ADMINISTRATIVE PROCEDURE 610

SUBJECT: Vehicle Assignments, Use and Charges — Including Internal Revenue Fringe Benefit
Costs.
PURPOSE: To provide Appointing Authorities and Vehicle Coordinators with operational policies

involving the management, assignment and use of County-owned or leased motor
vehicles, including Internal Revenue Service reporting and taxation requirements.

SCOPE: Covers the processes necessary to manage the assignment and use of all County-owned
or leased passenger vehicles assigned to County agencies. This policy allows only
specific officials and employees certain vehicle assignments.

AUTHORITY: Chief Administrative Officer (CAO)

RESPONSIBILITY: Director, Office of Central Services (OCS); Director, Office of Finance; Director,
Office of Management and Budget

PROCEDURE:

The procedure for verifying and modifying an agency’s vehicle needs and assignments will be as
follows:

A, In August of each year, the Fleet Administrator will distribute a current inventory and Vehicle
Allocation Plan (VAP) to each agency for all passenger vehicles maintained by the Fleet Management
Division. Each agency will review the VAP and inventory for accuracy and assess ongoing agency
vehicle needs. A VAP worksheet is attached as Appendix 9.5.

B. Agency Vehicle Coordinators and the Fleet Management Division will meet annually in
September to review agency vehicle needs to include allocation, assignments, and replacements as well
as to discuss fleet management related issues. The Agency Vehicle Coordinators will bring any requests
to change the agency’s vehicle allocation to the meeting.

C. The County Fleet Administrator will prepare recommendations for review by the Director of OCS,
Director of Management and Budget and the CAO.

D. The CAO will approve or disapprove all modifications requested to the Agency Vehicle
Allocation Plans and will return them to the County Fleet Administrator via the Director of OCS for
appropriate action. The Fleet Administrator will advise agencies of the results of their requests and will
make appropriate budgetary recommendations.

E. Vehicle Assignment Request and Fringe Benefit Computation Forms (VAR — PGC Form 923) will be
prepared for all new vehicle assignments meeting the requirements outlined in this procedure. VAR’s
will be completed by agencies and forwarded to the County Fleet Administrator to be reviewed for
compliance with vehicle assignment policies. VAR’s will then be forwarded with recommendations to
the CAO for final approval. VAR’s will be returned to the County Fleet Administrator who will
forward copies of the approved requests to the Office of Finance. Updated VAR’s must be submitted
for approval every four years by mid-January following a Gubernatorial General Election, or whenever
a change in a vehicle assignment occurs to include a termination, vehicle change, or address change.

This procedure supersedes Administrative Procedure 610 issued March 23, 1998, and also the February 26, 1992 »
and September 2, 2003 revisions. '

EFFECTIVE DATE: This Administrative Procedure becomes te of issuance.

2] 18] 2o/

Date * Acting Chief Administrative Officer
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1. INTRODUCTION: =

1.1 BACKGROUND
The County vehicle fleet represents a substantial commitment of public funds. All parties

involved in fleet-related activities are responsible for prudently and efficiently managing County
fleet assets.

Vehicles will be allocated to each agency based upon its program requirements and
recommendations made by the Office of Central Services. Appointing Authorities are
responsible for determining and requesting individual vehicle assignments to best meet agency
requirements that comply with this Administrative Procedure. The County Fleet Administrator,
Office of Central Services, is responsible for conducting an on-going review of vehicle
assignments and usage.

1.2 EXCEPTIONS
Exceptions to any of the provisions of this procedure require advance written authorization from

the Chief Administrative Officer.

1.3 FAILURE TO COMPLY WITH THE POLICIES AND PROCEDURES
Failure to comply with this Administrative Procedure may subject an employee to disciplinary
action, including termination.

Only authorized drivers are eligible to drive a County vehicle. Temporary and contract workers
are prohibited from operating a County vehicle unless authorized in writing by the Chief
Administrative Officer. The privilege to drive a County vehicle is contingent upon compliance
with this Administrative Procedure and Administrative Procedure 621.

2.1 DRIVER ELIGIBILITY v
Authorized drivers of County vehicles must have a valid driver’s license appropriate for the class

of vehicle driven.

No County employee or authorized individual shall be allowed to operate a motor vehicle while
on County business for the following reasons:

e driver’s license is suspended or revoked; or
e driver’s record shows an accumulation of six or more points (four or more for Fire
Department employees).

Any employee or authorized individual who operates a motor vehicle during any of the
conditions above may be subject to disciplinary action for willful misconduct, up to and
including dismissal from County employment.

2.2 DRIVER RECORD REVIEW

Prince Georges County Government participates in the State of Maryland Motor Vehicle
Administration’s program that monitors State and local government employees’ driving records
for any violations (i.e., speeding, reckless driving, accidents, DWI, DUI, expired license). See
Administrative Procedure 621 — Red Flag Program for further information.
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Drivers with out-of-state licenses must provide a certified copy of their driving record to the
agency prior to the completion of a Vehicle Assignment Request form, and annually thereafter.
Drivers with out-of-state licenses must notify the Agency Vehicle Coordinator in the event they
accumulate four or more points on their driving record. This notification must occur within ten
(10) days of the points being assessed.

