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Bureau of Vehicle Management 
Customer Service Department 

1-877-347-9966 
 

Customer Service Division 



• 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.  

  

 

Customer Service Division 



• 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.  

 

Customer Service Division 



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

 

Customer Service Division 



• 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 if this happens to you.   
 

Customer Service Division 



• 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 

 

Customer Service Division 



• Snow Tires 
All snow tires must be approved by the 
Automotive Liaison before a driver is 
given permission to purchase snow 
tires. 

Customer Service Division 



• 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 

Customer Service Division 

mailto:biconfair@pa.gov


 

Jim Fiore 
Chief of Vehicle Administration 

717-787-6282 
jafiore@pa.gov 

 
 

BVM – Vehicle Administration 
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Vehicle Administration Division 

• Checking Driver ID 
Driver 
ID or Prompt 
Number 

  



Vehicle Administration Division 



• Level to Add Drivers 
Make sure you enter drivers at the 
highest level.  Do not enter drivers in 
specific accounts. 

Vehicle Administration Division 



Vehicle Administration Division 



• Add Driver 
Adding the driver 

Vehicle Administration Division 



Vehicle Administration Division 



• Card Active 
Check to see if a card is active 

Vehicle Administration Division 



Vehicle Administration Division 



• Profiles 
Changing profiles for an individual card 

Vehicle Administration Division 



Vehicle Administration Division 



• Profile 2 
Profile Selection 

Vehicle Administration Division 



Vehicle Administration Division 



 

Randy Tomlinson 
Chief of Operations 
717-783-3088 

rtomlinson@pa.gov 
 

BVM – Operations/Maintenance 
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Operations and Maintenance Division 

 
 
 

Temp Fleet Transition 



• 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 
 
 

 

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. 

 

 

Operations and Maintenance Division 



• 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.  

 

Operations and Maintenance Division 



• Drivers Must Validate the Coding 
is Correct Before Submitting 
Rental Request! 

Examples: 
 CC    1633310000   CC    1245550999 
    SAP   7047111000    SAP   7002312000 
   IO    K13025710311   IO 
 
  CC    0039044308   CC    2172528000 
  SAP   1624012000    SAP   2172528000 
 IO     IO 
 
 CC    1266401000   CC   2451001000 
  SAP   822931200   SAP  1030212000 
 IO   C93000300600   IO  
 

 

Operations and Maintenance Division 



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

 
• Quickstart pick ups 
 
• EZ Pass 

 

Operations and Maintenance Division 



 
 
 

Operations 

Operations and Maintenance Division 



• 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 

 

Operations and Maintenance Division 



 
Q & A  

 

with the Director 

Bureau of Vehicle Management 



Agenda 

• Reservation Website Review 
• Proper Coding 
• Billing & Credit Card Pay 
• Accident Procedures 
• Roadside Assistance 
• Cancellations 
• Your Questions 
 











































Discussion Items 

• Proper Coding 
• Billing & Credit Card Pay 
• Accident Procedures-see handout 
• Roadside Assistance-see handout 



Accident Procedures 
 
• 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 
• 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 Items 

• Cancellations 
• Your Questions 





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 
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Who is Wright Express  

Fleet payment solutions 
– In business since 1983 
– Approximately 900 employees 
– 350,000+ fleets; 6.6M vehicles 
– North America & Australia  
– 21 Statewide contracts and 4 Federal 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 

 
 

 
 
 

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

© 2012 Wright Express Corporation, All rights reserved, 
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Who is 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 

 

© 2012 Wright Express Corporation, All rights reserved, 
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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 ID/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.  

