EXIT

GATE EXIT

2. State Photo ID Badge Reader

1. Voyager Fuel Card Reader -
(limited badge access)

(white box on left)

a. Place photo ID in front of
badge reader, gate will
automatically open and close

a. Insert Voyager card into
card reader with magnetic
strip down and to the right

b. Enter information as
requested on the screen for

Gate 5 3. Call Box (silver box on right)
c. Gate will automatically close
once you pass through a. Press pound button (#), then
press 1 to contact Capitol
Police.
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SECURITY GATE

PLEASE NOTE THAT ONLY ONE CAR CAN
PASS THROUGH THE GATE AT A TIME!

e Also note the last comment in red on the instructions...ONLY ONE CAR CAN
PASS THROUGH THE GATE AT A TIME. That means no piggybacking, if

you do the gate will come down on your car! The gate must reset after
each car passes through.
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BVM - Operations

e Automotive Liaisons

 Please make every effort to meet your drivers at 2221
Forster Street Garage when picking up and turning in

vehicles.

e Temp Fleet

» Billing errors; we have been seeing multiple billing errors
with the coding provided by the drivers utilizing the Temp
Fleet. A majority of the errors were due to the wrong
fiscal year being provided...are there any agencies that
would be using funds from a previous fiscal year?

pennsylvania
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BVM — Customer Service Division

Bill Confalir
Chief of Customer Service

[17-783-2325
biconfalir a.gov
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AUTO MAINTENANCE HISTORY

e Auto Maintenance History

Our CSRs now have access to the Maintenance History of
a vehicle. We can now furnish a recent history of the
maintenance that has been performed on a vehicle when
It Is assigned to a new driver. Please contact our
department for this information.

Many times drivers who are assigned a vehicle that is not
brand new, will call us to ask when was the last time it
had an oil change, when were the brakes serviced

etc... Now we can provide this information right up front.
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AUTO MAINTENANCE HISTORY

e Auto Maintenance History

* Also, we are going to expand the 24 hour towing list to
Include multiple vendors in most counties, so this will be

changing periodically. Look for updated information on
the DGS website from time to time.

 Please do not wait until the last minute to get the vehicle
Inspected.
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AUTO MAINTENANCE HISTORY

e Auto Maintenance History

* Please continue to ask your drivers to use the CSD cover
sheet. This sheet should be filled out and used by the
vendors when they fax in an estimate or invoice. The
driver should be filling out the information, not the
vendor.

 If a driver calls in and receives a work order number;
please call us if the vehicle maintenance did not take
place. This should reduce our open work orders.
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AUTO MAINTENANCE HISTORY

e Auto Maintenance History

If the maintenance was done at a vendor’s location and
we opened a work order to pay the vendor, we do not
need an in-house or an additional work order to be sent in
by the driver or liaison. As long as the vendor sends us
the final invoice, we don’t need any additional invoices
from the liaison, the driver or anyone else. The driver
should confirm with the vendor that the final invoice was
faxed to the CSD. This reduces duplication.
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BVM — Vehicle Administration

Jim Filore
Chief of Vehicle Administration

717-787-6282
|]afiore@pa.gov
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ADDRESSES

e Addresses: Make sure to include City,
County, and Zip Code.

e EZPass: Any missing applications, please contact Connie or Jim.

- \Voyager

To add names: send to resource account

e Resource Account: RA-bvmR&R@pa.gov
Send All:

GSVM-88 -- Vehicle Inventory Change Report
GSVM-87 -- Vehicle Inventory Report

GSVM-95 -- Request for Confidential License Plate
STD-556 -- Used Car Disposition Form

Voyager Names
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EZPass

T
e EZPass

 Any missing applications, please contact Connie or Jim.
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VOYAGER
T

e VVoyager

e To add names: send to resource account

e Resource Account:
RA-bvmR&R@pa.gov
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RESOURCE ACCOUNT

e Resource Account:
RA-bvmR&R@pa.gov
Send All:

« GSVM-88 -- Vehicle Inventory Change Report

« GSVM-87 -- Vehicle Inventory Report

« GSVM-95 -- Request for Confidential License Plate
« STD-556 -- Used Car Disposition Form

 Voyager Names
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MASTER RUN CLEAN UP

 Master Run Clean Up

 All master run clean should be sent to the resource
account and we will have them go directly into Debbie

Gardner’s in-box. Any questions on master run clean up
should be directed to Debbie.
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CODING

I
e Coding:

« Make sure your drivers have correct coding for temp fleet
rental.

W pennsylvania
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STD-928

e STD-928 —

Declaration of Use of a Commmonwealth-Provided Vehicle

 Send to both BVM and Office of the Budget
Resource Accounts:

« BVM -- RA-bvmR&R@pa.gov

« Office of the Budget -- RA-BCPOStateVehicles@pa.gov
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BVM — M5 Team

Audrey Marrocco
M5 Administrator

717-346-3344
amarrocco@pa.gov
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M5 Application User Review

e Periodic Review of All Agency M5
Application Users About to Launch

« M5 Team will distribute agency list to each automotive
liaison

 Automotive liaison needs to review and update any
iInformation within 2 weeks of receipt.

 Future reviews are project to occur every 3-6 months
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MS Application User Maintenance

e Automotive Officers are responsible for
keeping each agencies’ M5 Application
User List current.

« E-mail all changes (deletions and additions) to “GS, M5
Administrators” (RA-m5administrators@pa.gov)

 Please allow 2-3 days for modifications to occur.
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OPERATOR ASSISTANCE
T

« “How to Correctly Complete a Monthly
Automotive Report (STD-554)" —
PowerPoint Presentation

e Available under the Forms Section of DGS’s Vehicle
Management web page:

http://www.dgs.state.pa.us/portal/server.pt/community/vehicle management/1364/forms/259361

pennsylvania
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Bureau of Vehicle Management

Q& A

with the Director
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How to Correctly Complete a
Monthly Automotive Report
(STD-554)

April 2012
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Download the Latest STD-554 Form

e Always use the most current version of
the form as published on BVM’s website
(www.dgs.state.pa.us).

Wehicle M. L t .
e STD Forms:

= Forrns

STD-540 - Request for Temporary Transportation

- 2011-2012 Autamotive STD-541 - automobile Accident ar Loss Motice
Service Application

STD-554 - Monthly Automotive Activity Report -- Updated 9/2011
- STD-554 - Wersion for Microsoft Office 2007 ar newer
STD-554 - Wersion for Microsoft Office prior to 2007

STD-554 - Wersion for Users Who Complete the Form in Hard Copy Only

STD-555 - Repair Authorization Request

_________________________________ STD-556 - Used Car Disposition Report

pennsylvania
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http://www.dgs.state.pa.us/

Review the Definitions Section

e Take time to review the form definitions.

MONTHLY AUTOMOTIVE REPORT

1 Field Descriptions and Directions
2 Unless otherwise noted, all fields are required.
q THIS VERSION IS FOR USERS OF MICROSOFT OFFICE 2007 OR NEWER
4 FIELD NAME: DESCRIPTION/INSTRUCTION:
5 Unit Number: Enter the Equipment Number of the vehicle with or without dashes.
Enter the month and year for which you are collecting data. The worksheet will
Month/Year: automatically format the month and year as, Month-Year. For example, if lJune
6 2011 is entered, the worksheet will format as "Jun-2011."
. . If this vehicle is permanently assigned to one driver, enter the driver's name. If
Permanently Assigned Driver Name: i o . o
7 this vehicle is a pool vehicle, leave this field blank.
Enter the employee number for the permanently assigned driver. If this vehicle
Personnel Number: i A o
3 is a pool vehicle, leave this field blank.
9 License Plate No. Enter the license plate for the unit number identified.
. \ Check OME box to indicate whether the vehicle's overnight parking location is
Overnight Parking: . i .
10 the driver residence OR a work location.
M4 b |DEF_[H1'I'.[DI‘.ISI STD-554 . ¥J il
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Complete the Header Information

e For Vehicles Permanently Assigned To an
Individual, complete all areas shows In red
below.

ol
- Home Insert Page Layout Formulas Data Review View Developer e - T X
"—""J #  Calibri -l - |[|= General  ~| | A galnsert~ | X - ? \ﬁ 0 j

2y |[|B £ O-|[A &= [ $ ~ % = 3 Delete ~ || [@]~
Paste — Styles || . Sart & Find & Share WebEx
- |- Al ||[EE | %8 %8| - | [ElFormat~ || (2~ Fiter~ Select~ || ThisFile =

Clipboard M Font L] Alignment L] Number = Cells Editing WebEx

| 117 - 5| ¥
£ B C D E F G H I J K L

3 UNIT NUMBER: MONTH;{YR PERMAMENTLY ASSIGNED DRIVER NAME: PERSOMMEL NUMBER:

a [123a56789 Apr-2011 Frank E. Stein f987654

3 JUICENSE PLATE NO: OWERNIGHT PARKING: IVISION OR UNIT: AGENCY:

6 |PAD1234 ] Residence worklVI5 Section General Services
ODOMETER READING TOTAL

7 DATE BUSINESS | GOMMUTE | PERSRHAL || 1y ) o0 DESTINATIONS DRIVER NAME FUEL FUEL
STARTING | ENDIMNG MILES MILES MIES .

8 iLEAGE | MILEAGE MILES [LIST ALL DAILY DESTINATIONS) [Pool Vehicle Only) | GALLONS COST

9

Click the

Appropriate Box.
pennsylvania
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Complete the Header Information

e For Pool Vehicles, complete all areas
shows In blue below.

ﬁ —
—/J Home Insert Page Layout Formulas Data Review Wiew Developer @ - 8 X
"—A"J 4 Calibri ~ |9 i = == General = & o= Insert ~ X - W [?a 0 j
Za [|B T U-||A &= =(d- ||| % - % | 3 Delete ~ || [g]~
Paste - == Styles || .. Sort & Find & Share WebEx
s Az |25 25| |- | | %8 57| ~ || EFormat~ || C2 7 Filter~ Select~ || This File -
Clipboard = Font (] Alignment (] Mumber = Cells Editing WebEx
| 112 - [ | ¥
1 B C D E F €] H | J K L
3 [JUNIT NUMEBER: MOMNTH/YR: PERMANENTLY ASSIGMED DRIVER NAME:  |PERSONMEL NUMBER:
4 123456789 Apr-2011
S |JLICEMSE PLATE NO: OVERNIGHT PARKING: DIVISION OR UNIT: AGEMCY:
6 ||Pa01234 [ residencelw] work|M5 Section General Services
ODOMETER READING TOTAL
! BUSINESS | COMMUTE| PERsomaL || by o DESTINATIONS DRIVER NAME FUEL FUEL
DATE |[sTARTING | EMNDING || wiies | wies | ries )
3 LEAGE | MILEAGE MILES [LIST ALL DAILY DESTINATIONS) [Poc! Vehicle Only) | GALLONS COST
9
10
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Entering The Date

e Enter the Date in the “M/D/YR” format. Once
entered, only the day will appear.

7
DATE

8
9 02

10(] o3
11 (] o5

e If entered using an incorrect format, you will
receive an error message similar to the one
shown below.

Microsoft Office Excel x|

@ Enter date in the Following Format: s oo

Cancel | Help |
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Account for All Miles Driven

e Make sure the starting mileage for the

current month equals the ending mileage
for the previous month.

Previous Month Current Month
7 ODOMETER READING 7 ODOMETER READING
DATE | sTARTING | ENDING Il DATE |[starTinG| EMDING
MILEAGE | MILEAGE MILEAGE | MILEAGE

o | 29 [17,789]1 9 | _og ((18,087) 18,257
10 30 | 17,784 18,087 10 03 | 18,257 | 18,315
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Breaking Down the Mileage

e Breakdown the mileage by entering the #
of business, commute and personal miles
driven each day.

