
 
 
 
 
 
 
 
To enhance mission performance, TSA is committed to promoting a culture founded on its values of 
Integrity, Innovation and Team Spirit. 

OFFICE OF FINANCE AND ADMINISTRATION 
CAO/Property Management 

 
TSA MANAGEMENT DIRECTIVE No. 200.53 
MOTOR VEHICLE FLEET MANAGEMENT 

 
REVISION:  This directive supersedes TSA MD 200.53, Motor Vehicle Fleet Management, dated 
November 9, 2006.   
 
SUMMARY OF CHANGES:  The following changes have been incorporated:  Section 3, Authorities, 
adds several new authorities; Section 4, Definitions, adds three (3) new definitions; Section 5, 
Responsibilities, adds several new responsibilities.  
 
1. PURPOSE:  This directive provides TSA policy and procedures for the use and control of TSA-

owned or leased motor vehicles.   
 
2. SCOPE:  This directive applies to all TSA offices, organizations, employees, and contractors. 
 
3. AUTHORITIES: 
 

A. Aviation and Transportation Security Act, P.L. 107-71 (November, 19, 2001) 
 
B. Energy Policy Act (EPAct), P.L. 102-486 (October 24, 1992) 
 
C. Federal Employees Clean Air Incentives Act, P.L. 103-172 (December 2, 1993) 
 
D. Transportation Equity Act for the 21st Century, P.L. 105-78 (June 9, 1998) 

 
E. 18 USC § 641, “Embezzlement and Theft” 

 
F. 31 USC § 1344, “Passenger Carrier Use” 
 
G. 31 USC §1349, “Adverse Personnel Actions” 
 
H. 31 USC § 3512, “Executive Agency Accounting and Other Financial Management Reports and 

Plans” 
 
I. 40 USC § 483, “Property Utilization” 
 
J. 40 USC § 491, “Motor Vehicle Pools and Transportation Systems” 
 
K. 40 USC Chapter 20, Sections 901-913, “Federal Motor Vehicle Expenditure Control” 

 
L. 42 USC 6962, “Federal Procurement” 

 
M. Executive Order 13149, “Greening the Government Through Federal Fleet and Transportation 

Efficiency, April 21, 2000” 
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N. 5 CFR § 102-5, “Home-to-Work Transportation” 

 
O. 5 CFR § 930 - 101-115, “Programs for Specific Positions and Examinations” 
 
P. 41 CFR. § 102-34, “Motor Vehicle Management” 
 
Q. FAR 45.304, “Providing Government Property to Contractors (Providing Motor Vehicles)” 
 
R. DHS MD 0510, Motor Vehicle Fleet Management 
 
S. DHS MD 0530.1,  Home-to-Work Transportation Controls 
 
T. TSA MD 200.59, Home-to-Work Transportation 

 
U. TSA MD 2400.5, Mishap Investigations, Reporting, and Recordkeeping 
 

4. DEFINITIONS: 
 

A. Alternative Fuel Vehicle (AFV):  A motor vehicle that can be operated using alternative fuel 
including E85 (Ethanol), Compressed Natural Gas (CNG), propane, hydrogen or biofuels.   

 
B. Defensive Drivers’ Course:  A web-based National Safety Council Defensive Driving Course 

offered to all federal employees who are required to operate Government motor vehicles as part 
of their official duties (administrative or operational). 

 
C. Fleet and Transportation Services:  The TSA Headquarters Office of Property Management, 

Fleet and Transportation Services Branch.  
 

D. Fleet Program Manager:  A management official with oversight of Program Office operations at 
the local level, e.g., the Federal Security Director (FSD) and Assistant Federal Security Director 
(ASFD). The Fleet Program Manager has the authority to determine the types and number of 
vehicles to be deployed to user office locations based upon operational needs and staffing levels. 

 
E. Government Leased Vehicle:  A TSA Fleet and Transportation Services approved motor vehicle, 

which is owned and managed by the General Services Administration (GSA) for use by TSA.  
Some policies regarding the administration of leased vehicles differ from owned vehicles.  

 
F. Government Owned Vehicle:  A motor vehicle purchased and managed by TSA.  Some policies 

regarding the administration of leased vehicles differ from owned vehicles. 
 