© 2012 Wright Express Corporation, All rights reserved, 
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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 

© 2012 Wright Express Corporation, All rights reserved, 
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Standard Card Design 

Cards will be embossed 
with: 

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

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

 
Cards will be uniquely 
numbered for security 
reasons and to facilitate the 
ability to transfer between 
accounts; your account 
number will NOT be on your 
card 
 
Cards come with plastic 
sleeve and driver guide 
 
 

© 2012 Wright Express Corporation, All rights reserved, 
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Misc and Undercover Cards 

Miscellaneous cards will use the 
standard card design and should 
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 
standard Sunoco Universal Fleet 
Card design; embossing optional 
 
 
 © 2012 Wright Express Corporation, All rights reserved, 



9 

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) 

© 2012 Wright Express Corporation, All rights reserved, 
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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 the 

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 

– Over 45,000 vehicle maintenance 
locations in the U.S. accept WEX® 

– More than 2,100 locations in Canada 
– Plus, additional 500,000 

fuel/maintenance locations virtual 
MasterCard® – WEXPay™ 
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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  

© 2012 Wright Express Corporation, All rights reserved, 
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Prompting and Driver Management 

Prompting 
– 6 digit Driver ID and Odometer 
– Drivers will use their 6 digit employee ID 
– 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 
 

 

© 2012 Wright Express Corporation, All rights reserved, 
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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 

© 2012 Wright Express Corporation, All rights reserved, 
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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 

© 2012 Wright Express Corporation, All rights reserved, 
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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 
– Details 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 
 © 2012 Wright Express Corporation, All rights reserved, 
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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 

© 2012 Wright Express Corporation, All rights reserved, 
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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 

© 2012 Wright Express Corporation, All rights reserved, 
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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 
 © 2012 Wright Express Corporation, All rights reserved, 
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Customer Service 

© 2012 Wright Express Corporation, All rights reserved, 

Group Issues Handled WEX Support Group Phone Email

Drivers and 
Merchants

Card not working, card lost, 
merchant issue at pump, WEXPay 
use, etc.

24/7 Customer Service 
call center 866-549-1597

Automotive 
Officers  

Questions/help on invoicing, 
reporting, driver administration, 
card concerns, disputes, etc.

Strategic Support
Hours: 8am-5pm EST 800-726-0492 strategic_support@wrightexpress.com

BVM

Complex questions, card 
management, BVM auth controls, 
SAP invoicing, M5 reporting, etc.

Jamie Salamone
Premium Fleet Services 
Account Manager
Hours: 8am-5pm EST 207-523-6013 jamie_salamone@wrightexpress.com

BVM/Contract 
Office

Strategic planning, large projects, 
escalation issues, contracting, 
program reviews, etc.

Sharon Linnane
Government Account 
Manager
Hours:  8am-5pm EST 941-761-0000 sharon_linnane@wrightexpress.com
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No Driver Stranded Rules 

© 2012 Wright Express Corporation, All rights reserved, 

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 

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 
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“Live” Online 
Demonstration & 

Training 

© 2012 Wright Express Corporation, All rights reserved, 
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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  

 
 

© 2012 Wright Express Corporation, All rights reserved, 
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Conclusion 

 
Thank you 

 
Questions? 

 

© 2012 Wright Express Corporation, All rights reserved, 
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Who is Wright Express  

Fleet payment solutions 
– In business since 1983 
– Approximately 900 employees 
– 350,000+ fleets; 6.6M vehicles 
– North America & Australia  
– 21 Statewide contracts and 4 Federal 

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 

 
 

 
 
 

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

2012 Wright Express Confidential & Proprietary 
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Who is 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 

 

© 2012 Wright Express Corporation, All rights reserved, 



5 

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 
 
•9-01-2012: 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 

© 2012 Wright Express Corporation, All rights reserved, 
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Overview – Card Design 

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 
 
 © 2012 Wright Express Corporation, All rights reserved, 
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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 the 

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 

– Over 45,000 vehicle maintenance 
locations in the U.S. accept WEX® 

– More than 2,100 locations in Canada 
– Plus, additional 500,000 

fuel/maintenance locations virtual 
MasterCard® – WEXPay™ 
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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 
 

 

© 2012 Wright Express Corporation, All rights reserved, 
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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 
 

 © 2012 Wright Express Corporation, All rights reserved, 
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Sunoco Universal Online 

© 2012 Wright Express Corporation, All rights reserved, 
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Sunoco Universal Online 

© 2012 Wright Express Corporation, All rights reserved, 
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Sunoco Universal Online 

© 2012 Wright Express Corporation, All rights reserved, 
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Sunoco Universal Online 

© 2012 Wright Express Corporation, All rights reserved, 
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Sunoco Universal Online 

Fuel Price 
Mapping 

© 2012 Wright Express Corporation, All rights reserved, 
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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 

© 2012 Wright Express Corporation, All rights reserved, 
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Conclusion 

 
Thank you 

 
Questions? 