2.3 PERMISSIBLE USE OF COUNTY VEHICLES

County vehicles are to be used to conduct official County business. Whenever possible, trips
should be planned to coincide with other authorized driver travel requirements so that vehicles
are used efficiently and economically.

a. Passengers in County automobiles are limited to persons being transported in connection with
County business. County-operated buses are exempt from this provision. Law enforcement
personnel should consult Departmental general orders for guidelines on this subject.

b. There shall be no smoking in County vehicles.

c. County vehicles not assigned as Take Home will be parked at the employee’s or authorized
individual’s primary work site.

d. County vehicles will not be retained overnight outside of the County unless pre-approved by
the CAO.

e. Aside from commuting for Take Home vehicle assignments approved by the Chief Administrative
Officer, personal use of County vehicles is to be restricted to the maximum extent possible. Use of
County vehicles on non-business days for non-business purposes is strictly prohibited. Abuse of this
privilege will have severe repercussions.

2.4 VEHICLE LOG REPORTING REQUIREMENTS

A Pool Vehicle Usage Log shall be maintained by Agency Vehicle Coordinators for each of its
agency’s motor pool vehicles. Log entries shall include date of use, operator’s name, purpose of
use, destination and beginning and ending odometer readings. Logs should be complete,
accurate and available for audit by the County’s Fleet Management Division at any time. A
Vehicle Usage Log is included as Appendix 9.1.

The authorized take home assignment of County vehicles is a taxable fringe benefit. Therefore,
employees in this category will have the full annual lease value of the assigned vehicle and the
associated fuel usage added to their taxable compensation. Employees who wish to claim
business use expenses with annual income tax filings will be personally responsible for
maintaining adequate documentation that meets Internal Revenue Service requirements. A
sample log of the information required by the Internal Revenue Service is attached as Appendix
9.2 for employee convenience. For more information on the fringe benefit tax liability, please
refer to Section 4 of this procedure.
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25 SAFETY
All drivers shall operate County vehicles in compliance with the Motor Vehicle Laws of the

jurisdiction in which the vehicle is being driven and in a manner that reflects concern for the
safety and courtesy towards the public. Drivers may also consult Administrative Procedure 165
(County Risk Management Program) for additional safety guidelines.

a. An authorized driver shall operate a County vehicle in accordance with any license
requirements or restrictions, such as corrective lenses, daytime only, etc.

b. The driver of a County vehicle shall take every precaution to ensure the safety of passengers.
No person may ride in a County vehicle unless properly restrained by a seat belt or, in the
case of children, an appropriate child safety seat. It shall be the driver’s responsibility to
ensure that all passengers are properly restrained.

c. All traffic and parking laws are to be obeyed. Posted speed limits are not to be exceeded, nor
is the vehicle to be operated above safe driving speeds for road conditions.

d. The use of a wireless phone by the driver in a moving County vehicle is prohibited, except
with the use of a hands-free device.

e. The driver of a County vehicle shall take every precaution to ensure the safety of the vehicle
and its contents. The driver shall lock the vehicle and take the keys, except in those instances
when a commercial parking garage requires the keys be left with the vehicle.

f. The driver of a County vehicle shall not leave the vehicle idling for more than five (5)
minutes unless the driver is stuck in traffic, there are mechanical problems, or the vehicle is
powering auxiliary equipment.

g. Authorized drivers of County vehicles are personally responsible for vehicles operated by
them. If a County vehicle is damaged beyond repair as a result of misuse or gross negligence,
the operator of the vehicle may be required to make restitution of the difference between the
amount obtained as salvage value and the amount of the then current wholesale value of the
vehicle as reported in the National Auto Research Black Book Used Car Market Guide, MD
Edition.

2.6 MOTOR VEHICLE VIOLATIONS

An authorized driver charged with a DWI, DUI, Reckless or Aggressive Driving, Excessive
Speeding (over 15+ MPH), or a moving violation involving a fatality shall notify his/her
Appointing Authority and Agency Vehicle Coordinator immediately, and in no case later than
the following business day. In turn, the Agency Vehicle Coordinator shall notify the County’s
Fleet Administrator in writing within two business days of receiving notice of the charge.
Failure to provide prompt notification as outlined above, may result in disciplinary action.

An authorized driver shall be solely responsible for the payment of any fines associated with any
traffic violation (red light, parking, speeding, etc.). Failure to promptly pay a violation or fine
may result in disciplinary action and/or an automatic payroll deduction to satisfy the violation
and/or fine.
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2.7 ACCIDENT GUIDELINES AND REPORTING

Authorized drivers involved in an accident while driving a County vehicle shall immediately
contact the police. Notification shall also be made to the authorized driver’s supervisor, vehicle
coordinator, and departmental risk coordinator immediately, or no later than the following
business day, even if no other vehicle is involved or there are no apparent injuries or damages.
Please refer to Administrative Procedure 165 pertaining to the County’s Risk Management
Program and the Driver’s Handbook for further direction on accident reporting.