ODOMETER READING TOTAL
S T T e e v R
MILEAGE | MILEAGE MILES

02 | 18,087 |18,257| 155 | 15 170
03 | 18,257 |18,315| 41 | 15 ERR!

The “Total Daily Miles” column will automatically compute for you after
you have entered the mileage breakdown. If the sum of the Business,
Commute and Personal Miles equals the difféerence between the Ending
and Starting Mileage, a number will appear n the “Total Daily Miles”
column. Otherwise, you will receive the “ERR!” message.
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More Detalls on Commute Miles

e Commuting In a state-owned vehicle is taxable to
an employee as wages.

e Only individuals with permanently assigned
vehicles who have been authorized to use the
vehicle for commute and who have submitted a
STD-928 can use a vehicle for commute

PUrposes.

PAD1234

LICEMSE PLATE NO:

OVERMIGHT PARKING:

ODOMETER READING

DATE

STARTING
MILEAGE

ENDIMNG
MILEAGE

EEEEEEEE
MMMMM

HES-idEI'II:ED Work
—

CCCCCCC
MMMMM

PPPPPPPP
MMMMM

OTAL
DAIL

MILES

These employees typically list
- the overnight parking location

02

18,087

18,257

170

as “Residence”

03

18,257

18,315

58

05

18,315

18,445

120
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Entering Travel Information

e Including the starting location and all
other arrival locations each day.

7

a8

9
10
11
12
13
14
15
16
17
18
15
20
21

fi B |
DATE DESTINATIONS
{LIST ALL DAILY DESTINATIONS)

02 Harrisburg - Indiantown Gap - Harrisburg
03 Harrisburg - Mechanicsburg - Harrisburg
05 Harrisburg - Greencastle - Harrisburg
08 Harrisburg - Erie
o9 Erie
10 Erie - Harrisburg
11 Harrisburg
12 Harrisburg — To Garage for Service
20 Picked up from Garage — Harrisburg
23 Harrisburg - Philadelphia - Harrisburg
24 Harrisburg
25 Harrisburg - Scranton - Harrisburg
20 Harrisburg

_—Samples of trips from Harrisburg to
_another location and back

A

Sample of a multi-day trip

-[Sample of a local trip
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Trips with Multiple Locations

e For Individuals Assigned a Permanent
Vehicle — The driver can combine all
locations on one line for any given day.

DESTINATIONS
[LIST ALL DAILY DESTINATIONS) |

DATE

02 Harrisburg - Indiantown Gap - Reading - Harrisburg l
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Trips with Multiple Locations

e For Pool Vehicles — Each driver can combine all
locations on one line for any given day.

DATE DESTINATIONS DRIVER NAME
[LIST ALL DAILY DESTINATIONS) [Pool Vehicle Only)
02 Harrisburg - Indiantown Gap - Reading - Harrisburg Franke E. 5tein
03 Harrisburg - Mechanicsburg - Camp Hill - Harrisburg Donald Duck CORRECT
03 Harrisburg - Hershey - Harrisburg Franke E. 5tein

e DO NOT combine multiple locations for multiple
drivers on to one line.

DESTINATIONS DRIVER MAME (Poal Vehicle
[LIST ALL DAILY DESTINATIONS) Only)

DATE

02 Harrisburg - Indiantown Gap - Reading - Harrisburg Franke E. 3tein - Mick E. Mouse INCORRECT

03 Harrisburg - Mechanicsburg - Camp Hill - Hershey -Harrisburg  [Donald Duck - Frank E. Stein
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Fuel Information

e DGS-BVM does not require agencies to
record fuel purchases on to the STD-554.

e However, each agency at its own
discretion may require its employees to
record fuel purchases on to the STD-554.

FUEL FUEL
GALLOMNS COsT ‘

14.70 | $58.36 |

WVICES

P W pennsylvania
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Total Days Business Use Field

e The “Total Days Business Use” field auto counts
as you complete the form. Only days showing
business use are included in this count.

7 ODOMETER READING TOTAL
DATE [srarmma| Enoma D-.I:ITE:sss coMrELs-r: v:zlsLoEn;n DAILY DESTINATIONS DRIVERl NAME
h da |S 0n| a MILEAGE | MILEAGE MILES [LIST ALL DAILY DESTINATIONS) [Pool Vehicle Only)

EaC y y 9 02_ E.DS? 18i25? 155 15 170 |Harrisburg - Indiantown Gap - Harrisburg  [Frank E. Stein
Counted Once even 10 03 18,257 | 18,315 || 43 15 58 [[Harrisburg - Mechanicsburg - Harrisburg Donald Duck
. . . 11 03 18,315 | 18,445 || 115 15 130 [[Harrisburg - Greencastle - Harrisburg Frank E. Stein
If multlple lines are 12/] o8 [18445 18,756 286 25 || 311 [Harrisburg - Erie Frank E. Stein
used for a partlcular 13 09 18,756 | 18,797 || 41 41  |Erie Frank E. Stein

14 10 18,797 | 19,098 || 293 2 301 (Erie - Harrisburg Frank E. Stein
day. 15 11 19,098 | 19,113 15 15 [Harrisburg Frank E. Stein

16 12 19,113 | 19,130 2 15 17 |Harrisburg -- To Garage for Service Donald Duck

17 20 19,130 | 19,147 2 15 17 ||Picked up from Garage — Harrisburg Donald Duck

18 23 19,147 | 19,377 || 230 230 [Harrisburg - Philadelphia - Harrisburg Frank E. Stein

19 24 19,377 | 19,392 15 15 |[[Harrisburg Frank E. Stein

20 25 19,392 | 19,632 || 225 15 240 [Harrisburg - Scranton - Harrisburg Donald Duck

21 26 19,632 | 19,647 15 15 |[[Harrisburg Donald Duck

22 27 19,647 | 19,662 15 15 [Harrisburg Frank E. Stein

23 30 19,662 | 19,965 | 288 15 303 (Harrisburg - Allentown - Stroudsburg - Harr{Frank E. Stein

Bh?r":::s 10 TOTAL Les0| 173 2 1578 ;ii;g}il‘;;sz In for repairs from 4,/12/2012 to TOTAL FUEL
24 |_use: MILES: GAL/COST:
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Total Miles

e The Total Miles fields also auto calculate as you
complete the form.

7 ODOMETER READING TOTAL

If h BUSINESS | GOMMUTE| PERsoHAL DESTINATIONS DRIVER NAME
yOU ave an DATE [[STARTING| EMDING | mues | rwes | res || DALY
- MILEAGE | MILEAGE MILES [LIST ALL DAILY DESTINATIONS) {Pool Vehicle Only)

“ERR!" Iin any “Total 9 02 | 18,087 18,257 155
Da||y Miles” fields, 10| o3 [18257]18,315] 43

170 [|Harrisburg - Indiantown Gap - Harrisburg  |Frank E. 5tein

58 |Harrisburg - Mechanicsburg - Harrisburg Donald Duck

15
15
11 03 18,315 | 18,445 || 115 15 130 |Harrisburg - Greencastle - Harrisburg Frank E. Stein
then the “Tota| 12 08 | 18,445 | 18,756 | 286 25 | 311 ||Harrisbure - Erie Frank E. Stein
. ” . 13 09 18,756 | 18,797 41 41  ||Erie Frank E. Stein
Miles” calculations 14| 10 |18797|19008( 293 | 15 erg! [frie - Harrisburg Frank E. Stein
15 11 19,098 | 19,113 {‘. 15 |Harrisburg Frank E. Stein
are nOt CorreCt' 16 12 19 130 2 15 17 |Harrisburg -- To Garage for Service Donald Duck
Y m } 19,130 | 19,147 2 15 17 [|Picked up from Garage - Harrisburg Donald Duck
Ou USt W 18 23 19,147 | 19,377 || 230 230 |[Harrisburg - Philadelphia - Harrisburg Frank E. Stein
all “ERR!” 19| 24 [19,377] 19,392 15 15 |Harrisbure Frank . Stein
20 25 19,392 | 19,632 || 225 15 240 [Harrisburg - Scranton - Harrisburg Donald Duck
messages before 21 [ 25 19,632 19,647 s 15 |Famsburs Donald Duck
H - 22 27 19,647 | 19,662 15 15 |Harrisburg Frank E. Stein
flnal IZIng the STD- 23 30 19,662 | 19,965 || 288 15 303 |Harrisburg - Allentown - Stroudsburg - Harri| Frank E. Stein
TOTAL COMMENTS: Infor repairs from 47122012 to
T
554 B s| 10 OTAL 1,680| 180 | 25 [ 1,577 [0e/20/2012 TOTAL FUEL
24 USE- MILES: GAL/COST:
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Comments Section

e Be sure to enter any comments that may
describe irregularities in the monthly usage. This
type of information may be useful during a 6-
month vehicle utilization review.

20 25 19,392 | 19,632 || 225 15

21 26 19,632 | 19,647 15

22 27 19,647 | 19,662 15

23 30 19,662 | 19,965 | 288 | 15
TOTAL COMMENTS: In for repairs from 47122012 to
suemess| 10 TOTAL |, 680 180 | 25 [ 1,577]Joar20r2012 ” o

24 USE- MILES:

pennsylvania
'Jﬁﬁh‘] DEPARTMENT OF GENERAL SERVICES

—



Certification Section

e For Permanently Assigned Vehicles, the operator
should sign, date and print his/her name as
shown below.

e An electronic signature may be used if it is
transmitted electronically by the operator.

268 | ForPermanen tly Assigned Vehicles Only: For Pool Vehicles Only:

27 | By signing below, | certify that the By signing below, | certify that | have reviewed and
28 | information reported herein is accurate and approve this record.

29

30 Frank E. Stein  4/30/2012

31 | Operator Signature and Date Automotive Liaison/Dispatcher Signature and Date
32 FRAMNK E STEIN
33 | Printed Mame Printed Name
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Certification Section

e For Pool Vehicles, the automotive liaison or
dispatcher should sign, date and print his/her
name as shown below.

26 | For Permanently Assigned Vehicles Only: For Pool Vehicles Only:

27 | By signing below, | certify that the By signing below, | certify that | have reviewed and
28 | information reported herein is accurate and approve this record.

29

30 &MW 4/30/2012
31 | Operator Signature and Date Automotive Liaison/Dispatcher Signature and Date
32 DOMNALD DUCK

33 | Printed Mame Printed Name

27
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Bureau of Vehicle Management

AUTOMOTIVE LIAISON
MEETING

I




BVM — Director

Steve Weildner
Bureau Director

717-787-3162
stweidner@pa.gov
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BVM — Director

Director

« Turn-in project update (all vehicles due by Tuesday, March 20, 2012).

* PF Fleet Update

Highest cost to maintain coming out first (2005 and older)

« New Lease Rates

Link to contracted purchase price on BVM website (assist figuring out what
lease rate would be) (next slide)

Lease rate stays the same for the life of the vehicle (doesn’t decrease after 6
years)

Vehicles already in fleet will NOT be impacted. Only new vehicles are
assigned the new lease rates

BVM will reach out to the liaisons to coordinate the switch outs.