 

© 2012 Wright Express Corporation, All rights reserved, 



How to Complete the  
Ground Travel Worksheet 

June 2012 



Ground Travel Worksheet 

 
• The Philosophy behind the GTW and 

the New Travel Policy of 1/1/12 
 

• Moving forward from our agreement 
with Enterprise 



Enterprise and National 

• Car rentals are for 24 hour periods 
• All cars should have ½ tank of gas 
• Travel Policy allows for compact, 

intermediate and standard cars 
• Free pick up service must be booked 

by the traveler direct to the location 
• Includes both DW and LI insurances 



ADTRAV  

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

• 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 
 
 



Download the Latest GTW 

• 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. 

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


Review the General Information 

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

Take note that the GTW 
does not pertain to 
travelers who are assigned 
Commonwealth-owned 
vehicles or travelers who 
willing accept the lower 
GSA rate of $0.23/mile. 



FAQ #1 

• 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. 



FAQ #2 

• 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. 



Enter Your Trip Information 

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

The spreadsheet is 
initially populated with 
generic data.  Replace 
this data with your 
information. 
 

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. 



FAQ #3 

• Am I required to complete the ground travel 
worksheet for every day that I 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. 



FAQ #4 

• 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. 



Review the Ground Travel Options 

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

This is the standard GSA rate 



Traveling by Personal Auto 

• 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. 

This is the lower GSA rate 



More Details on Your Options 

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

For instance, 
if your 
agency does 
not have pool 
vehicles, then 
the “Agency 
Pool Vehicle” 
option would 
not apply to 
you. 

Likewise, if you are not headquartered in the Harrisburg 
metropolitan area, than the “BVM Temporary Vehicle” 
option would not apply to you. 



Up-charges to Enterprise Rent-A-Car 

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

The General Information 
tab lists potential up-
charges to this rate.  These 
up-charges must be 
calculated manually and 
entered on the form in 
order to figure out the final 
costs and ranking of the 
travel options. 



Weekly and Monthly Rental Rates 

• Depending on the specifics of your travel, your most cost 
effective mode of travel may be to engage in a long-term 
rental.  The 3rd 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. 

You should consider a long-term rental 
if you are traveling more than the 
estimated breakeven miles: 
 -- Per week 
OR 
 -- Per month 



Enter Your Information 

• Enter your information in all areas 
highlighted below. 



Supervisor Signature 

• 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. 



FAQ #5 

• 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. 



What To Do Once the GTW is Complete 

• 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. 



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

Net Difference
$ (1,191,136.44)

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 
be processed; consequently reducing the overall net difference.



Question / Answer session 

• Answers to questions sent to BCPO 
 

• Questions  
• Please state your name, agency, and 

role before asking your question. 
 

• Thank you for attending today!  



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 

• Overview of Responsibilities 
 

• Agency Heads 
• Agency Automotive Liaisons 
• Operators of Commonwealth Fleet Vehicles 
 
 
 
 
 

 
  
 
  



 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.  



 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/or 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.  

  



  
 (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. 
 



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. 

 



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. 

 



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. 

 



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.  
 



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.  
 

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.  

 

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.  
 

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.  
 

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. 
 

SECTION FIFTEEN: OPERATOR QUALIFICATIONS AND 
RESPONSIBILITIES 



MEMORANDUM 

 

• Memorandum on Assignment and 
Reallocation of State-Owned Vehicles 
 
 
 

 
  
 
  



 
 
 

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 
 

CC:  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. 

 

MEMORANDUM 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



EXAMPLES OF ISSUES ON THE STD-554 FORMS 



 

Randy Tomlinson 
Chief of Operations 
717-783-3088 

rtomlinson@pa.gov 
 

BVM – Operations/Maintenance 
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SECURITY GATE 

 

• 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 
  

• 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.  