3. DRIVER ASSIGNMENT CLASSIFICATIONS

3.1 ASSIGNMENT CRITERIA
Assignment of a County vehicle to an individual authorized driver is based solely on the

requirement for official use, and should result in the most effective and economical use of the
vehicle. In assigning County vehicles, Appointing Authorities shall consider the driver’s
expected official mileage accumulation, specific field assignment, and the need for specialized
vehicle equipment in the performance of the driver’s job.

3.2 COUNTY VEHICLE OPTIONS
e Fleet Management Pool Vehicle Use - The Fleet Management Division operates a motor

pool available for daily and long-term rentals. Agencies should consult the Fleet
Management Division on the current motor pool rental rates.

e Agency Pool Vehicle Use - An agency may maintain an internal vehicle pool when it can
demonstrate the reoccurring need among agency employees and it is impractical to use or
have access to the Fleet Management Division motor pool. Agency pool vehicles may be
specially outfitted with agency equipment and are available to agency employees for work
day use only.

Agencies must maintain a Pool Vehicle Usage Log for each vehicle in its motor pool. A
copy of the log is attached as Appendix 9.1. These logs shall be available for inspection at
any time by the Fleet Management Division.

The Fleet Management Division should be consulted on the process for establishing an
agency motor pool. A Vehicle Assignment Request and Fringe Benefit Form must be
completed and signed by the Fleet Administrator.

e Work Day Use — This type of assignment will be made only to those employees whose
responsibilities absolutely require daily use of a County vehicle based on the criteria listed

below.

1. The employee’s assigned duties require more than sixty percent of their working
hours be spent away from their primary work location conducting investigations,
inspections, deliveries, enforcement, community outreach or maintenance activities in
the field or at multiple locations;
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2. The assigned vehicle is outfitted with specialized tools, equipment or stored records
unique to the employee which are used in conjunction with their assigned duties;

3. This assignment is subject to ongoing review and must meet minimum annual usage
criteria of 7,500 miles per year.

Note I: These vehicles must remain parked after duty hours at the employee’s primary work
location. If the employee to whom the vehicle is assigned is absent from duty for more than
five consecutive work days, the vehicle keys shall be returned to the agency Vehicle
Coordinator. A Vehicle Assignment Request and Fringe Benefit Form must be completed
and signed by the Chief Administrative Officer.

Note 2. Agency pool vehicles or Fleet Management pool vehicles are to be used by Agency
staff whose primary vehicle use is to attend meetings.

e Take Home — This vehicle assignment allows an employee to commute between home
and work. Incidental personal use of a County vehicle is permitted when such use is a de
minimus distance from the residence of record, or from the route of official use of the
vehicle, and when such use does not adversely affect the vehicle or the public perception of
the County. Vacations, recreation trips and any other personal uses on non-business days are
strictly prohibited. Abuse of this privilege may result in immediate revocation of the
assignment and such other disciplinary actions as prescribed in the Personnel Policy Manual.

This vehicle assignment must be authorized by the Chief Administrative Officer in advance.
Appointing Authorities are net authorized to grant Take Home privileges to their employees
with the exception of on-call and inclement weather situations as described below.

This category is intended for elected officials, select appointed County officials, public safety
employees with arrest powers, K-9 officers and certain other public safety personnel. Any
other requests for this assignment will be granted on the basis of job need and as such,
detailed justification will be required that clearly substantiates the need for the take home
privilege.

This designation applies only to employees that reside in the County unless otherwise
approved by the Chief Administrative Officer. Off-duty use by law enforcement personnel
will adhere to departmental general orders.

With the exception of law enforcement personnel as defined on Page 9, authorized drivers in
this category are subject to taxation for the personal use such as commuting. A Vehicle
Assignment Request and Fringe Benefit Computation Form #923 must be completed with the
appropriate information to include the fair market value and annual lease value of the
assigned vehicle. The vehicle’s fair market value should be obtained from the Office of
Central Services Fleet Management Division. The tax liability for employees in this
category is detailed further in Section 4 of this procedure.

These vehicles shall revert to agency vehicle pool control or be parked at the work site when
the employee to whom it is assigned is absent from duty for five or more consecutive work
days.
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e On-Call Take Home Vehicles - These vehicle assignments will be made only to those
personnel in the Department of Environmental Resources (DER), the Department of Public
Works and Transportation (DPWT), the Office of Information Technology and
Communications (OITC) and the Office of Central Services (OCS) who are subject to call
out on a rotating basis of not more than one week at a time. This assignment is restricted to
IRS-designated qualified non-personal use vehicles which are clearly marked with County
logos and which are designed or have been modified to carry tools, supplies and equipment
necessary for the maintenance activities the personnel are on call for. This assignment is
restricted to in-County locations only. These vehicles must revert to work day use or to the
agency pool when the driver is not on-call.

o Inclement Weather Take Home Vehicles - These assignments are incident-specific and
are authorized by the appointing authority to employees of the Office of Emergency
Preparedness, DPWT, DER and OCS to take home four wheel drive vehicles during periods
of snow or other weather emergencies if it is deemed in the best interest of the County. These
take home assignments are temporary and are restricted to Prince George’s County locations
only. These vehicles must revert to work day use or to the agency pool at the conclusion of
the emergency event.