ﬂ pennsylvania
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BVM - Director

http://www.portal.state.pa.us/portal/server.pt/community/administration/1365/lease rates/1033518

nnsylvani ; Y o= Rt e
pennsylvania /d-’ *’/ﬁ‘\/;m.?/

DEPARTMENT OF GENERAL SERVICES

PA STATE AGENCIES v  ONLINE SERVICES v

Procurement | Real Estate | Construction and Public

pennsylvania

Department of General Services | 1000 . yighicle Management = Administration = Lease Rates

Right To Know For DGS Employees
Lease Rates

Doing Business with the
Commonwealth

Construction and Public Works

Property and Asset
Management / Executive Office

— &
DGS Internal Operations I

Publications and Media Services

Press Office

DGS Audiences

Report Unsafe Driving, Improper
Use, of a State Vehicle

Enreh oparred and Suspendad LEASE RATES FOR VEHICLES ENTERING INTO NEW LEASES

Vehicle Management

EFFECTIVE MARCH 1, 2012

Used Vehicle Auction

Maintenance The Bureau of Vehicle Management has established the following lease rates for all new Purchasing Fund vehicles entered into the fleet after February 1,
2012. The monthly lease rate corresponds to the initial purchase price of the vehicle. These monthly lease rates will apply to the wvehicle for the duration of
the vehicle’s life. Please note that these new rates will not impact vehicles leased prior to February 1, 2012.

Administration

= Auctions

= Coding Change

* Invoice & Billing

VEHICLE PURCHASE PRICE MONTHLY LEASE RATE
= Driver Changes
= Order $14,000-$16,000 $353
= EZ Pass $16,001-$18,000 $386
" Service Diractory $18,001-$20,000 $419
= MVAL
$20,001-%22,000 $453
= Lease Rates
= Management Directives $22,001-$24,000 $486
Drivers $24,001-%26,000 $519
Ground Travel $26,001-$28,000 $553
Automotive Liaisons
$28,001-$30,000 $586
Operations
$30,001-$32,000 $619
My Account $32,001-3%34,000 $653
Log OFF
Click here to view the current passenger vehicle contract prices. (Contract 4400008603) 5

pennsylvania
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BVM — Director

Director

« June 2012 Vehicle Usage Review

« More aggressive approach towards agencies for returns and towards
operators for falsification of data and/or incomplete STD-554 forms.

coming
« BVM Safety Initiative Soon
* Running MVRs monthly

« Defensive Driving Courses

 EXxcessive violations may result in ability to operate a Commonwealth
vehicle. If this happens and you must travel on business, you would
then only be reimbursed $0.19/mile.
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BVM — Operations/Maintenance

Randy Tomlinson
Chief of Operations

/1 7-783-3088
rtomlinson@pa.gov

¥ W pennsylvania
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BVM - Operations

OPERATIONS

« Disposition process points when turning units at 2221 Forster Street:

2 copies of the STD-556 given to the Operations Office, 1 placed in the
car (ending mileage must be placed on the STD-556)

Make sure there are detailed comments in the “Agency Review of
Venhicle” section.

Must have V4 of fuel when turned in
Double check the unit for EZ Pass, parking permits, etc.

All agency decals and lettering must be removed (unless you are
coordinating the removal with the auction house)

« When picking up new units or reassignments, please make sure you
coordinate the times with the Operations Office before showing up.
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BVM - Maintenance

MAINTENANCE

e Please remember to keep a copy of the registration in your vehicles!




BVM — Customer Service Division

Bill Confalir
Chief of Customer Service

[17-783-2325
biconfair a.gov
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BVM — Customer Service Division

CUSTOMER SERVICE DIVISION

e Tips for Drivers and Liaisons
« All drivers should:

e Call in to the CSD before they take their vehicle in for service
(1-877-347-9966)
e Open a work order and give the work order # to the vendor

e Use the fax cover sheet provided (also on the DGS website). Fill in
the unit #, CSR’s name, work order #, and vendor’s name.

e Instruct the vendor to use the fax cover sheet when they send in an
estimate or invoice.
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BVM — Customer Service Division

CUSTOMER SERVICE DIVISION

e Tips for Drivers and Liaisons

 Work Orders:

e An open work order must be closed. If you do not take the vehicle
in for repair, call the CSR you spoke with and close the work order.

e Don’t leave open work orders longer than a week. The CSR’s will
have to track down your driver, wasting time and causing
frustration.

e Opening a work order triggers our expectation that an invoice will
need to be paid by the CSD. If you open a work order, do not pay
for the repairs with your credit card.
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BVM — Customer Service Division

CUSTOMER SERVICE DIVISION

e Tips for Drivers and Liaisons

« Accident Reports (STD-541):

Are needed when any glass is replaced.

Are not needed when glass is repaired, ie: a chipped windshield.
The STD-541 must be signed by the driver.

Write the mileage on the top of the STD-541.
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BVM — Customer Service Division

CUSTOMER SERVICE DIVISION

e CSD Don’ts

« Don’t send in IN-HOUSE repairs that we’ve already recorded and paid
with a work order.

« Don’t get your vehicle repaired unless you have called the CSD and
opened a work order.

« Don’t open a work order until you are ready to take your vehicle in for
repairs.

« Don’t instruct the vendor to call in to open a work order. That is the
driver’s responsibility.
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BVM — Customer Service Division

CUSTOMER SERVICE DIVISION

e (CSD Estimates Email Address:

« Vendors are now able to send estimates and invoices to the CSD by
email. The email address is:

RA-DGS_BVM_Estimates@pa.gov

* Please tell your drivers to get the word out to our vendors. Some
vendors prefer email to the faxed estimates and invoices.
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BVM — Customer Service Division

CUSTOMER SERVICE DIVISION

 What will you do in an emergency?

« If your driver is broken down out of town, what will you do?
 Will someone from your office pick him/her up?
e Should your driver call his/her spouse for a ride?
= Will your department pay for a hotel?

If you don’t have an emergency plan in place,
you need to do it now!
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BVM — Vehicle Administration

Jim Fiore
Chief of Vehicle Administration

717-787-6282
|]afiore@pa.gov
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BVM — Vehicle Administration

RECORDS & REPORTS

e All change requests must go to the resource account:

« GSVM-88
« GSVM-95
« STD-928
 Voyager Requests
« Including adding drivers to data base
e Lost, stolen, defaced cards
 Coding requests for STD-557
« Any coding that may have changed since original request
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BVM — Vehicle Administration

RECORDS & REPORTS

e Email Content:

e Limit5 to 10 forms per emaiil

« Try to keep like requests grouped together
= Voyager
e Coding
e Driver Changes

e Always Use EORWARD Function When Replying:
 Connie will look over request

« Connie will notify you if more information is needed
* You will return the information using the FORWARD function.
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BVM — Vehicle Administration

RECORDS & REPORTS

e Completion Reply from Records and Reports:

« When all documents in one email are complete, we will notify you.

 Allow 10 business days to receive complete notice.

« Send email to Jim Fiore if you don’t receive a notice.

« Once completed, Voyager and Registrations take 5 business days
« You will be notified when they arrive.

e STD-557:

« Handled as before, Operations will call you.
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BVM — M5 Team

Audrey Marrocco
M5 Administrator

717-346-3344
amarrocco@pa.gov
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BVM — M5 Team

M5 TEAM

e Commute Usage Reporting — Common Errors:

« Date Other than Month End Pre-populating

e Earlier Date — Happens on new vehicles where no commute usage has
been entered into M5 yet.

e Today’s Date — M5 already contains an entry for the most recent
month.

* Incorrect Odometer Readings — At Pump or on STD-554
e Don’t estimate
e Don’t round up — even a mile

* Incorrect Input
« We’'ll delete the entry, but you will need to re-input the correct

information. - .
?ﬁg‘a‘“ pennsylvania
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BVM — M5 Team

M5 TEAM

e Commute Usage Reporting — Common Errors (continued):

 Premature Activations to PFADMN Units in February

< NoO need to report commute usage
« Billing is being addressed so that units do not bill

« Commute Usage for New Vehicles
e Begins the day you are called to pick up your vehicle

e If you don’t pick the unit up prior to the end of the month, enter the
starting odometer reading at the time of vehicle pickup. Call Randy

Tomlinson if necessary.
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BVM — M5 Team

M5 TEAM

« Commute Usage Query

Home Page ..
_@ [:ﬁ?'::.l:_::;tl}lg;t £ Mileage Entry 5&—’; Mileage Query './‘:""" | wu;:gﬂ:ilfrs
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BVM — M5 Team

Lisk of walues =
Commute Usage QUery i.:::w

- Selection Crteria

Unit Numherl |
Operatnr| |
Location | |

Start Date: I
End Date: I
Clearl Retrieve |

Cormute Usage Histons (Loaded 0 records)

. Effective Business . Commute Business LTD Date Entered!
Lnit Murmber Date Days Used Location Operator hieter Usage Usage Usage Modified User &

pennsylvania
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BVM — M5 Team

Commute Usage QUery i--w::suo

- Selection Crteria
LInit NumherlDD?HDEDD |EDD? FORD EXPLORER

Operatnrl I

anatinnl |

Start Date: |

End Date: |

Clear | Retrieve I

~ Commute Usage History [Loaded § records)
. Effective Business . Comrmute Business LTD Date Entered/

LInit Mumber Date Days Used Location Clperatar Ileter Usage Usage Usage Modified ser &
no7110500 (0153172012 (0 Vi CREO1 COURTESY CAR 121013 a 318 121013 0202452012 AMARROCC ;l
0o7110500 (12312011 |16 ALILIAS STALMECKER MICHA120695 1] 1549 120694 0110972012 LMACIMTY
oov110500 (1173002011 |0 YRCRO LIMNASSIGHNED DRIVE[119146 1] 3006 119146 12114812011 AMARROCC
nav110500 (1053162011 |0 YCRO1 UMASSIGHNED DRIVE[116140 1] g7g 116140 12114852011 AMARROCC
007110500  |09/3002011 0 Y CREO COURTESY CAR 1159162 0 0 115162 121 552011 AMARROCC
ooy110500  |08/3172011 a Y CRO1 COURTESY CAR 115162 a 115162 115162 111 Bi2011 AMARROCC

1] i B
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Bureau of Vehicle Management

Q&A

with the Director
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MANUAL

Commonwealth of Pennsylvania
Governor's Office

Subject: Number:
Commonwealth Fleet Procedures Manual 615.3

By Direction o 3 ] Date:

Sherl Phllllps, Secretary of General Services November 10, 2011

Contact Agency:
Department of General Services, Bureau of Vehicle Management,
Telephone 717.787.3162

This manual is designed to provide guidelines and procedures for operators of
Commonwealth Fleet vehicles.

The authority for this manual is derived from Management Directive 615.16,
Commonwealth Fleet Policy.

Related guidance/reference includes:

Management Directive 615.1, Temporary Assignment of Commonwealth Automotive
Fleet Vehicles.