G. Home-to-Work Transportation:  The use of a Government passenger carrier to transport an 
employee between his/her home and place of work. 
 

H. Law Enforcement Vehicle:  A motor vehicle, primarily operated by a civilian or military police 
officer, a sheriff, or by law enforcement personnel of agencies of the Federal Government and 
used for the purpose of law enforcement activities including, but not limited to, chase, 
apprehension, patrol or surveillance of people engaged or potentially engaged in unlawful 
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activities.  A law enforcement vehicle is equipped with emergency warning lights and sirens and 
may have distinctive markings such as police or Federal law enforcement. 

 
I. License Plates:  Official license identification of a motor vehicle installed on the front and rear of 

the motor vehicle issued by DHS, GSA, or an individual State.   
 

J. Meal Break:  The authorized meal period normally scheduled during the middle of an 
employee’s regular duty day.  For employees who are away from their normal duty location for 
an extended period of time on a particular day, a “meal break” may also include other normal 
(breakfast, lunch, or dinner) meal periods.   

 
K. Minor Personal Use:  A detour from the direct route between duty location and a stop of limited 

duration for other than official purposes.  Generally, minor personal use will involve one-way 
travel of no more than two miles driving distance or 10 minutes travel time, whichever affords 
the employee greater flexibility. 
 

L. Motor Vehicle:  A vehicle designed and operated mainly for highway transportation of property 
or passengers.  This includes sedans, station wagons, buses, vans, sport utility vehicles (SUVs), 
pick-up trucks, ambulances, motorcycles, trucks, and tractors; but does not include military 
designed motor vehicles or vehicles not covered by 41 CFR § 102-34. 

 
M. Parking Citations and Moving Violations:  Official document (or ticket) given to the vehicle or 

driver for unlawful activity such as leaving a vehicle in a no parking zone, driving in excess of 
the posted speed, etc. 
 

N. State License:  A motor vehicle valid driver’s license of the State, District of Columbia, Puerto 
Rico, possession or territory where the employee lives. 

 
O. Senior Management Officials:  A TSA official with responsibility for and authority over a major 

TSA organizational element, e.g., the Assistant Secretary/Administrator, the Deputy 
Administrator, the Special Counselor, the Chief Counsel, and each Assistant Administrator. 

 
P. Vehicle Control Officer (VCO):  An individual in an office/airport who has been designated on a 

TSA Form 277, Vehicle Control Officer Designation, as being accountable for the compliance 
oversight related to policy and procedures concerning the use and control of TSA owned or 
leased motor vehicles. 

 
5. RESPONSIBILITIES: 
 

A. Office of Property Management, Fleet and Transportation Services is responsible for: 
 

(1) Providing oversight responsibility for management of the acquisition, allocation, use of, 
and reporting for all TSA vehicles, including law enforcement vehicles. 

 
(2) Developing and implementing internal policies and directives regarding TSA’s acquisition, 

assignment, use, maintenance, reporting, and disposition of its motor vehicles. 
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(3) Issuing additional guidance relating to motor vehicle management in the form of Fleet 

Management Supplemental Bulletins and/or a Motor Vehicle Management Handbook. 
 

(4) Adhering to the motor vehicle management principles, laws, regulations, directives and 
other guidance, particularly ensuring compliance with the limitations on vehicle purchases 
and replacement standards. 

 
(5) Performing annual fleet utilization reviews and ensuring motor vehicle assignments are 

consistent with mission requirements and utilization standards. 
 

(6) Serving as TSA’s representative to the Office of Management and Budget (OMB), DHS, 
GSA, and other agencies on motor vehicle matters. 

 
(7) Managing the vehicle motor pool program for headquarters offices. 

 
(8) Acting as the central point of contact for all vehicle matters such as TSA’s annual fleet 

budget, accident program management, and vehicle acquisitions and disposals. 
 

(9) Ensuring that the National Safety Council On-Line Defensive Driving Course (DDC) is 
available to all federal employees who are required to operate Government vehicles as part 
of their official duties (administrative or operational) 

 
B. Program Offices are responsible for working with Fleet and Transportation Services to determine 

based upon operational need and staffing levels, the types and number of vehicles to be deployed 
to field locations. 