3.3 PERSONAL VEHICLE OPTIONS

o Mileage Reimbursement — Employees may use their privately-owned vehicle on a
reimbursement basis for official County business as outlined in the County’s Travel Regulations
(see Administrative Procedure 640). This non-taxable reimbursement can be claimed under pay
category “023” using the biweekly time and attendance reporting system (ETS) along with trip
details in the comments section of the timecard. For current mileage reimbursement rates, please
refer to the County’s annual budget ordinance legislation. Employees may also claim any
unreimbursed mileage costs with their annual income tax filings.

o Automobile Allowance — As defined in CR-78-2001, County officials may elect to utilize
their privately-owned vehicles for official County business and receive a bi-weekly allowance
determined annually in November by the Office of Central Services Fleet Management Division.
The allowance is equivalent to the average cost of providing a County vehicle to an employee.
Eligible employees include:

County Executive

County Council Members

Chief Administrative Officer

Council Administrator

Deputy Chief Administrative Officers
Chief of Staff

Appointing Authorities

County Auditor

Y V

VVVVYVYY

By accepting the allowance, participating employees must refrain from using any County
vehicles and from submitting requests for reimbursement for mileage, fines, gasoline, oil,
maintenance, repairs and similar costs.
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This allowance is taxable income and reported along with other taxable wages in box one on the
employee’s annual W-2 information form. It is the employee’s responsibility to maintain
adequate records and other documentation to support expenses associated with operating its
privately-owned vehicle for business purposes. If actual business expenses exceed the amount of
the automobile allowance, it is the employee’s responsibility to include these items with its
annual income tax filing and is not entitled to any additional reimbursement from the County.

Participating employees must maintain a valid driver’s license and immediately notify the Office
of Finance of withdrawal or significant restrictions of driving privileges. The employee must
also obtain insurance coverage at a level consistent with minimum requirements for the
jurisdiction where its privately-owned vehicle is registered. This insurance policy will provide
primary coverage for any damages or liability that may occur as a result of negligence while
utilizing its private vehicle for County business purposes.

Eligible employees must submit an application annually by December 15 for approval by the
Chief Administrative Officer for executive branch employees or to the Council Administrator for
legislative branch employees. Approved applications will then be forwarded to the Office of
Finance for processing with a copy to the Fleet Management Division. A copy of the application
is attached as Appendix 9.4.

4. FRINGE BENEFIT TAX LIABILITY

4.1 TAX REPORTING
The non-business or personal use (to include commuting) of a County-owned or leased vehicle is

a fringe benefit reportable as taxable income to the employee per the Internal Revenue Code.
For operational efficiencies, the full annual lease value of the vehicle will be added to the
employee’s gross wages each payday and is subject to all income and employment taxes. The
annual lease value is based on the fair market value of the vehicle. These values are obtained
from the Office of Central Services Fleet Management Division. An adjustment “for tax
purposes only” will be made to an employee’s biweekly pay and is calculated by dividing the
annual lease value by twenty-six pay periods.

The cost of all fuel withdrawn from County-owned pumps will also be added to the employee’s
wages at the end of the calendar year. The cost will be determined by multiplying the total miles
driven by the IRS’s current fuel rate. The Fleet Management Division will provide annual
mileage reports to the Office of Finance by December 15", Regular vehicle maintenance and
insurance is not taxable.

Since 100% of the vehicle’s full annual lease value will be reported on the authorized driver’s
W-2, the actual expenses associated with operating the vehicle for business purposes may be
deducted on the employee’s personal income tax filings. The amount that may be deducted
depends on the business and personal miles driven during the year. Therefore, detailed logs
should be maintained to document the actual usage. A sample log of the information required by
the IRS is attached as Appendix 9.2 for employee convenience. The information recorded in
these logs will be necessary for the completion of IRS Form 2106 Employee Business Expenses.
Employees may wish to consult IRS Publication 463 — Travel, Entertainment, Gift, and Car
Expenses at www.irs.gov or confer with a tax advisor for further information.

9
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All employees or authorized individuals with Take Home assignments of a County-owned or
leased vehicle are subject to this tax liability with the exceptions listed below. Appointing
Authorities have no discretion to waive these statutory requirements.

4.2 TAX EXEMPTIONS
The Internal Revenue Code permits limited exemptions from the tax liability. These exemptions
include:

o Full-time law enforcement officer who is employed on a full-time basis by the County; who
is responsible for the prevention or investigation of a crime involving injury to persons or
property (including apprehension or detention of persons for such crimes); who is authorized by
law to carry a firearm, execute search warrants, and to make arrests (other than merely a citizen’s
arrest); and who regularly carries firearms (except when it is not possible to do so because of the
requirements of undercover work). The County must authorize officer’s personal use of the
assigned vehicle (other than commuting that is considered a working condition benefit).

o Employees outside of the Police and Sheriff’s departments claiming exemption to the tax
liability for the reasons stated above will be required to provide supporting documentation. This
may include a current certification card issued by the Maryland Police and Correctional Training
Commission. Employees will be required to maintain current certification in order to continue
under this tax exempt status.

e Civilians employed by public safety departments are neither exempt from IRS law nor this
procedure.

e Employees or authorized individuals operating clearly “marked” police and fire vehicles
who are required to use the vehicle for commuting and, when not on a regular shift, are on call at
all times. Any personal use other than commuting is prohibited.

o Employees or authorized individuals required to use a county-provided vehicle to perform
assigned duties and responsibilities for the government who have been assigned a workday use
vehicle that is not used for commuting or other personal reasons.