Commonwealth of Pennsylvania
Department of General Services
Bureau of Vehicle Management
2221 Forster Street
Harrisburg, Pennsylvania 17105
717.787.3162

www.dgs.state.pa.us


http://www.portal.state.pa.us/portal/server.pt/gateway/PTARGS_0_2_785_711_0_43/http%3B/pubcontent.state.pa.us/publishedcontent/publish/global/files/management_directives/supplies___services/615_16.pdf
http://www.portal.state.pa.us/portal/server.pt/gateway/PTARGS_0_2_785_711_0_43/http%3B/pubcontent.state.pa.us/publishedcontent/publish/global/files/management_directives/supplies___services/615_16.pdf
http://www.portal.state.pa.us/portal/server.pt/gateway/PTARGS_0_2_785_711_0_43/http;/pubcontent.state.pa.us/publishedcontent/publish/global/files/management_directives/supplies___services/615_1.pdf
http://www.portal.state.pa.us/portal/server.pt/gateway/PTARGS_0_2_785_711_0_43/http;/pubcontent.state.pa.us/publishedcontent/publish/global/files/management_directives/supplies___services/615_1.pdf
http://www.dgs.state.pa.us/

TABLE OF CONTENTS

SECTION ONE: VEHICLE RECORDS ... e e 1
SECTION TWO: MOTOR VEHICLE AUTHORIZATION LIST ..eeiiiiiiii e 3
SECTION THREE: PASSENGER VEHICLE REPLACEMENT ... e 4
SECTION FOUR: PASSENGER VEHICLE ACQUISITION ....coii e 5
SECTION FIVE: RATES AND BILLING FOR VEHICLES AND SERVICES ..................... 6
SECTION SIX: NON-PASSENGER VEHICLE ACQUISITION ... 7
SECTION SEVEN: COMMONWEALTH VEHICLE DISPOSITION.....ccoiiiiiiiiiiiiiieeeeee 8
SECTION EIGHT: COMMONWEALTH FLEET MAINTENANCE.......cciiiii e 9
SECTION NINE: COMMONWEALTH FLEET ASSIGNMENT ...coiiiiiiiiiiii e 11
SECTION TEN: COMMUTING IN COMMONWEALTH VEHICLES..........cs 13
SECTION ELEVEN: FUELING COMMONWEALTH VEHICLES ...t 14
SECTION TWELVE: LIABILITY AND ACCIDENT REPORTING....cccciiiiiiiiiiiiiiieeeenes 15
SECTION THIRTEEN: COMMONWEALTH FLEET LICENSE PLATES .....oiiiiiiiiiiiiieeees 17
SECTION FOURTEEN: E-ZPASS ACQUISITION AND TRANSFERS...........oooins 19

SECTION FIFTEEN: OPERATOR QUALIFICATIONS AND RESPONSIBILITIES ............. 20



SECTION ONE:
VEHICLE RECORDS

1. The Department of General Services (DGS) shall be responsible for obtaining
proper title and vehicle registration for all Commonwealth Fleet vehicles.

2. All titles for Commonwealth Fleet vehicles will be physically maintained by the
Department of General Services’, Bureau of Vehicle Management (BVM).

3. The original copy of the registration should be kept with the Commonwealth Fleet
vehicle at all times. BVM may also maintain a duplicate copy on file.

4. All costs associated with owning, operating, and maintaining all Commonwealth
Fleet vehicles must be fully documented in the current DGS database, including
original purchase price, sale price, fuel and maintenance costs, and other
expenses.

5. All operators of Commonwealth Fleet passenger and non-passenger vehicles must
document daily vehicle usage appropriately through the completion of Form STD-
554, Monthly Automotive Activity Report.

a. The completed Form STD-554, Monthly Automotive Activity Report, must be
completed for every passenger vehicle (as determined and provided by BVM
monthly) and must include a breakdown of the total business, personal, and
commute mileage, where applicable.

b. Failure to timely submit the completed form or intentional falsification of data
included on the form may subject the operator to forfeiture of the privilege to
operate a Commonwealth Fleet vehicle and may subject the operator to
discipline and/or criminal prosecution.

c. Operators of Commonwealth Fleet vehicles assigned to the Department of the
Auditor General, the Treasury Department, the Office of Attorney General, or
the Pennsylvania State Police, and those operators who perform undercover
law enforcement or investigative work are not required to report the
destinations or operator names on the Monthly Automotive Activity Report.

d. DGS, in its discretion, may request this information at any time for training,
review, and/or audit purposes.

6. Agency automotive liaisons must ensure agency entry of information from Form
STD-554, Monthly Automotive Activity Report, for every passenger vehicle
assigned to the agency or its officers and employees into BVM’s database of record
by the designated day for each month.

7. Agency automotive liaisons must also ensure that Form STD-554, Monthly
Automotive Activity Report, is submitted for each Designated Agency Heads’
permanently assigned a Commonwealth Fleet vehicle to the Office of the Budget,
Office of Comptroller Operations, Bureau of Commonwealth Payroll Operations by
the 20" day of the following month.

Manual 615.3 Page 1 of 22
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8. Agencies and agency automotive liaisons must ensure that all records (paper and
electronic) related to Commonwealth Fleet vehicles are retained in accordance with
Manual 210.9, The Commonwealth’s General Records Retention and Disposition
Schedule, as outlined in records series G010.001, Vehicle Management Records.
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SECTION TWO:
MOTOR VEHICLE AUTHORIZATION LIST

1. The number of passenger vehicles permanently assigned to an agency shall be
fixed at the number established by the Secretary of General Services and the
Executive Board and will serve as the Motor Vehicle Authorization List (MVAL) for
each respective agency.

2. Agency requests to increase the size of its MVAL shall only be considered when
new programs are created, existing programs are expanded, or when an agency
has accepted program responsibilities transferred from another agency. New or
expanded programs must warrant a need for additional vehicles.

3. Prior to requesting an increase to its MVAL, an agency shall first review utilization
of its existing agency passenger vehicles to determine if vehicle reassignments
would best meet agency needs.

4. A request to increase an MVAL must be submitted by memorandum from the
agency automotive liaison, signed by the agency head, to the Secretary of General
Services and must include detailed and specific data defining and justifying the
increase.

5. Any request to increase an agency’s MVAL requires approval by the Secretary of
General Services and the Executive Board. Agencies must demonstrate a
compelling need for expansion vehicles and must confirm that existing agency
vehicles are utilized according to Minimum Mileage or Utilization Standards as
outlined in this policy.

6. Agency automotive liaisons must advise BVM via memorandum in the event of any
cancellation, dissolution or transfer of program responsibilities that results in a
reduction in vehicle inventory within 30 days of the event. BVM will reassign or
dispose of vehicles no longer required by an agency as a result of a program
cancellation, dissolution or transfer.
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SECTION THREE:
PASSENGER VEHICLE REPLACEMENT

1. The replacement of a passenger vehicle cannot result in an increase to an agency’s
MVAL without the prior approval of the Secretary of General Services’ and
Executive Board.

2. Commonwealth passenger vehicles will be considered for replacement based upon
the following criteria:

a. Age/Mileage. The passenger vehicle’s age and/or mileage have rendered the
vehicle in such condition that it cannot reliably, safely, and/or economically
serve its intended purpose or be used in a reasonable alternative capacity.

b. High Operating or Maintenance Costs. The cost to repair a damaged
passenger vehicle is not financially prudent, and the commonwealth's interests
would be better served by disposing of the vehicle rather than repairing it.

c. Market Resale Value. The resale value for the passenger vehicle is such that
selling and replacing the vehicle is cost-effective and in the best interests of
the commonwealth.

3. Replacement passenger vehicles may not be a larger make/model than the vehicle
being replaced unless replacement with a larger make/model is adequately
justified based on business function and/or cost savings and the larger
make/model is approved by the Secretary of General Services or his/her designee.

4. Agency automotive liaisons are to complete Form STD-557, Request for
Automotive Equipment, and submit it to BVM to request replacement of a
passenger vehicle.

5. The passenger vehicle to be replaced must be an active unit at the time
replacement is requested. The unit number to be replaced must be clearly noted
on Form STD-557, Request for Automotive Equipment.

6. Any exceptions for replacement of a passenger vehicle not meeting the criteria
above will be at the discretion of the Secretary of General Services or his/her
designee.
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SECTION FOUR:
PASSENGER VEHICLE ACQUISITION

1. Prior to requesting the purchase or lease of a passenger vehicle, agencies should
first review utilization of their existing Commonwealth Fleet vehicles to determine
if vehicle reassignments would best meet agency needs.

2. Requests to purchase or lease passenger vehicles will be denied if all current
vehicles are not being used according to the Minimum Mileage or Utilization
Standard. Requests for an exception must be submitted in writing to the
Secretary of General Services or his/her designee and will be considered on a
case-by-case basis.

3. When requesting the purchase or lease of a passenger vehicle, agencies shall:
a. Evaluate the cost-effectiveness and availability of federal surplus vehicles.

b. Consider the most economical, fuel-efficient vehicles appropriate for the
mission the vehicle will be supporting.

c. Request four-wheel drive vehicles only when the vehicle is absolutely necessary
for emergency response or off-road requirements.

d. Consider lower cost, more fuel-efficient passenger vehicles or light duty pick-up
trucks in lieu of SUVs, full-size sedans and large trucks.

4. The purchase or lease of all sport utility vehicles, four-wheel drive pick-up trucks,
full-size sedans and police equipped vehicles must meet additional approval criteria
as determined by the Secretary of General Services or his/her designee.

5. DGS, Bureau of Procurement will assist agencies in identifying the most cost-
effective vehicles based on agency specifications and will only purchase vehicles
approved by the Secretary of General Services or his/her designee.

6. When cost effective to do so, agencies may consider long-term rentals (rentals
exceeding 30 calendar days) with preferred commercial rental car suppliers.
Agencies must consult with BVM prior to entering into a long-term rental
agreement.

7. Agency automotive liaisons shall complete Form STD-557, Request for Automotive
Equipment, and submit it to BVM prior to purchasing or renting any vehicle. These
forms must clearly justify the need for each passenger vehicle requested for
purchase and/or long term rental. Justification for long term rentals must include
all rental rates quoted or negotiated.
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SECTION FIVE:
RATES AND BILLING FOR VEHICLES AND SERVICES

1. For all vehicles purchased by DGS and assigned to agencies prior to the effective
date of this manual, DGS will maintain the current rate structure.

2. For new vehicles purchased by DGS for assignment to agencies after the effective
date of this manual, DGS has established monthly lease rates based on vehicle
type and cost. Lease rates include administrative costs and costs for repairs not
explicitly excluded in Section Eight of this manual. Monthly lease rates are
published on the BVM website under Lease Rates.

3. Prior to the end of the lease term, BVM will consult with the assigned agency as to
continuing lease options.

4. Monthly Lease Rates for non-standard vehicle types and/or commercial vehicles
will be provided to agencies by DGS upon request.

5. Agencies leasing vehicles from DGS will be billed monthly. For partial months, the
DGS monthly Lease Rates will be prorated.

6. An annual administrative fee, per vehicle, will be billed for all seized, federal
surplus, donated, and other vehicles and equipment not purchased by DGS. This
fee will be charged to all agencies (except the Department of Transportation) at
the beginning of each fiscal year and will not be prorated for vehicles assigned less
than a year.

7. Agencies requiring BVM tow truck or BVM roll-back transportation services will be
billed per hour required (portal-to-portal). Agency billing by DGS will occur in the
month following the month during which service is provided.
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SECTION SIX:
NON-PASSENGER VEHICLE ACQUISITION

1. In order to ensure proper titling and registration for each non-passenger vehicle,
where necessary, agency automotive liaisons shall submit all requests to purchase
non-passenger vehicles on Form STD-557, Request for Automotive Equipment, to
BVM prior to the purchase of a non-passenger vehicle. All forms must
contain the respective agency head approval.

2. The purchase of non-passenger vehicles requires approval by the requesting
agency head only. DGS will not approve/disapprove agency requests for the
purchase of non-passenger vehicles.

3. Prior to purchasing a non-passenger vehicle, agencies should review utilization of
their existing non-passenger vehicles to determine if vehicle reassignments would
best meet agency needs.

4. When not purchasing from an existing statewide contract, agencies are encouraged
to work with DGS, Bureau of Procurement to identify the most cost-effective non-
passenger vehicle available based on agency specifications and to prepare bid
specifications.
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SECTION SEVEN:
COMMONWEALTH VEHICLE DISPOSITION

1. Commonwealth passenger and non-passenger vehicles which are no longer needed
by an agency or which are considered surplus shall be turned over to DGS for
disposition. DGS shall determine the most appropriate disposition of these
vehicles.