 
C. TSA Field Locations are responsible for: 

 
(1) Ensuring that a Fleet Program Manager has been designated. This official may delegate the 

day-to-day operation of their fleet to a VCO, utilizing TSA Form 277. 
 
(2) Ensuring vehicles are NOT used for home-to-work purposes, except for employees who 

have been authorized to take a vehicle home on their travel order or those expressly 
authorized by DHS and approved by TSA in writing using TSA Form 282, Home-to-Work 
Transportation Certification.  

 
(3) Ensuring that the office operates and maintains only the minimum number, and appropriate 

types, of vehicles necessary to meet mission requirements 
 

(4) Ensuring that offices comply with environmental and energy requirements to the maximum 
extent possible. 

 
(5) Ensuring that all operators of Government vehicles possess a valid state operator’s license 

for the class of vehicle being driven.  The license should be presented no less than every 
three years for visual verification.  All employees whose duties involve the operation of 
motor vehicles must inform their supervisor of any suspension, restriction, or revocation of 
their state license. 
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(6) Establishing and maintaining an effective utilization program that ensures efficient and 

economical use of motor vehicles.  
 

(7) Executing vehicle transfer or disposal action after obtaining approval from the Fleet and 
Transportation Services. 

 
(8) Conducting a monthly review of vehicle utilization and annual certification of usage, to 

include mileage, days used, hours used, trips per day and purpose for which the vehicle is 
used.  Special care should be taken to ensure home-to-work usage is approved and 
information is accurately reported.  This usage should be recorded on TSA Form 209, 
Motor Vehicle Utilization Record. 

 
(9) Responding to reporting requirements from Fleet and Transportation Services. 

 
(10) Maintaining a current record of assigned license plates and records of lost or stolen license 

plates. 
 

(11) Ensuring that all employees entrusted with the use of Government vehicles are aware of 
their responsibility for the proper care, operation, use, maintenance, and protection of the 
vehicles.  TSA Form 212, Preventative Maintenance Schedule, should be used for this 
purpose.  

 
(12) Establishing controls over credit cards to avoid loss and to prevent unauthorized charges 

from being incurred. 
 

(13) Certifying that fleet fuel card records are kept in accordance with GSA and TSA guidance 
for leased and owned vehicles, and that the cards are used in the performance of Official 
Government Business. 

 
(14) Reporting accidents, regardless of damage, to the employee’s supervisor, GSA Accident 

Management Center (for accidents involving leased vehicles) and TSA Headquarters Fleet 
and Transportation Services for all accidents involving Government owned, leased, or 
rented vehicles. 

 
(15) Ensuring that all federal employees who are required to operate Government vehicles as 

part of their official duties (administrative or operational) are aware that the On-Line 
Defensive Drivers’ Course is available to them. 

 
(16) Maintaining motor vehicle records, including TSA Form 209, Motor Vehicle Utilization 

Record, for inventory, cost reporting, usage, maintenance, accidents, and repairs. 
 

(17) Establishing and managing a Motor Vehicle Safety Program. 
 

(18) Ensuring accident kits are maintained in each vehicle. 
 

(19) Ensuring operators use alternative fuel in AFVs to the maximum extent possible. 
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(20) Ensuring that on at least a quarterly basis, each vehicle is inspected to ensure the 

operability of all required vehicle equipment (e.g., accident kit, jack, spare tire, etc.).  Any 
major deficiencies shall be immediately addressed in accordance with TSA directives and 
acquisition regulations.  

 
(21) Ensuring that when Government leased vehicles are being assigned or terminated by GSA, 

copies of forms or documents issued by GSA are forwarded to Fleet and Transportation 
Services. 

 
D. TSA employees are responsible for: 

 
(1) Obtaining approval from their supervisor prior to using a Government vehicle.  

 
(2) Adhering to the motor vehicle management principles, laws, regulations, directives and 

other guidance, particularly ensuring compliance with limitations on use of vehicles. 
 

(3) Wearing seat belts while operating a Government vehicle. 
 

(4) Having a valid state issued driver’s license before requesting the use of a GOV. 
 