5. VEHICLE MODIFICATION

Modifications to County vehicles for personal reasons are prohibited. If necessary for official
County business, the Fleet Management Division may approve the modification of a County
vehicle. Bumper stickers are prohibited.

6.FUEL =

County vehicles shall be fueled at the designated County fuel sites except for emergencies or rare
and unusual instances when such use is not possible. APIN number must be obtained from the
departmental vehicle coordinator in order to utilize the automated fuel system. Authorized
drivers should consult the Driver’s Handbook for fuel site locations and further information on
the system.

10
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7. MAINTENANCE AND REPAIR

Authorized drivers who are assigned a vehicle share responsibility with the Agency Vehicle
Coordinator for assuring that their assigned vehicle is properly maintained in accordance with
the maintenance schedule established by the Fleet Management Division. Please consult
Administrative Procedure 625 — Vehicle and Heavy Equipment Use, Repair and Maintenance
Standards or the Driver’s Handbook for further information pertaining to routine maintenance
and emergency repairs.

Authorized drivers of pool vehicles are responsible for reporting observed mechanical problems
to the Agency Vehicle Coordinator or the Fleet Management Division.

8.1 CHIEF ADMINISTRATIVE OFFICER

a) Approves vehicle assignment policies.

b) Approves agency Vehicle Allocation Plans when fleet modification is requested.
¢) Approves all Take Home and Work Day Use vehicle assignments.

d) Approves any vehicle retained overnight out of the County.

8.2 DIRECTOR, OFFICE OF CENTRAL SERVICES

a) Provides overall management of all vehicles owned and/or operated by the Prince
George’s County Government; may meet annually with appointing authorities.
Enforces policies and procedures relative to vehicle assignment and utilization.

b) Monitors vehicle assignments and utilization for all agencies on a continuing basis
and conducts an annual review of Vehicle Allocation Plans, in coordination with
using agencies.

¢) Conducts cost-benefit analysis of proposed vehicle assignments to determine whether
a proposed assignment is to the County’s advantage.

d) Develops data involving the utilization, maintenance and operating costs of vehicles,
and distributes information to Appointing Authorities to assist them in establishing
and carrying out sound management of transportation assets.

83 COUNTY FLEET ADMINISTRATOR

a) Meets annually with each Appointing Authority or designee to review vehicle
requirements and develops a viable allocation assignment and replacement program
for the CAQO’s approval.

b) Analyzes Vehicle Assignment Requests submitted by agencies for compliance with
this Procedure, and, if necessary, prepares appropriate recommendations for action by
the CAO/appointing authority.

11
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8.6

d)

g)

h)
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Maintains record of all original Vehicle Assignment Request and Fringe Benefit
Computation Forms (PGC Form 923); copies of all vehicle purchase orders; County
employees’ drivers license information and records; and vehicle data to include
vehicle identification numbers; license, tag and title data; maintenance data; and
mileage and fuel consumption data.

Maintains master inventory of the fuel PIN numbers; disables PINs upon notification
by the agency Vehicle Coordinators of terminated or transferred employees; and
forwards fuel PIN report to Agency Vehicle Coordinator annually for review and
verification.

Meets annually with the Office of Management and Budget to review Agency
Vehicle Allocation Plans that have budgetary implications.

Ensures that copies of Vehicle Assignment Request and Fringe Benefit Computation
Forms are sent within five (5) business days after receipt to the Office of Finance
Accounting Division.

Pursuant to Administrative Procedure 621 - Red Flag Program, the County Fleet
Administrator (also known as the Program Facilitator) serves as the County’s liaison
with the Motor Vehicle Administration (MVA).

Forwards fuel report for the period of December 1 through November 30 for all
taxable Take Home assignments to the Office of Finance Accounting Division by
December 15 annually.

FLEET MANAGEMENT ADVISORY COMMITTEE

a)

b)

c)

The purpose of this committee is to assist the Fleet Management Division in the
development and implementation of policies and procedures involving the use and
assignment of County-owned vehicles. The committee meets annually in September
and as necessary.

Each Appointing Authority shall appoint a Vehicle Coordinator to serve on the Fleet
Management Advisory Committee. Each Vehicle Coordinator will assist in the
implementation and distribution of vehicle utilization and assignment procedures
within the coordinator’s agency.

Committee representation consists of Agency Vehicle Coordinators and Fleet
Management Division administrative staff.

DIRECTOR, OFFICE OF FINANCE

a)
b)

c)

Enforces policies and procedures involving Federal and State taxation of County-
provided vehicles.

Processes payroll adjustments for the annual lease value of County vehicles and
associated fuel usage for taxable employees with Take Home assignments. Submits
all forms/reports and remits withheld taxes to Federal and State taxing authorities.
Maintains copies of all Vehicle Assignment Request and Fringe Benefit Computation
Forms for those with taxable assignments only.