2. When an agency no longer needs a vehicle or DGS determines that a vehicle
should be sold, the sale must be approved by the Board of Commissioners of Public
Grounds and Buildings. If a surplus vehicle can no longer be used as a vehicle,
DGS may decide to sell the vehicle for parts or for scrap materials; such sale does
not require Executive Board approval. The net sales proceeds generated from all
sales will be returned through the Treasury Department to the funds from which
the vehicles were originally purchased.

3. Agency automotive liaisons must complete Form STD-556, Used Car Disposition
Report, and submit four copies of the same to BVM (one placed in vehicle; three to
BVM) with all of the following additional documentation:

a. Vehicle license plate.

b. Vehicle registration card.

c. Vehicle insurance card.

d. Vehicle fuel card.

e. Most recent STD-554.

f. Court order, when applicable, for forfeited vehicles only.

4. Agency automotive liaisons or other agency personnel must ensure that all
passenger and non-passenger vehicles presented for disposition are thoroughly
cleaned and that all special equipment has been removed prior to delivery to the
Commonwealth Garage or DGS’ designated automobile auction location.

5. DGS may make minor repairs or improvements to vehicles prior to sale totaling no
more than $200, when it is determined that doing so will yield a higher sales price
at auction. DGS will subtract the costs for such repairs or improvements from the
net sales proceeds.

6. Upon submission of Form STD-556, Used Car Dispaosition Report to BVM, the using
agency will have five business days to deliver the passenger or non-passenger
vehicle to either the Commonwealth Garage or to DGS’ designated automobile
auction location as noted on Form STD-556, Used Car Disposition Report.
Agencies delivering vehicles directly to DGS’ designated automobile auction
location must inform BVM immediately upon delivery.

7. Any exceptions to the process outlined above will be considered on a case-by-case
basis by the Secretary of General Services or his/her designee.
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SECTION EIGHT:
COMMONWEALTH FLEET MAINTENANCE

1. At a minimum, agencies and operators should follow the manufacturer's
recommended maintenance schedule for every Commonwealth Fleet vehicle to
ensure that routine, preventative maintenance is properly and regularly performed
to ensure safe and continued operation. This includes required emissions testing.

2. Prior to the performance of any maintenance or repairs to a Commonwealth Fleet
vehicle (including those resulting from an accident), the agency or operator must
contact BVM. BVM will coordinate all services and repairs with commonwealth
approved vendors to ensure repairs are properly completed and approved rates
are applied. The agency head will be notified by BVM of repeated violations of this
procedure. Agencies and operators must ensure that repairs coordinated by BVM
are completed within 30 days from the receipt of the estimate.

3. Agencies will be held responsible for unauthorized maintenance costs. Operators
or agency personnel may be held financially liable for any unauthorized repairs.

4. Maintenance and repair of all commonwealth passenger vehicles in the Harrisburg
area must be performed, whenever possible, at BVM’'s Commonwealth Garage.
Use of the Commonwealth Garage is the most cost effective option for vehicle
maintenance and repair. Automotive liaisons and operators should call
717.787.3933 to schedule vehicle maintenance at the Commonwealth Garage. A
courtesy shuttle is provided for operators utilizing the Commonwealth Garage for
vehicle service.

5. Agencies that maintain in-house repair facilities must contact BVM before initiating
repairs in excess of $600 for cars and minivans or in excess of $800 for SUVs and
trucks. Repairs under these thresholds may be made at the agency’s discretion.
All in-house facility repairs regardless of cost must be reported to BVM for
documentation in the DGS database.

6. For those DGS-owned passenger vehicles assigned to an agency, DGS will pay all
costs related to the maintenance and repair except gasoline, oil, oil filters, oil
drain plugs, oil caps, oil treatments, flushes, shop supplies, wipers, antifreeze, gas
treatments, grease, window solvent, keys, tires (including tire pressure monitors),
tire changing, rotation, repairing, mounting and balancing, wheels (including studs,
lug nuts), hubcaps, non-warranty brake and rotor repairs or replacement,
batteries, interior/exterior cleaning, and all costs affiliated with installing or
dispensing these items.

7. All costs related to the maintenance and repair for all agency-purchased vehicles
are the responsibility of the agency.

8. For repairs resulting from an accident, BVM will prepare a Form STD-555, Repair
Authorization Request, for BVM review and approval and will submit the Form STD-
555, Repair Authorization Request, to DGS, Bureau of Risk and Insurance
Management. For repairs resulting from an accident to vehicles owned by the
Pennsylvania State Police, Pennsylvania State Police personnel will ensure the
Form STD-555, Repair Authorization Request, is properly filled out and submitted
to BVM.
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9. All maintenance and repairs performed on all Commonwealth Fleet vehicles must
be reported to BVM. BVM will facilitate documentation of all maintenance costs in
the DGS database of record.

10. Operators, agency automotive liaisons or agency personnel must ensure that
vendors and/or agency repair facilities forward all invoices directly to BVM within
two business days of the completion of vehicle maintenance or repair. Invoices
must clearly separate all parts and labor charges.
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SECTION NINE:
COMMONWEALTH FLEET ASSIGNMENT

1. The assignment of Commonwealth Fleet vehicles and the types of Commonwealth
Fleet vehicles assigned are at the discretion of the Secretary of General Services or
his/her designee based on the functional needs of the requesting agency. Any
assignment made in accordance with this section will be subject to periodic re-
evaluation. If any agency is unable to adequately justify the need or explain why
the vehicle has not met or is not meeting the Minimum Mileage or Utilization
Standards, DGS may at its discretion revoke the assignment.

2. Designated agency heads as defined in Management Directive 615.16,
Commonwealth Fleet Policy, are eligible for a permanent assignment of a
passenger vehicle and/or the use of a Voyager Fuel Card. Upon completion and
submission of Form STD-928, Declaration of Use of a Commonwealth-Provided
Vehicle to BVM, designated agency heads may utilize their state-provided vehicles
and/or Voyager Fuel Cards for business purposes, commuting and de minimus
personal usage.

3. All Commonwealth Fleet vehicles other than those assigned under subsection two,
above, are classified as permanently-assigned vehicles or agency pool vehicles as
defined below.

a. Permanently-Assigned Commonwealth Fleet Vehicles are assigned to a
commonwealth official or employee based on one or more of the following
business travel needs.

(1) The official or employee travels at least 6,000 business miles within a six-
month period OR records business usage of the Commonwealth Fleet
vehicle at least 80% of the available work days within a six-month period.

(2) The official or employee has commonwealth employment responsibilities
either for law enforcement or for responding to emergencies involving
public health or safety AND those responsibilities occur on a frequent
basis outside normal duty hours requiring travel from a residence to a
location; AND the assigned vehicle is equipped with tools, specialized
equipment or other supplies required to perform those responsibilities.

(3) A written justification showing that the authorization of a permanently
assigned Commonwealth Fleet vehicle to an official or employee is cost
effective is submitted by an agency head and approved by the Secretary
of General Services or his/her designee.

b. Agency Pool Vehicles are general use vehicles available for temporary
assignment to multiple individuals and must meet the following criteria.

(1) Pool vehicles should be used an average of at least 6,000 business miles
every six months or should record business usage on at least 80% of the
available work days within a six-month period.

(2) Pool vehicles are to be used when available and where more cost effective
than other options.
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4. Agencies should review utilization of all Commonwealth Fleet vehicles on a regular
basis to ensure proper utilization in accordance with the Minimum Mileage or
Utilization Standard. If, after any six-month period, Commonwealth Fleet vehicle
usage does not meet the Minimum Mileage or Utilization Standards, the agency
may be asked to eliminate the vehicle from their fleet.
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SECTION TEN:
COMMUTING IN COMMONWEALTH VEHICLES

1. Use of a passenger vehicle for commuting between a personal residence and work
location is taxable to an employee as wages, per regulations set forth by the
Internal Revenue Service (IRS). Commuting in commonwealth passenger vehicles
is prohibited unless one of the following exceptions is preauthorized and applies:

a. The passenger vehicle is permanently assigned to an operator who has been
authorized by the agency head to use the vehicle for commuting based on cost
effectiveness or business efficiency and who has completed and submitted
Form STD-928, Declaration of Use of a Commonwealth-Provided Vehicle, to
BVM. The agency head shall annually reevaluate continued use of a
permanently assigned vehicle for commuting.

b. The passenger vehicle is a pool vehicle, and it is more cost effective and
efficient for the operator to take the passenger vehicle home based on the
following day’s work location. The operator must obtain supervisor approval
prior to taking the vehicle home.

2. Those commonwealth employees traveling to the same work destination as
another commonwealth employee, who has been properly authorized to commute
in an assigned commonwealth passenger vehicle, may carpool provided that the
carpooling passenger has obtained written authorization from the agency head
and has completed and submitted Form STD-928, Declaration of Use of a
Commonwealth-Provided Vehicle, to BVM along with the written agency head
authorization. Riding as a carpooler in a commonwealth passenger vehicle
between a personal residence and work location is taxable to the carpooler as
wages, per regulations set forth by the IRS.

3. The IRS provides the following exemptions from the taxation of commuting:

a. The employee is subject to 24-hour call and must operate a qualified non-
personal use vehicle (as defined by the IRS) such as a clearly marked police
vehicle, a utility truck specially designed for carrying tools and/or equipment,
busses, etc.

b. Commuting in the Commonwealth Fleet vehicle occurs in conjunction with

official travel and is considered de minimis, such as commuting home in a
vehicle for the purposes of departing for a business trip the following day.
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SECTION ELEVEN:
FUELING COMMONWEALTH VEHICLES

1. Operators of Commonwealth Fleet vehicles are responsible for ensuring that the
vehicle is adequately fueled. Fuel must be purchased using the Commonwealth
Fleet vehicle’s assigned Voyager Fuel Card.

2. A Voyager Fuel Card is provided with each assigned vehicle. If at any time the
Voyager Fuel Card is lost, stolen, rendered unusable or defaced, the vehicle
operator shall immediately notify the agency automotive liaison. The agency
automotive liaisons must contact BVM immediately to report the card lost, stolen,
unusable or defaced and should complete Form GSVM-88, Vehicle Inventory
Change Report.

3. The Voyager Fuel Card is only to be used for the purchase of fuel for
Commonwealth Fleet vehicles. Any operator found using the Voyager Fuel Card for
non-fuel purchases or for fuel purchases for non-commonwealth vehicles may be
subject to forfeiture of privileges to operate a Commonwealth Fleet vehicle and will
be subject to disciplinary action and possibly criminal prosecution.

4. Whenever official commonwealth business originates or ends in Harrisburg during
BVM’s operating hours (6:00 am - 5:00 pm, Monday—Friday), every attempt
should be made to refuel at the BVM’'s Commonwealth Garage. Fuel from the
Commonwealth Garage is less expensive than retail pump prices.

5. Commonwealth Fleet vehicles shall not be fueled with premium blends of gasoline,
unless priced the same as regular unleaded gasoline or unless the use of premium
blends of gasoline is specifically recommended by the vehicle manufacturer.

6. Commonwealth Fleet vehicles should not be fueled at full-service fuel pumps
where the price per gallon exceeds the price of self-service gasoline.

7. Commonwealth Fleet vehicles capable of using alternative fuels shall use them
exclusively except as outlined below:

a. The alternative fuel is not readily available.
b. The alternative fuel costs more than conventional gasoline or diesel.
c. Operating exclusively on an alternative fuel is contrary to the vehicle

manufacturer or alternative fuel conversion equipment  vendor
recommendations.
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SECTION TWELVE:
LIABILITY AND ACCIDENT REPORTING

1. Employee liability for damages to third parties (bodily injury and property damage)
while operating a Commonwealth Fleet vehicle within the scope of the individual's
employment will be covered by the commonwealth’s automotive liability self
insurance programs. The operator will, however, be responsible for bodily injury
and all damage to Commonwealth Fleet vehicles and all third party damages if the
accident results from any unauthorized use or intentional misconduct.