 

 
  

 
 

 
 

 
  
 
  



SECURITY GATE ENTRANCE 

1. Voyager Fuel Card Reader 
(white box on left) 

  
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 

c. Gate will automatically close 
once you pass through 

2. State Photo ID Badge Reader 
(limited badge access) 

 
a. Place photo ID in front of 

badge reader, gate will 
automatically open and close 

 
 
3. Call Box (silver box on right) 
 

a. Press pound button (#), then 
press 1 to contact Capitol 
Police. 

   

GATE ENTRANCE 



SECURITY GATE EXIT 

1. Voyager Fuel Card Reader 
(white box on left) 

  
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 

c. Gate will automatically close 
once you pass through 

2. State Photo ID Badge Reader 
(limited badge access) 

 
a. Place photo ID in front of 

badge reader, gate will 
automatically open and close 

 
 
3. Call Box (silver box on right) 
 

a. Press pound button (#), then 
press 1 to contact Capitol 
Police. 

   

GATE EXIT 



 
 

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

 
 

• 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.     
 

  
 

 
 
 

 
  
 
  

SECURITY GATE 



• Automotive Liaisons 
 

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

 

• 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? 
 

 
 

 
  
 
  

BVM - Operations 



BVM – Customer Service Division 

 

Bill Confair 
Chief of Customer Service 

717-783-2325 
biconfair@pa.gov 
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AUTO MAINTENANCE HISTORY 

• 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. 

 
  



• 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.   
 
 

 
  
 
  

AUTO MAINTENANCE HISTORY 



• 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. 

  
 

 
 
  
 
  

AUTO MAINTENANCE HISTORY 



AUTO MAINTENANCE HISTORY 

• 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.   
 

 
 
  
 
  



 

Jim Fiore 
Chief of Vehicle Administration 

717-787-6282 
jafiore@pa.gov 

 
 

BVM – Vehicle Administration 
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ADDRESSES 

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

 

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

• Voyager 
• To add names:  send to resource account 
 

• 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 
 

• Any missing applications, please contact Connie or Jim. 

 
 

 
 
  
 
  
 
 

 

EZPass 



VOYAGER 

• Voyager 
 

• To add names:  send to resource account 
 

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

• 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 
 

 
  
 
  
 
 

 

mailto:RA-bvmR&R@pa.gov


• 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. 

 
 

 
 

 
 
  
 
  
 
 

 

MASTER RUN CLEAN UP 



CODING 

• Coding: 
 

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

 
 
  
 
  
 
 

 



STD-928 

• STD-928 –  
Declaration of Use of a Commonwealth-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 
 
 

mailto:amarrocco@pa.gov


M5 Application User Review 

 

• 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 
information within 2 weeks of receipt. 
 

• Future reviews are project to occur every 3-6 months 
 



M5 Application User Maintenance 

 

• 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. 
 

mailto:RA-m5administrators@pa.gov
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OPERATOR ASSISTANCE 

 

• “How to Correctly Complete a Monthly 
Automotive Report (STD-554)” – 
PowerPoint Presentation 

 

• 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 

 

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


 
Q & A  

 

with the Director 

Bureau of Vehicle Management 



How to Correctly Complete a 
Monthly Automotive Report 

(STD-554)  

April 2012 



Download the Latest STD-554 Form 

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

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


Review the Definitions Section 

• Take time to review the form definitions. 



Complete the Header Information 

• For Vehicles Permanently Assigned To an 
Individual, complete all areas shows in red 
below. 

Click the 
Appropriate Box. 



Complete the Header Information 

• For Pool Vehicles, complete all areas 
shows in blue below. 



Entering The Date 

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

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



Account for All Miles Driven 

• Make sure the starting mileage for the 
current month equals the ending mileage 
for the previous month. 

Previous Month Current Month 



Breaking Down the Mileage 

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

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 difference between the Ending 
and Starting Mileage, a number will appear in the “Total Daily Miles” 
column.  Otherwise, you will receive the “ERR!” message. 