E. Vehicle Operators are responsible for: 
 

(1) Ensuring that there is no smoking in Government vehicles. 
 
(2) Operating vehicles in accordance with Federal, State, and airport regulations and local 

traffic safety laws and regulations. 
 

(3) Obeying all speed limits. 
 

(4) Ensuring ALL vehicle occupants use seat belts when the vehicle is in motion. 
 

(5) Performing a safety check prior to operating a vehicle and reporting motor vehicles that are 
in unsafe operating condition. 

 
(6) Ensuring license plates are affixed to the vehicle and that an accident kit is in the vehicle. 

 
(7) Reporting daily use and maintenance on TSA Form 209. 

 
(8) Ensuring that alternative fuel is used to the maximum extent possible in alternatively fueled 

vehicles, and only unleaded regular (vs. premium) gasoline is used for gasoline vehicles.   
 

(9) Ensuring that keys and credit cards and any credit card receipts are properly secured and 
that the vehicle is locked when unoccupied. 

 
(10) Reporting vehicle malfunctions to the employee’s VCO. 

 
(11) Reporting vehicle parking/moving violations and resolving citations in accordance with the 

issuing jurisdiction.  
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(12) Using Government vehicles for official purposes only. 

 
(13) Reporting all accidents or damage to employee’s supervisor, GSA Fleet Management 

Center (for GSA leased vehicles), and Fleet and Transportation Services. 
 

6. POLICY: 
 

A. Authorized Use of Government Motor Vehicles: 
 

(1) Vehicles assigned to TSA (whether purchased or leased) are intended for official business.  
TSA motor vehicles are not provided for the convenience of TSA employees.  Government 
vehicles should only be used as follows:  
 
(a) when it is the least costly method of transportation available (considering the value of 

employee time and actual transportation costs); or  
 

(b) when no other practical method of transportation is available considering the mission to 
be performed, the location, and any equipment needed to be transported to support the 
mission. 

 
(2) Common carriers (e.g., air, rail, and bus) shall be used in lieu of transportation by motor 

vehicle, unless the use of the motor vehicle is clearly more economical and practicable, and 
in the Government's interest, such as: 
 
(a) the employee's itinerary requires a number of stops and the scheduled arrival and 

departure of public transportation does not coincide with the timetable of the itinerary  
resulting in undue loss of Government time; 
 

(b) it is necessary to transport a considerable amount of equipment with the employee; 
 

(c) the nature of the employee's work necessitates the use of transportation at a time of day 
or week when it would be highly impracticable to use public transportation; or 
 

(d) the officers and employees are continually engaged in law enforcement work affecting 
public health and welfare, and the use of a common carrier is impracticable and not in 
the best interest of the Government. 

 
(3) Each employee of TSA is responsible for providing his or her own transportation to the 

work place.  Transporting an employee between home and work is not an official use of a 
Government vehicle, unless specifically approved by DHS in accordance with DHS MD 
0510.  

 
(4) Any officer or employee who willfully uses or authorizes the use of a vehicle for other than 

official business is subject to a suspension of at least one month or, up to and including, 
removal by TSA under 31 USC §1349, 41 CFR §102-34.240.  
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B. Transporting Personnel of Other Federal Agencies:  Transportation of personnel from other 

Federal agencies in a TSA vehicle is authorized when it is in the interest of the Government and 
does not interfere with accomplishment of the TSA employee's primary business. 

 
C. Transportation of Family Members and Others:  A TSA employee shall not transport members of 

his/her family or other persons not conducting Official Government Business in a Government 
vehicle, except when: 

 
(1) Prior approval is obtained in writing from a Senior Management Official, and 
 
(2) In addition to (1) above, and when annotated on the travel order, the employee may 

transport family members in certain situations.  An employee, who has the use of a 
Government vehicle to perform specific official duties (such as a field investigator or 
traveling auditor), and whose duties result in an extended detail to another region or 
location, or frequent change in duty post, may transport dependents at the time the detail or 
change of duty post is accomplished as long as transporting the dependent does not cause 
additional cost for the Government or cause the employee to deviate from his/her official 
itinerary. 