DIRECTOR, OFFICE OF MANAGEMENT AND BUDGET

a)

Annually reviews agency Vehicle Allocation Plans that include modifications and/or
enhancements that would have a budgetary impact, prior to submission to the CAO
for approval.

12
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APPOINTING AUTHORITY

a)

b).

c)
d)

Prepares, approves and submits an Agency Vehicle Allocation Plan to the Fleet
Administrator by September annually.

Informs the County Fleet Administrator and the Finance Director of the designated
Agency Vehicle Coordinator/member of the Fleet Management Advisory Committee.
Conducts periodic and annual reviews of vehicle assets to validate vehicle
requirements; monitors and approves vehicle utilization.

Develops appropriate policies and procedures on the daily management and oversight
of agency vehicles.

Ensures that vehicles are used effectively and efficiently, and that they are used as
authorized, and drivers are informed of their operational and financial responsibilities
involving these assignments.

Reviews and approves Vehicle Assignment Request and Fringe Benefit Computation
Forms submitted by employees for compliance with this Procedure before submission
to the Fleet Administrator.

AGENCY VEHICLE COORDINATOR

a)
b)

c)

d)

D

Maintains a current inventory of vehicles assigned to the agency to include the
authorized drivers and their locations.

Maintains a current and accurate accounting of all fuel PIN numbers issued to the
agency and notifies the Fleet Management Division within two business days of any
termination or transfer of an employee with an assigned PIN.

Maintains a usage log for each vehicle in the agency’s motor pool. Log entries
should include the date of use, the operator’s name, purpose, destination and ending
odometer reading. Logs should be complete, accurate and available for audit by the
County’s Fleet Management Division at any time.

Performs inspection of pool vehicles after each use and confirms odometer reading
for usage log.

Performs monthly inventory of work day use assignments to ensure that vehicles are
in fact parked at work location after hours. Any suspected unauthorized Take Home
use will be reported to the Appointing Authority for appropriate action.

Ensures that keys to agency vehicles are properly secured and that no vehicle is
issued as a take home vehicle without the appropriate approvals as described in this
procedure.

Coordinates the completion and timely processing of Vehicle Assignment Request
and Fringe Benefit Computation Forms.

Ensures that vehicle preventive maintenance (PM) service is scheduled upon receipt
of the monthly PM schedule.

Represents his/her agency on the Fleet Management Advisory Committee.
Coordinates the processing of vehicle turn-ins and changes in vehicle assignments.
Notifies County’s Fleet Administrator in writing within two business days of
receiving notice of a moving violation or a must appear violation by one of its
agency’s authorized drivers. '
Maintains a current file of all Vehicle Assignment Requests and Fringe Benefit
Computation Forms.

13
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8.9 AUTHORIZED DRIVER

a)

b)

d)

e)

g)

Maintains a valid driver’s license and obeys all laws and administrative procedures
pertaining to the operation of a motor vehicle. Immediately reports to appointing
authority, in writing, license suspensions or revocations, and arranges to turn over the
vehicle and all keys to Appointing Authority.

Notifies Appointing Authority and Vehicle Coordinator of any tickets received while
operating a County vehicle and understands that that it is his/her sole responsibility
for payment of any fines associated with such tickets.

Immediately reports any accidents while driving a County vehicle to supervisor,
Agency Vehicle Coordinator and their Risk Management Coordinator no later than
the following business day.

Verifies and acknowledges information on Vehicle Assignment Request and Fringe
Benefit Computation Form (PGC Form 923) for Take Home and Work Day Use
assignments only.

Understands that the full Annual Lease Value of the assigned vehicle and any fuel
dispensed from County pumps will be assessed as taxable compensation for Take
Home assignments.

Complies with Administrative Procedure 625, Vehicle and Heavy Equipment Use,
Repair and Maintenance Standards.

Understands that failure to comply with the rules outlined in this procedure may
result in the revocation of County vehicle privileges and possible disciplinary action.

9. APPENDICES

9.1 POOL VEHICLE USAGE LOG
This log shall be maintained by Agency Vehicle Coordinators for each of its agency’s motor

pool vehicles. Log entries shall include date of use, operator’s name, purpose of use, destination
and beginning and ending odometer readings. Logs should be complete, accurate and available
for audit by the County’s Fleet Management Division at any time.

9.2 SAMPLE MONTHLY VEHICLE MILEAGE AND EXPENSE LOG FOR INCOME TAX FILINGS

This sample log may be used by authorized drivers to document vehicle-related business
expenses for use with personal income tax filings. The Internal Revenue Service requires
adequate recordkeeping to substantiate the official business use of the assigned vehicle.

9.3 VEHICLE ASSIGNMENT REQUEST AND FRINGE BENEFIT COMPUTATION FORM

This form is completed by the requesting agency and signed by the driver. The justification
section must be completed and the information verifiable. This form must be approved by the
Chief Administrative Officer for both Work Day Use and Take Home assignments prior to the
issuance of the vehicle.