More Details on Commute Miles 

• Commuting in a state-owned vehicle is taxable to 
an employee as wages.   

• 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. 

These employees typically list 
the overnight parking location 
as “Residence” 



Entering Travel Information 

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

Samples of trips from Harrisburg to 
another location and back 

Sample of a multi-day trip 

Sample of a local trip 



Trips with Multiple Locations 

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



Trips with Multiple Locations 

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

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

CORRECT 

INCORRECT 



Fuel Information 

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

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



Total Days Business Use Field 

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

Each day is only 
counted once even 
if multiple lines are 
used for a particular 
day. 



Total Miles 

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

If you have an 
“ERR!” in any “Total 
Daily Miles” fields, 
then the “Total 
Miles” calculations 
are not correct.  
You must resolve 
all “ERR!” 
messages before 
finalizing the STD-
554. 



Comments Section 

• 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. 



Certification Section 

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

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



Certification Section 

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



Bureau of Vehicle Management 

AUTOMOTIVE LIAISON 
MEETING 

 
 

MARCH 15, 2012 



BVM – Director 

 

Steve Weidner 
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. 

 
 

 



BVM - Director 

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

http://www.portal.state.pa.us/portal/server.pt/community/administration/1365/lease_rates/1033518�


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. 
 
 
 
 

• BVM Safety Initiative 
• Running MVRs monthly 
• Defensive Driving Courses 
• Excessive 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. 

 
 

 
 



 

Randy Tomlinson 
Chief of Operations 

717-783-3088 
rtomlinson@pa.gov 

 

BVM – Operations/Maintenance 
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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 
Vehicle” section. 

• Must have ¼ 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. 
 

 
 



BVM - Maintenance 

MAINTENANCE 

 
• Please remember to keep a copy of the registration in your vehicles! 
 



BVM – Customer Service Division 

 

Bill Confair 
Chief of Customer Service 

717-783-2325 
biconfair@pa.gov 
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BVM – Customer Service Division 

CUSTOMER SERVICE DIVISION 

 
• Tips for Drivers and Liaisons 

 
• All drivers should: 
 

• Call in to the CSD before they take their vehicle in for service          
(1-877-347-9966) 

• Open a work order and give the work order # to the vendor 
• Use the fax cover sheet provided (also on the DGS website).  Fill in 

the unit #, CSR’s name, work order #, and vendor’s name. 
• Instruct the vendor to use the fax cover sheet when they send in an 

estimate or invoice. 
 
  
 
  



BVM – Customer Service Division 

CUSTOMER SERVICE DIVISION 

 
• Tips for Drivers and Liaisons 

 
• Work Orders: 
 

• 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. 

• 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. 

• 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. 

 
  
 
  



BVM – Customer Service Division 

CUSTOMER SERVICE DIVISION 

 
• 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. 

 
  
 
  



CUSTOMER SERVICE DIVISION 

 
• 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 

 
• 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. 

 
 
  
 
  



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? 
• 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! 

 
 
  
 
  

mailto:RA-DGS_BVM_Estimates@pa.gov�


 

Jim Fiore 
Chief of Vehicle Administration 

717-787-6282 
jafiore@pa.gov 

 
 

BVM – Vehicle Administration 
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BVM – Vehicle Administration 

RECORDS & REPORTS 
 

• All change requests must go to the resource account: 
 

• GSVM-88 
• GSVM-95 
• STD-928 
• Voyager Requests 

• Including adding drivers to data base 
• Lost, stolen, defaced cards 

• Coding requests for STD-557 
• Any coding that may have changed since original request 

 



RECORDS & REPORTS 
 

• Email Content: 
 

• Limit 5 to 10 forms per email 
• Try to keep like requests grouped together 

• Voyager 
• Coding 
• Driver Changes 

 

• Always Use FORWARD 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. 
 

BVM – Vehicle Administration 



BVM – Vehicle Administration 

RECORDS & REPORTS 
 

• 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. 
 

• STD-557: 
 

• Handled as before, Operations will call you. 
 