2. The commonwealth has qualified as a self-insurer under the Motor Vehicle
Financial Responsibility Law and provides liability coverage, including medical
benefits as required by 81711 of the Vehicle Code (75 Pa. C.S. 1711), for
operators of Commonwealth Fleet vehicles. As the self-insurer, the commonwealth
has issued an identification (1.D.) card for each Commonwealth Fleet vehicle which
satisfies the requirements of the law in regard to proof of financial responsibility.
Operators may be required to produce the I.D. card when involved in an accident.

3. The commonwealth does not provide insurance coverage for employee personal
property in Commonwealth Fleet vehicles. Coverage for these items may be
provided by the employee's personal insurance.

4. Operators must immediately report all accidents involving Commonwealth Fleet
vehicles to the Pennsylvania State Police by dialing 911. The Pennsylvania State
Police will either investigate the accident or report it to a local police department
for investigation. If an accident occurs outside the commonwealth, the nearest
police department is to be notified to request a police report.

5. If a Commonwealth Fleet vehicle is rendered inoperable as the result of an
accident, the operator should contact BVM immediately at 1.877.347.9966 for
instruction on obtaining towing services and alternate transportation. This number
is monitored 24/7, and operators should leave a message if the number is not live
answered; a customer service representative will return your call as soon as
possible.

6. All accidents involving Commonwealth Fleet vehicles require the completion of
Form STD-541, Automobile Accident or Loss Notice. Operators (or in the case of
operator incapacitation, immediate supervisors) are to prepare and submit to their
agency automotive liaison and BVM Form STD-541, Automobile Accident or Loss
Notice, within one business day of any accident, injury, theft or loss involving a
Commonwealth Fleet vehicle. BVM will report information to DGS, Bureau of Risk
and Insurance Management for claim processing if applicable.

7. Prior to the performance of any maintenance or repairs to a Commonwealth Fleet
vehicle (including those resulting from an accident), the agency or operator must
gain approval from BVM as outlined above. BVM will coordinate all services and
repairs with commonwealth approved vendors to ensure approved rates are
applied. Agency personnel must ensure that repairs approved by BVM are
completed within 30 days from the receipt of the estimate.
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8. BVM and agency personnel shall review the circumstances surrounding accidents
involving Commonwealth Fleet vehicles in an effort to avoid reoccurrence.
Employees found to have operated Commonwealth Fleet vehicles in a careless
manner or in violation of law, departmental policy or procedures may be subject to
disciplinary action and/or loss of operating privileges.

9. DGS, Bureau of Risk and Insurance Management shall receive information

regarding accidents from the operator and BVM and will manage all matters
related to the processing of any insurance claims.
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SECTION THIRTEEN:
COMMONWEALTH FLEET LICENSE PLATES

1. BVM shall affix or furnish the proper type and number of license plates for
Commonwealth Fleet vehicles issued from the Commonwealth Garage at the time
of assignment per Form GSVM-87, Vehicle Inventory Report. Thereafter, it is the
responsibility of the operator(s) to ensure that the license plates are properly
displayed on the Commonwealth Fleet vehicle.

2. If license plates are lost, mutilated, defaced or illegible, operators must report the
loss or damage immediately to their agency automotive liaisons. The agency
automotive liaisons shall complete and submit Form GSVM-88, Vehicle Inventory
Change Report, to BVM to request replacement license plates. Agency automotive
liaisons will have five (5) days from the date the new plates are received to return
the defective license plate(s) to BVM. License plates must be identified with the
unit number from which they have been removed.

3. All Commonwealth Fleet vehicles must display PA Official Use license plates,
commercial license plates, or confidential license plates depending on vehicle
registration and assignment.

a. Confidential License Plates shall be issued only for Commonwealth Fleet
vehicles assigned to designated agency heads and employees assigned to
perform undercover or investigative work.

(1) The agency automotive liaison shall complete and submit Form GSVM-95,
Request for Confidential License Plate, to request a confidential license
plate for operators performing investigative or undercover law
enforcement work.

(2) Each request must include the justification for the provision of a
confidential license plate and must be signed by the requesting agency
head.

(3) For any subsequent change in operator for a Commonwealth Fleet vehicle
that displays a confidential license plate, agency automotive liaisons must
immediately complete applicable sections of Form GSVM-88, Vehicle
Inventory Change Report, and submit to BVM.

(4) To replace confidential license plates with PA Official Use license plates,
the agency automotive liaison must complete applicable sections of Form
GSVM-88, Vehicle Inventory Change Report, and submit the form to BVM.

(5) Final approval for the assignment of all confidential license plates will be
made by the Secretary of General Services or his/her designee, who may
at any time request additional justification or withdraw the assignment of
a confidential license plate.

b. PA Official Use License Plates shall be affixed to the front and rear of all

permanently assigned and agency pool vehicles unless placement of two plates
is impacted by operational requirements of the vehicle.
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c. Commercial License Plates will be issued for those Commonwealth Fleet
vehicles requiring commercial registration.
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SECTION FOURTEEN:
E-ZPASS ACQUISITION AND TRANSFERS

1. To create a new E-ZPass account, agency automotive liaisons must complete
Sections 1, 3, and 4 of the E-ZPass Commonwealth Account Application and the
Agency E-ZPass Transponder Request/Change Form, as found on the DGS
website.

2. Agency automotive liaisons should submit completed forms to BVM, Records and
Reports. BVM will submit paperwork to the Pennsylvania Turnpike Commission
for processing. Processing time is approximately 2-3 weeks.

3. The Pennsylvania Turnpike Commission will forward the requested transponder(s)
along with all new account information directly to the requesting agency.

4. Multiple vehicle use of one transponder is not permitted. To transfer an E-ZPass
transponder from one vehicle to another, agency automotive liaisons must
complete the Agency E-ZPass Transponder Request/Change Form, as found on
the DGS website and submit the completed form to BVM.

5. If a transponder is lost or stolen, agency automotive liaisons should immediately
report the loss to the E-ZPass Customer Service Center by telephone at
1.877.PENNPASS (1.877.736.6727), or via the website at www.paturnpike.com.
Be prepared to provide the 11-digit transponder number for each individual
transponder being reported. The security of transponders is the responsibility of
the agency. Agencies will be responsible for all charges incurred prior to the
notification of a lost or stolen transponder.

6. Agency automotive liaisons will receive a one-page invoice monthly. Free detailed
transaction information can be accessed, viewed and printed at
www.paturnpike.com; paper copies of this information are available for a fee. To
ensure the commonwealth’s discounted rates are applied, agency automotive
liaisons must ensure the invoice is properly reviewed and submitted for payment
in a timely manner.

7. Agency automotive liaisons may request access to online account information for
additional agency staff by completing the Authorization for Release of Customer
Account Information as found on the DGS website and submit the completed form
to BVM.
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SECTION FIFTEEN:
OPERATOR QUALIFICATIONS AND RESPONSIBILITIES

1. Commonwealth agencies must comply with all guidelines, procedures, and
directives pertaining to the operation of Commonwealth Fleet vehicles and
applicable sections of the Pennsylvania Vehicle Code.

2. Except as indicated below, Commonwealth Fleet vehicles shall only be operated by
commonwealth employees, who are properly licensed in accordance with the
provisions of the Pennsylvania Vehicle Code. Employees with a suspended,
revoked or expired driver’s license are prohibited from operating Commonwealth
Fleet vehicles. Agencies must ensure operators of Commonwealth Fleet vehicles
possess a current valid Pennsylvania driver’s license appropriate to the class of
vehicle to be operated. The following exceptions apply:

a. New commonwealth employees who have recently relocated to Pennsylvania
may operate a Commonwealth Fleet vehicle using a valid driver’s license from
their former state for up to 60 days from their first day of employment, at
which time they must obtain a Pennsylvania driver’s license.

b. Employees permanently residing in adjacent states, but employed by the
Commonwealth of Pennsylvania, may operate a Commonwealth Fleet vehicle
using a current, valid driver’s license from their state of residence.

c. Volunteers performing work in the following areas may operate Commonwealth
Fleet vehicles:

(1) Activities related to fish, fishing, boats and boating as authorized by the
Pennsylvania Fish and Boat Commission.

(2) Activities to and related to programs administered by the Pennsylvania
Historical and Museum Commission.

(3) Activities in and related to state park and forest areas and other
conservation and natural resource activities administered by the
Pennsylvania Department of Conservation and Natural Resources.

d. Commonwealth annuitants, who are considered temporary wage employees,
may operate a Commonwealth Fleet vehicle.

3. Except as otherwise provided in this policy, Commonwealth Fleet vehicles shall be
operated only for the conduct of official commonwealth business.

4. Only authorized passengers are permitted to ride in Commonwealth Fleet vehicles.
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5. Commonwealth Fleet vehicles are highly visible to the public, and their use is
scrutinized. Poor driving manners and inappropriate use reflect on all
commonwealth employees. Operators must exercise the highest degree of
prudence and courtesy. The following are responsibilities of the operator while
driving Commonwealth Fleet vehicles on official commonwealth business:

a.

Operators and authorized passengers shall use safety restraints where
equipped.

Operators must follow established speed limits and all other traffic regulations.

Operators must not drive while under the influence of alcohol, illegal drugs or
any other substance that impairs their ability to drive. Transportation of
alcohol in Commonwealth Fleet vehicles is prohibited except when necessary in
the conduct of official commonwealth business.

Operators shall not engage in text messaging or any unlawful use of a cellular
telephone, pager, beeper, personal data assistant and handheld device, e.g.
Blackberry and/or palm devices when driving a Commonwealth Fleet vehicle.

Operators should ensure that the following are stored in Commonwealth Fleet
vehicle at all times: owner’s card/registration, proof of insurance, Voyager
Fuel Card (if applicable), Form STD-554, Monthly Automotive Activity Report
(for passenger vehicles), three blank Form STD-541, Automobile Accident or
Loss Notice, and the telephone number for BVM (1.877.347.9966). If any of
these items is missing, operators should contact their automotive liaison for
assistance.

Operators shall only use Commonwealth Fleet vehicles for official
commonwealth business; however, operators are authorized to use a
Commonwealth Fleet vehicle for travel to meals or other necessities when away
from their official domicile on official commonwealth business.

Operators are not authorized to use Commonwealth Fleet vehicles for the
following purposes:

(1) Travel to entertainment facilities unless the trip is part of the official
agenda for a business conference or is otherwise in connection with an
employee’s official duties.

(2) Sightseeing or trips for personal pleasure unless the trip is part of the
official agenda for a business conference.

(3) Transporting family members, dependents or friends to school, daycare,
medical appointments, social events or other personal activities.

(4) Conducting other personal business.

6. BVM will investigate all complaints for alleged improper operation or use of a
Commonwealth Fleet vehicle along with the using agency, and the operator may
be subject to disciplinary action.
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10.

11.

12.

13.

Commonwealth Fleet vehicles should not be used for out-of-commonwealth travel
to a point beyond 300 miles from place of origin, official headquarters, or
residence unless specifically authorized by the agency head to which the fleet
vehicle was assigned.

. Animals are not allowed in Commonwealth Fleet vehicles unless they are

transported in the conduct of official commonwealth business or are required as an
employee service animal.

No operator or authorized passenger shall carry or transport a firearm or other
weapon in a Commonwealth Fleet vehicle unless required by their official job duties
related to their employment with the commonwealth.