9.4 AUTOMOBILE ALLOWANCE APPLICATION

This application must be completed annually by December 15 for eligible employees interested
in participating in the Automobile Allowance Program. This program provides a bi-weekly
allowance for participating employees who elect to use their privately-owned vehicles in lieu of a
County-owned vehicle. Approval must be obtained by the Chief Administrative Officer for
executive branch employees or the Council Administrator for legislative branch employees.
Approved applications will then be forwarded to the Office of Finance for processing with a
copy to the Fleet Management Division.

14
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9.5 AGENCY VEHICLE ALLOCATION PLAN WORKSHEET

This worksheet is used annually by the Office of Central Services to review agency vehicle
allocations and identify future needs. This form must be forwarded to the Fleet Administrator
annually in September by Appointing Authorities. The Office of Central Services will forward
the Allocation Plans with the budgetary impact to the Chief Administrative Officer for final
review and approval. Final forms will be returned to Appointing Authorities by the County’s
Fleet Administrator for inclusion in the annual budget submission.

9.5 DRIVER’S HANDBOOK
This concise guide provides authorized drivers with pertinent information on the operation of

County vehicles such as important telephone numbers, fueling information, driver
responsibilities, emergency repairs, and violations, to name a few. Authorized drivers are
strongly encouraged to review the handbook and maintain a copy in the assigned vehicle at all
times.

15
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SAMPLE MONTHLY VEHICLE MILEAGE AND EXPENSE LOG FOR INCOME TAX FILINGS

THIS IS NOT AN OFFICIAL INTERNAL REVENUE FORM

NAME: TAX YEAR: MONTH:
VEHICLE INFORMATION: Year Make Model
DATE DESTINATION BUSINESS PURPOSE ODOMETER READINGS MILEAGE BREAKDOWN EXPENSES*
(City, Town, Area) (Gas, oil, tolls, etc )
BEGIN | END QFFICIAL { COMMUTE | OTHER

0

20

2l

22

24

25

26

27

28

29

30

ENDING ODOMETER "

TOTAL MILES DRIVEN THIS MONTH >

TOTAL BUSINESS, COMMUTING AND OTHER PERSONAL MILES THIS MONTH

TOTAL MONTHLY EXPENSES

*Receipts should be attached as supporting doaymentation
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PRINCE GEORG E'S COUNTY GOVERNMENT
VEHICLE ASSIGNMENT REQUEST AND 100% PERSONAL FRINGE BENEFIT COMPUTATION FORM

TO: Chief Administrative Officer Date:

THRU: Director, Central Services (Attn. Fleet Administrator)

FROM: Agency Agency / Activity Number:
lEecti’on l'«’-{OEeratorlnformation i : ] : : ; s LI J
Vehicle Operator's Name: Employee # Driver's License #

Duty Position: Date of Assignment:

Work Day Use O Percentage of work day spent away from primary work address? %
Take Home O Is vehicle used to carry equipment? No [J Yes [J If"yes", please explain:

Agency Pool [
Justification for Type of Assignment:

Vehicle Location during Non-Duty Hours: =~ Street:

City: County;
Vehicle Location during Work Hours: Street:

City: County:

= |

Vehicle #: Vehicle Type: Vehicle Size: Class:
Tag #: Sedan o Standard O Marked [
Manufacturer: Suv 0O Intermediate [ Unmarked []
Model: Truck ] Compact d

Year: Other O Subcompact []

Is Operator authorized by law to carry a firearm? ves [ No[

Is Operator authorized by law to execute search warrants? ves (O No[J

Is Operator authorized by law to make arrests? Yes [1 No[]

** If you answered "yes" to all ofthe above, please attach copy of supporting documentation for law enforcement exception (i.e., Certification Card from the
Maryland Police and Correctional Training C ission} and skip to Section{V.a. ONLY

1. Fair Market Value of Vehicle as of 1 (contact Fleet Mgmt. Division for FMV) °

2. Annual Lease V alue of Vehicle (see ALV table in IRS Publication 15-B) )

3. Non-Cash Value to be added to Taxable Compensation each Pay Period * ° $0

* 100% Personal Use Fringe Benefit Camputation Formula - Annual Lease Vdue (line 2) divided by 26 payperbds = Bi-Weeldy Non-Cash Value added to Taxable
Compensation {line 3}

[Section'V.~ Operator Acknowledgement Statement:.
To Be Reviewed and Signed by Vehicle Operator:

I have been assigned a Courty vehicle to be used to carry out the duties and responsibilities assignedto me. | have read the terms and condifons as set forth in
IV.a. Administrative Procedure 610 “Vehicie Assignments, Usage and Charges -- Inciuding internal Revenue Fringe Benefits Costs." | agree that | am responsible for the
vehicle assigned to me and will be held accountable for compliance with the terms and conditions outined therein.

Unless | am a law enforcement employee meeting the criteria in Section IIl, | understand that the commuting and personal use of a County-assigned vehicie is a taxabie
fringe benefit and, as such, the full annual lease value (set forth by the IRS) of the assigned vehicle will be added to my taxable wages. Al fuel withdrawn from County-

IV.b. owned pumps will also be added to my wages at the IRS rate of 5.5 cents per mile. Regular maintenance is not taxable. Taxable fringe benefks are subject to
withholding and are reported on IRS Form W-2. Business use can be claimed with your annual personal tax filings.