BVM – M5 Team 

 

Audrey Marrocco 
M5 Administrator 

717-346-3344 
amarrocco@pa.gov 
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BVM – M5 Team 

M5 TEAM 
 

• Commute Usage Reporting – Common Errors: 
 

• Date Other than Month End Pre-populating 
• Earlier Date – Happens on new vehicles where no commute usage has 

been entered into M5 yet. 
• Today’s Date – M5 already contains an entry for the most recent 

month. 
 
• Incorrect Odometer Readings – At Pump or on STD-554 

• Don’t estimate 
• Don’t round up – even a mile 
 

• Incorrect Input 
• We’ll delete the entry, but you will need to re-input the correct 

information. 
 



BVM – M5 Team 

M5 TEAM 
 

• Commute Usage Reporting – Common Errors (continued): 
 

• Premature Activations to PFADMN Units in February 
• No need to report commute usage 
• Billing is being addressed so that units do not bill 

 
• Commute Usage for New Vehicles 

• Begins the day you are called to pick up your vehicle 
• 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. 

 
 



BVM – M5 Team 

M5 TEAM 
 

• Commute Usage Query 
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Q & A  

 

with the Director 

Bureau of Vehicle Management 



 
Commonwealth of Pennsylvania  

Governor's Office  

Subject:   
Commonwealth Fleet Procedures Manual  

Number:   
615.3 

By Direction of:  
 
 
Sheri Phillips, Secretary of General Services 

Date:   
 
 
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 
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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 20th day of the following month. 
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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 Disposition 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 §1711 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 (I.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. 
 
 b. Operators must follow established speed limits and all other traffic regulations. 
 
 c. 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. 

 
 d. 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. 

 
 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.  

 
 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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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. 

 
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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BVM – Director’s Message 

BVM – Director’s Message 

 
• Fleet Policy 615.3 Sections 9 - end 
 
• Operator’s Responsibility 
 
• Disability Related Requests for Accommodation 
 
• Ground Travel Worksheet 
 
• Automotive Liaison Responsibilities 
 
• Q & A 



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. 

 
 



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. 
 



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 

 
• 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 

 
• Ground Travel Worksheet 
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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 

 
• 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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• Q & A 

BVM – Director’s Message 



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.   



BVM - Maintenance 

MAINTENANCE 

 
• 10,000 lb limit on units being serviced at the Commonwealth Garage 
 
• Make sure you always have an alternate plan for a vehicle to use when 

bringing vehicles in for service.   



BVM – Customer Service Division 

CUSTOMER SERVICE DIVISION 

 
• STD-541 and the correct procedures when you have an accident. 
 
• CSD Fax Cover Sheet 
 
• Towing Vendor’s listed on web site 
  
 
  



BVM – Customer Service Division 

CUSTOMER SERVICE DIVISION 

 
• 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. 

 
  
 
  

http://www.google.com/imgres?q=no+cell+phone+while+driving&hl=en&gbv=2&biw=1280&bih=764&tbm=isch&tbnid=etbpMkYBtnVikM:&imgrefurl=http://www.cellphonesigns.com/Cell-Phone-Sign/No-Cell-Phone-While-Driving-Sign/SKU-K-6785.aspx&docid=ZKRGBoWQYf_HzM&imgurl=http://www.cellphonesigns.com/img/lg/K/No-Cellphone-Use-Sign-K-6785.gif&w=304&h=400&ei=bgQoT8XaLIfa0QGjnpTtAg&zoom=1�


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. 

 



RECORDS & REPORTS 
 

• 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 
 
• 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). 

 
 

 
 



BVM – Records & Reports 

RECORDS & REPORTS 
 
• 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 1st of the month but we do not receive the STD-556 
until the 15th of the month, you will be charged for the unit up until 
the 15th.  Even if you back date the STD-556 to the 1st, we will show 
the billing turned of on the 15th.  

 
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. 

 
 



BVM – M5 Team 

M5 TEAM 
 
• 6-Month Mileage Reports 
 

All active units 
 

Units below thresholds 
 

Justification form 









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. 



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. 









JUSTIFICATION FORM 

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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