Operators of Commonwealth Fleet vehicles shall be responsible for the timely
payment of all parking and traffic violations.

Operators of Commonwealth Fleet vehicles may be held financially liable for costs
of operation/repairs/replacement of a vehicle when it is determined that the
vehicle was used for other than official commonwealth business purposes or has
been physically abused by the operator. Such determination will be made by the
Secretary of General Services or his/her designee.

Operators of permanently-assigned Commonwealth Fleet vehicles must report all
changes to their residence address to their agency automotive liaison within 90
days of a change. Agency automotive liaisons should immediately forward
changes to BVM using Form GSVM-88, Vehicle Inventory Change Report.

Commonwealth employees who have Commonwealth Fleet vehicles permanently
assigned to them for more than 30 days and who park the vehicle overnight at
their residences must complete and submit Form STD-928, Declaration of Use of a
Commonwealth-Provided Vehicle, to BVM within one week of the assignment and
within one week after the Commonwealth Fleet vehicle is surrendered.
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BVM — Director’s Message

Fleet Policy 615.3 Sections 9 - end
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« Ground Travel Worksheet

 Automotive Liaison Responsibilities

e Q&A
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BVM — Director’s Message

BVM — Director’s Message

« Operator’s Responsibility

 All operators of Commonwealth Fleet passenger and non-passenger
vehicles must document daily vehicle usage appropriately through the
completion of Form STD-554, Monthly Automotive Activity Report.

The completed Form STD-554, Monthly Automotive Activity Report,
must be completed for every passenger vehicle (as determined and
provided by BVM monthly) and must include a breakdown of the
total business, personal, and commute mileage, where applicable.

Failure to timely submit the completed form or intentional
falsification of data included on the form may subject the operator to
forfeiture of the privilege to operate a Commonwealth Fleet vehicle
and may subject the operator to discipline and/or criminal

prosecution. |
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BVM — Director’s Message

BVM — Director’s Message

 Disability Related Requests for Accommodation

Trigger — BCPO receives travel expense request (TER) with POV mileage claimed at

$0.51/mile with ADA exception indicator (TER may also have comments or indicate
“medical” or have a Dr.’s note attached).

TER is referred to BCPO Fiscal Technician responsible for Exception Processing.
TER is put in a PENDING status.

TER is audited for compliance with policy. Accommodation approval from agency
Disability Services Coordinator should be attached to the TER or employee
should have an approval for a prior TER logged in BCPO tracking database.

If compliant, process TER.

If non-compliant, BCPO Fiscal Technician e-mails agency Disability Services
Coordinator to obtain accommodation decision.
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BVM — Director’s Message

BVM — Director’s Message

« Disability Related Requests for Accommodation

[To Disability Services Coordinator] —

BCPO has received a travel expense report (Trip # ) for employee
(# ). An exception reason of “POV Required — ADA Accommodation” was selected
during the trip approval process in order for this traveler to receive reimbursement at the
standard GSA rate ($0.51/mile) for using their personal vehicle.

In order for BCPO to process expense reports with this exception reason, we must have a
confirmation from the agency’s EEO office Disability Services Coordinator. The confirmation
must state that the employee’s personally-owned vehicle is required for Commonwealth
business travel as a reasonable accommodation in accordance with the Americans with
Disabilities Act (ADA). The approval can be in the form of a letter or e-mail and should
indicate the coordinator’s approval of the exception and should state the duration that the
exception is to be granted (i.e. permanent or temporary from [start date] to [end date]).
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BVM — Director’s Message

BVM — Director’s Message

Disability Related Requests for Accommodation

When decision is obtained, attach approval/rejection to TER and process
accordingly. It may be one time, temporary, or permanent. Log decision in
BCPO tracking database for future reference. Traveler should be notified by
Disability Services Coordinator if accommodation was denied.

Other Triggers that may warrant similar communication — BCPO receives notice that

traveler is requesting accommodation for out-of-policy rental vehicle or out-of-policy hotel
based on an ADA accommodation.
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BVM — Director’s Message

BVM — Director’s Message

e Ground Travel Worksheet
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BVM — Director’s Message

BVM — Director’s Message

Automotive Liaison Responsibilities

Agency automotive liaisons must ensure agency entry of information
from Form STD-554, Monthly Automotive Activity Report, for every
passenger vehicle assigned to the agency or its officers and
employees into BVM’s database of record by the designated day for
each month.

Agency automotive liaisons shall complete Form STD-557, Request for
Automotive Equipment, and submit it to BVM prior to purchasing or
renting any vehicle. These forms must clearly justify the need for
each passenger vehicle requested for purchase and/or long term
rental. Justification for long term rentals must include all rental rates
quoted or negotiated.
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BVM — Director’s Message

BVM — Director’s Message

Automotive Liaison Responsibilities

Attend periodic agency automotive liaison meetings and disseminate
Commonwealth Fleet information to operators in a timely manner.

Maintain all vehicle records in accordance with Management Directive
210.5, The Commonwealth of Pennsylvania State Records
Management Program and Manual 210.9, The Commonwealth of
Pennsylvania General Records Retention and Disposition Schedule, as
outlined in records series G010.001, Vehicle Management Records.

Ensure all vehicle and operator information changes are provided in a
timely manner.

Report all instances of violations of the Commonwealth Fleet Policy

promptly to BVM and respective agency head. _
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BVM — Director’s Message

BVM — Director’s Message

c Q&A
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BVM - Operations

OPERATIONS

 Policy states that agencies have 5 business days to pick up new or
reassigned units once they are notified by BVM.

 All turn-in vehicles must be prepped and returned to BVM prior to picking
up your new or reassigned unit.
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BVM - Maintenance

MAINTENANCE

e 10,000 Ib limit on units being serviced at the Commonwealth Garage

e Make sure you always have an alternate plan for a vehicle to use when
bringing venhicles in for service.
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BVM — Customer Service Division

CUSTOMER SERVICE DIVISION

e STD-541 and the correct procedures when you have an accident.
e C(CSD Fax Cover Sheet

e Towing Vendor’s listed on web site




BVM — Customer Service Division

CUSTOMER SERVICE DIVISION

e Reminder: Please do not call the CSD when you are driving. We need
information and the driver will have to look for that information. They
cannot provide the information needed while they are driving.

Please,
No Cell Phone
Use While Driving

pennsylvania
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BVM — Records & Reports

RECORDS & REPORTS

Confidential plates:

List will be sent to you with all Confidential Plates assigned to your
Agency

New GSVM-95 will be required for every confidential plate you wish to
retain (please justify each specific need in writing)

New GSVM-88 will be needed for every unit that needs to be changed to
PA Official Plate (blue plates)

Stay on the established timeline so the process can be accomplished in
a timely fashion

Make sure you refer to the new Management Directive for the required
criteria to retain a confidential plate.

We are asking you to evaluate each confidential plate on your own prior to
submitting a request to retain a plate. If you cannot self evaluate your
needs, we are available to give you assistance for making that decision.
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BVM — Records & Reports

RECORDS & REPORTS
e Voyager Cards:

When a unit is designated for disposal, please turn in the Voyager
card. If the card is not with the STD-556, you will be contacted by our
office. In all cases, the card will be cancelled.

Any miscellaneous cards that are in use will be evaluated by their
usage. Underutilized cards and/or cards with no activity should be
cancelled.

Employees who have transferred from another agency must be
changed in the system or they will not be able to purchase fuel. New
employees and previous employees that have returned to
Commonwealth employment must be re-established in the system.
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BVM — Records & Reports

RECORDS & REPORTS

e Turn in policy and affect on Billing:
STD-556 must be completed for every turn in unit

Although policy allows 5 days to receive both the vehicle and the STD-
556, we strongly encourage you to hand both in at the same time

Billing remains turned “on” until both the vehicle arrives at either the

Commonwealth garage and/or Manheim Central Penn Auto Auction
AND BVM receives the necessary paperwork (STD-556).
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BVM — Records & Reports

RECORDS & REPORTS

e Turn in policy and affect on Billing:

The date we turn the billing off is the actual date we receive both the
STD-556 and the unit. For example: The unit is dropped off at
Manheim on the 15t of the month but we do not receive the STD-556
until the 15™ of the month, you will be charged for the unit up until
the 15™. Even if you back date the STD-556 to the 1st, we will show
the billing turned of on the 15,

The reason for this is we need to receive both the unit and the STD-556
on the same day. We cannot move forward with the disposition of the
unit until we have both. In the past, there have been a number of times
that we had vehicles sit at auction anywhere from 6 months to 2 years.
This ties up cash and increases depreciation on the vehicle.
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BVM — M5 Team

M5 TEAM

e 6-Month Mileage Reports
W All active units
W Units below thresholds

W Justification form
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242002 @ 11:17:58AM

p?l’lﬂS}f l-':'ama N Active Passenger Vehicles
Commute Usage Repor Toraee Vs
N {Grouped by Org Code and Then Sorted by Unit Number) Business Mies: a.000
Business Days: 0020
AGENCY SUMMARY
15 GENERAL SERVICES Total
Commute/ Total Total
Personal Business Business
Mileage Mileage Days Used

Total Number of Passenger Units: 195 £0,013 1,089 357 18,141




1AFE012 @ 11:12:48AM

i .
"."i‘al‘{i‘- gﬁgg?ﬁ;!{gg}gmvm Active Passenger Vehicles
" Bureau of Vehicle Managerr;ent - Commute Usage Report ] Targ-eted Va-lu?s:
(Grouped by Org Code and Then Sorted by Unit Number) Business Miles: 6,000
Business Days: 99.20
15-3905 GENERAL SERVICES - FAC MGMT
004050655 2008 CHEVROLET UPLANDER STATUS: Active Unit BILLING. PURCHASING ADMIN FEE PASSENGER UNIT
In-Service Date: 07/14/2008 Parked at. GOVERNORS RESIDENCE ASSIGNMENT-CONFIDENTIAL
Commute/
Month of Personal Business Business
Operator Usage Date Input Input By Mileage Mileage Days Used Odometer
SMYSER LUSINCA 07/31/2011 10/13/2011 NCOLLINS 0 2640 20 34,503
SMYSER LUSINCA 08312011 10/25/2011 ALAWSON 0 522 19 35,025
SMYSER LUSINCA 09/30/2011 11/08/2011 ALAWSON 0 375 21 35,400
SMYSER LUSINCA 10/31/2011 11/23/2011 ALAWSON 0 553 19 35,953
SMYSER LUSINCA 11/30/2011 12/08/2011 NCOLLINS 0 372 17 36,325
POOL MCCLENAGHAN TAMMY 12/31/2011 01/10/2012 ALAWSON 0 390 23 36,715
0 4,852 119
024050235 1999 PLYMOUTH VOYAGER STATUS: Active Unit BILLING: PURCHASING ADMIN FEE PASSENGER UNIT
In-Service Date: 08/18/1999 Parked at NORTH OFFICE BUILDING ASSIGNMENT-CONFIDENTIAL
Commute/
Month of Personal Business Business
Operator Usage Date Input Input By Mileage Mileage Days Used  Odometer
POOL FULLER RUNYAN 07312011 10/06/2011 ALAWSON 0 1,556 21 92,074
POOL FULLER RUNYAN 08/31/2011 10/25/2011 ALAWSON 0 1,696 23 93,770
POOL FULLER RUNYAN 09/30/2011 11/08/2011 ALAWSON 0 1,495 21 95,265
FPOOL FULLER RUNYAN 10/31/2011 11/23/2011 ALAWSON 0 1,252 19 96,517
POOL FULLER RUNYAN 11/30/2011 12/13/2011 ALAWSON 0 1,181 19 97,698
POOL FULLER RUNYAN 12/31/2011 01/12/2012 ALAWSON 0 1,462 23 99,160
0 8,642 126
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Bureau of Wehicle Management