Vehicle Operator's Signature: Date:

Validated by Vehicle Coordinator: Date:

Agency Head Signature: Date:

Fleet Administrator Signature: Date:

CAO Signature: Approvéd[] Denied []  Date:

VEHICLE TURNED-IN L1 DATE

Vehicle Operator's Signature Vehicle Coordinator's Signature

;’GC Form #8923
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PRINCE GEORGE’S COUNTY - APPLICATION FOR AUTOMOBILE ALLOWANCE

Employee Name (Print or type) Driver’s License: State — ID No. Exp. Date

This application is submitted to request an automobile allowance under the following terms and conditions:

1.

9.

I meet the eligibility criteria established by the County Council Resolution (CR-78-2001) creating this automobile
allowance program. It is my responsibility to notify County officials immediately of any disqualifying change of
employment status.

The annual amount of the automobile allowance is equivalent to the average cost of providing a County vehicle to an
employee. By November 135, the Office of Central Services will calculate the average cost each calendar year.
Unless notified otherwise, 1 will submit a renewal application by December 15 to either the Chief Administrative
Officer or Council Administrator for approval. The Director of Finance will convert the allowance to a biweekly
dollar amount for each tax year.

The automobile allowance will be deducted from the agency appropriation as a compensation expense item. The
automobile allowance is taxable compensation because this program would be considered a non-accountable plan as
defined by IRS regulations. The allowance will be paid with the biweekly payroll and reported along with other
taxable wages in box one on my annual W-2 information form.

It is my personal responsibility to maintain adequate records and other documentation to support expenses associated
with operating my personal vehicle for business purposes. [f actual business expenses exceed the amount of the
automobile allowance, it is my responsibility to include these items with my annual income tax filing and I am not
entitled to any additional reimbursement from the County. [Note: Before submitting this application, the County
strongly recommends checking with a knowledgeable advisor(s) about the legal and tax consequences of your
participation.]

Prior to submitting this request for an automobile allowance, I have returned all County-owned vehicles and gasoline
cards previously assigned to me and have also submitted any outstanding vehicle logs, if any. (Note: The automobile
allowance will not start before these matters are resolved.)

By accepting this automobile allowance, I am required to use my personal vehicle when driving for County business
purposes, [ will refrain from using County pool vehicles; submitting any expense reimbursement requests for
mileage and any other costs, fines, or penalties associated with operating my personal vehicle; or utilizing County-
owned credit cards or County-owned facilities for gasoline, oil, maintenance, repairs, or similar costs. [Note:
Limited use of a County vehicle is permitted when approved by the Chief Administrator Officer, e.g., repair/service
of personal vehicle.] 1 will notify the Chief Administrative Officer and the Director of Finance if my personal
vehicle is unavailable for business use for any period exceeding fourteen consecutive calendar days.

I will maintain a valid driver’s license and keep my personal vehicle in good working order. 1 will immediately
notify County officials of withdrawal or significant restrictions of my driving privileges.

By accepting this allowance, | agree to obtain insurance coverage at a level consistent with minimum requirements
for the jurisdiction where my personal vehicle is registered. This insurance policy will provide primary coverage for
any damages or liability that may occur as a result of my negligence or other authorized users while utilizing my
vehicle for County business purposes.

Failure to comply with these requirements will jeopardize future participation in this program.

My below signature signifies confirmation, agreement, and understanding of these terms and conditions.

Employee Signature and Date Agency

Approving Signature and Date Effective Date
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Vehicle Allocation Plan

Deaprtment / Agency:

Date:

Vehicle Type Qty FY-XX Cost* FY-XX Total

* This is the per unit maintenance charge for this ty pe of vehicle in the previous fiscal year

Proposed Changes to Agency's Allocation:

Department Head Authorization:

Date:
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THE PRINCE GEORGE’S COUNTY GOVERNMENT
OFFICE OF MANAGEMENT AND BUDGET

Rushern L. Baker, ill
County Executive

MEMORANDUM

October 18, 2011

TO: Agency/Department Heads

THRU: Bradford L. Seamon, Acting Chief Administrative Officer

FROM: Thomas M. Hirmler, Director, Office of Management and BudgetW
RE: Administrative Procedure 610 (Vehicle Assignments, Use, and Charges)

Over the past few months, the Office of Central Services Fleet Management Division, the Office
of Management and Budget (OMB) and the Office of Finance were tasked with reviewing and
revising Administrative Procedure 610. The purpose of the task force was to eliminate any
ambiguity departments, agencies, and/or employees may have had on the use and assignment of
County owned vehicles. Please ensure that your staff familiarizes themselves with the revised
procedure and pay close attention to some of the changes, specifically the following:

e Modification to Vehicle Allocation Plan (VAP) process

o Taxability of take home assignments

e Responsibility of mileage log

e Vehicle Coordinators responsibility for pool vehicle usage log

» Updated safety information (e.g. , no cellular phone use while driving)
e Permissible use of County vehicles

As always copies of Administrative Procedures can be obtained through OMB and online.
Should you have any questions regarding these changes please contact OMB (301) 952-3300.

N 14741 Governor Oden Bowie Drive, Upper Marlboro, Maryland 20772
K/ (301) 952-3300 = TDD (301) 985-3894