Active Passenger Vehicles

Commute Usage Report
(Grouped by Org Code and Then Sorted by Unit Number)

1242012 @ 11:17:58AM

Targeted Values:
Business Miles:

Business Days:

6,000
99.20

15-6434 GENERAL SERVICES - PUBLIC WORKS

004013119

2002 CHEVROLET CAVALIER

In-Service Date: 04/01/2002

STATUS: Active Unit

BILLING:

Parked att DGS - WESTERN REGION

PURCHASING ADMIN FEE

PASSENGER UNIT

ASSIGNMENT-PA OFFICIAL

Commute/
Month of Personal Business Business
Operator Usage Date Input Input By Mileage Mileage Days Used Odometer
ZILICH JOHN E 07312011 10/05/2011 TLAYTON 1,270 0 19 131,952
ZILICH JOHN E 08/31/2011 10/26/2011 TLAYTON 0 1,542 22 133,494
ZILICH JOHN E 09/30/2011 11/08/2011 TLAYTON 0 1,211 20 134,705
ZILICH JOHN E 10731/2011 11/28/2011 TLAYTON 0 925 19 135,630
POOL BOOKER DONMNA 11/30/2011 12/13/2011 TLAYTON 0 503 10 136,133
POOL BOOKER DONMA 12/31/2011 01/13/2012 TLAYTON 0 0 0 136,133
1,270 4,131 90




1242012 @ 11:17:58AM

i .
‘?i‘alii‘ gggﬂ?%&ggg:gmms Active Passenger Vehicles
T Bureau of Vehice Management Commute Usage Report . { Tawva.lue_S:
(Grouped by Org Code and Then Sorted by Unit Number) Business Miles: 6,000
Business Days: 99.20
15-6434 GENERAL SERVICES - PUBLIC WORKS
004013119 2002 CHEVROLET CAVALIER STATUS: Active Unit BILLING: PURCHASING ADMIN FEE PASSENGER UNIT
In-Service Date: 04/01/2002 Parked at. DGS - WESTERN REGION ASSIGNMENT-PA OFFICIAL
Commute/
Month of Personal Business Business
Operator Usage Date Input Input By Mileage Mileage Days Used Odometer
ZILICH JOHN E 07/31/2011 10/05/2011 TLAYTON 19 131,952
ZILICH JOHN E 08312011 10V26/2011 TLAYTON 0 1,542 22 133,494
ZILICH JOHN E 09/30/2011 11/08/2011 TLAYTON 0 1,211 20 134,705
ZILICH JOHN E 10/31/2011 11/28/2011 TLAYTON 0 925 19 135,630
POOL BOOKER DONMNA 11730/2011 12/13/2011 TLAYTON 0 503 10 136,133
FOOL BOOKER DONMNA 120312011 01/13/2012 TLAYTON 0 0 0 136,133
1270 | 4181 | 90

NOTATE ALL CORRECTIONS ON THE REPORT AS DEMONSTRATED
ABOVE. PLEASE NOTE THAT NOT ONLY WILL JULY’S ENTRY NEED
CORRECTED, BUT ALL PROCEEDING MONTHS’ ENTRIES WILL NEED TO
BE DELETED AND RE-ENTERED DURING THE CORRECTION PROCESS.

SUPPORTING DOCUMENTATION, SUCH AS STD-554s, MAY ALSO BE
REQUIRED PRIOR TO CORRECTION.



007110270 2002 FORD EXPLORER STATUS: Active Unit BILLING: PURCHASING ADMIN FEE PASSENGER UNIT

In-Service Date: 04/13/2001 ASSIGMNMENT-PA OFFICIAL
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer

07/31/2011  10/18/2011 0 2142 1 133,959
08/31/2011  10/28/2011 0 10,499 0
09/30/2011  11/02/2011 0 11,387 0 134,847
100312011 11/17/2011 0 1,067 4 135,914
11/3002011  12/07/2011 0 33 1 135,947
12/31/2011  01/12/2012 0 1,124 6 137,071

o | 5254 | 12]

NEGATIVE BUSINESS MILES ARE THE RESULT OF AN INCORRECT
ODOMETER READING. IF POSSIBLE, THIS INFORMATION SHOULD BE
RESEARCHED AND SUBMITTED FOR CORRECTION IF ACCURATE DATA
CAN BE FOUND TO SUPPORT THE CHANGE.

VERY LARGE BUSINESS MILES ARE THE RESULT OF:

-BASELINE ENTRY ON A VEHICLE (I.E., FIRST MILEAGE ENTRY) OR
-AN INCORRECT ODOMETER ERADING FROM THE PREVIOUS MONTH.



12072012 @ 10:17-04AM

i -
'Fiﬁﬁi‘- gﬁ:}&?%&gg:::gmwﬁ Active Passenger Vehicles
T Bureau of Vehicke rdana;err;ent H. Commute Usage Report ] Targ_e‘led Va_lue_s:
(Grouped by Org Code and Then Sorted by Unit Number) Business Miles: 6,000
Business Days: 99.20
004022195 2007 CHEVROLET IMPALA STATUS: Active Unit BILLING:. PURCHASING ADMIN FEE PASSENGER UNIT
In-Service Date: 07/11/2007 Parked at. DRIVER RESIDEMNCE ASSIGNMENT-CON EXEC-REG
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Odometer
07312011 10/13/2011 542 111 47,354
08/31/2011 10/25/2011 1,369 @ 48,724
09/30/2011 11/09/2011 166 980 49,870
10/31/2011 1141472011 130 1,391 51,391
11/30/2011 1211572011 1,322 395 53,108
127312011 01112/2012 741 53,849
4,270 2,878 183
005020124 1999 CHRYSLER CIRRUS STATUS: Active Unit BILLING: PURCHASING ADMIN FEE PASSENGER UNIT
In-Service Date: 06/09/1999 Parked at: DRIVER RESIDENCE ASSIGNMENT-CON EXEC-CONT
Commute/
Month of Personal Business Business
Usage Date Input Mileage Mileage Days Used Ddometer
07312011 10/13/2011 344 w 99,048
08312011 10/25/2011 680 214 99,942
09/30/2011 10/25/2011 1,152 1] 101,162
10/31/2011 1141472011 237 571 101,970
11/30/2011 1211512011 1,054 o 103,024
12/31/2011 011122012 550 o ] 103,574

4.017 853 183




pennsylvania
DEFARTMENT OF GENERAL SERVICES

Buresu of Vahicle Managemeant

0570152328 2005 FORD F150

In-Service Date: 06/20/2005

Operator

1262012 @ 3331TPM

Active Passenger Vehicles

Commute Usage Report Targeted Values:
{Grouped by COrg Code and Then Sorted by Unit Number) Business Miss: 2,000
Business Days: 0020

STATUS: Active Unit BILLING: SFECIAL ADMIM FEE FPASSEMGER UNIT

Parked 3 DRIVER RESIDEMCE ASSIGNMENT-PA OFFICIAL
Commute!
Manth of Ferscnal Business Business
Usage Diate Input Mileage j Days Used Odometer
0731201 09142011 76,839
oef31r201 101802011 77.533
oafa0r2011 11/08/2011 78,283
10312011 114222011 478 1.281 9 80,023
11/30/2011 120132011 287 170 2 80,580
127312011 o202 Ga3 406 [ B1.879

1559 | 4183 | 17




P W pennsylvania
i ﬁh‘f DEPARTMENT OF GENERAL SERVICES

Bureau of Vehicle Management

Active Passenger Vehicles
Commute Usage Report

Units Not Meeting Utilization Thresholds
(Grouped by Organizational Code and then
Sorting Lowest to Highest Business Miles Driven)

Targeted Values:
Business Miles:
Business Days:

6,000
99.20

15-3810 GENERAL SERVICES - MAINT MGMT

054015411

057013527

2007 DODGE RAM 1500 PU

In-Service Date: 08/02/2007

UNASSIGNED DRIVER
POOL FORLIZZI JIMMY
POOL FORLIZZI JIMMY
POOL FORLIZZI JIMMY
POOL FORLIZZI JIMMY
POOL FORLIZZI JIMMY

1992 FORD F250

In-Service Date: 07/02/1992

POOL FORLIZZI JIMMY
POOL FORLIZZI JIMMY
POOL FORLIZZI JIMMY
POOL FORLIZZI JIMMY
POOL FORLIZZI JIMMY
POOL FORLIZZI JIMMY

\

/

STATUS: Active Unit

BILLING: PURCHASING ADMIN FEE

Parked at: TENT BUILDING

PASSENGER UNIT

ASSIGNMENT-PA OFFICIAL

Commute/
Month of Personal Business Business
Usage Date Input Input By Mileage Mileage Days Used  Odometer
07/31/2011 09/15/2011 NCOLLINS 0 0 0 60,710
08/31/2011 10/26/2011 NCOLLINS 0 86 10 60,796
09/30/2011 11/08/2011 ALAWSON 0 171 14 60,967
10/31/2011 11/23/2011 ALAWSON 0 67 ] 61,034
11/30/2011 12/07/2011 ALAWSON 0 89 12 61,123
1243112011 01/10/2012 ALAWSON 0 96 12 61.219
0 509) 57

STATUS: Active Unit

BILLING: SPECIAL NO CHARGE

Parked at: ARSENAL BUILDING

PASSENGER UNIT

ASSIGNMENT-PA OFFICIAL

Commute/
Month of Personal Business Business
Usage Date Input Input By Mileage Mileage Days Used Odometer
07/31/2011 10/06/2011 ALAWSON 0 208 20 50,280
08/31/2011 10/25/2011 ALAWSON 0 158 18 50,438
09/30/2011 11/08/2011 ALAWSON 0 B8 14 80,526
10/31/2011 11/23/2011 ALAWSON 0 101 16 50,627
11/30/2011 12/08/2011 ALAWSON 0 73 15 50,700
12/31/2011 01/10/2012 ALAWSON 0 35 7 50,735
0 663)| 90




JUSTIFICATION FORM

1
2 | 15-0000 | 004022306 CHEVROLET MALIBU HYBD

3 | 15-0000 [ 004021239 | 2001 |CHEVROLET MALIBU 360 1.300 22
4 | 15-0000 | 005020278 | 2003 |[CHRYSLER SEBRING 0 1.376 15
5 | 15-0000 [ 006022307 | 2004 |DODGE STRATUS 0 2,434 53
6 | 15-0000 [ 004021423 | 2002 |CHEVROLET MALIBU 0 2.540 40
7 | 15-0000 [ 031110012 | 2009 |MERCURY MARINER HYBD 2,974 3.041 74
G | 15-0000 [ 006022311 | 2004 |DODGE STRATUS 0 3.309 49
9 | 15-0000 [ 007110504 | 2007 |FORD EXPLORER 49 5,389 29
10 15-3810 [ 054015411 | 2007 |DODGE RANM 1500 PU 0 509 a7
11 15-3810 | 057013527 | 1992 |FORD F250 0 663 90
12 | 15-3810 | 057014614 | 1994 |FORD E250 WGHN 0 1.277 85
13 1 15-3810 [ 014110033 | 1997 |GMC JIMNTY 0 3.646 29

Justification Form Should be a 100% Match to Report on Units Not Meeting
Threshold except if the following occurred:

--Org Code was changed between the date that the report was run (1/19/2012) and
the date the justification form was generated (1/26/2012). This type of difference
should just result in a different line up of the units on the report but all the same
unit #s should exist on both the report and the form.

--Corrections were made to agency’s entries and you are using an old version of the
report or justification form. See your automotive liaison for the most current
versions of the form and report.
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