 
D. Use of Government Vehicles Between Duty Station and Public Carrier Terminals and Between 

Public Carrier Terminals and Temporary Domicile or Temporary Duty Station 
 
(1) Government vehicles may be used by employees in travel status for transportation between 

their duty station and rail, air, bus, or boat terminals; and between the terminal and place of 
temporary employment or temporary domicile if no less costly method of transportation is 
available. 

 
(2) While on a temporary duty assignment (TDY), Government vehicles may be used for 

transportation between the temporary domicile and place of employment, to obtain meals, 
or to obtain services required for the well being of the employee, (e.g., laundry, dry 
cleaning, drug store, etc). 

 
E. Use of Government Vehicles Between Residence and Place of Employment:  Government policy 

on the use of Government vehicles is established by 31 USC § 1344 and 41 CFR §102-5.  TSA 
employees must specifically be approved to use vehicles home-to-work based on either official 
travel orders or authorized by DHS.  Employees are expected to provide their own transportation 
between residence and place of employment.  Inconvenience, inability to adjust car pool 
arrangements, or difficulties with a personal vehicle does not justify furnishing Government 
transportation.   

 
F. Vehicle Utilization: 
 

(1) The assignment of vehicles to individual employees is discouraged.  Instead, vehicle usage 
should be managed to ensure maximum and equitable utilization of all vehicles.  Low 
use/mileage vehicles shall be rotated with high use/mileage vehicles whenever possible.  At 
a minimum, the local Fleet Program Manager shall review Motor Vehicle Utilization 
records on a monthly basis. 
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(2) In connection with the utilization program designed to ensure efficient and economical use 

of motor vehicles, the local Fleet Program Manager shall consider the following utilization 
guidelines and leverage the use of vehicles to achieve these minimum usage goals: 

 
(a) Passenger-carrying vehicles should average approximately 12,000 miles per year. 
 
(b) Light trucks should average approximately 10,000 miles per year. 

 
(c) Medium trucks should average approximately 7,500 miles per year.  

 
Note:  Offices should rotate low use mileage vehicles with high usage vehicles in an 
attempt to equalize the use of the cars assigned. 

 
(3) If a vehicle does not meet utilization guidelines, it may not be essential.  Vehicles that 

consistently fail to meet utilization objectives will be transferred to an office that has a 
greater need for the vehicle. 

 
G. License Plates: 
 

(1) Official Government DHS license plates shall be used for all TSA-owned vehicles. 
 
(2) Official Government GSA license plates shall be used for all GSA-leased vehicles. 

 
(3) Requests for exceptions to the use of DHS/GSA license plates must be submitted to Fleet 

and Transportation Services. 
 
H. Motor Vehicle Acquisition, Replacement, and Disposal:  The acquisition of vehicles will be 

limited to the minimum number required to meet operational requirements.  The vehicles 
procured will be the smallest, most economical and fuel-efficient vehicles that meet mission 
needs.  Acquisition of a vehicle includes purchase, lease, or transfer of any vehicle from any 
source.  Only the Fleet and Transportation Services office within the Property Management 
Division may authorize the lease or purchase of a vehicle. 

 
(1) Requests for new or additional owned motor vehicles, changes in type of motor vehicles, or 

replacement of existing motor vehicles, must be submitted to Fleet and Transportation 
Services on a TSA Form 208, Request for Vehicle Reassignment.   

 
(2) Replacement of GSA leased vehicles must be reported to the Fleet and Transportation 

Services utilizing the GSA Form 1152 or similar document.  Changes in type of motor 
vehicles must be pre-approved by the Fleet and Transportation Services. 

 
(3) Vehicles will be replaced as funding permits and in accordance with the following criteria: 
 

(a) Sedans and Station Wagons:  3 years or 60,000 miles, whichever occurs first 
 

(b) Light SUVs or Trucks:  5 years or 50,000 miles, whichever occurs first  
 

(c) Medium Duty Trucks:  7 years or 60,000 miles, whichever occurs first 
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(4) The disposal of vehicles (GSA leased or TSA owned) shall be approved by and coordinated 
with Fleet and Transportation Services. 

 
I. Vehicle Transfers:  Transfer of vehicles between offices must be approved by and coordinated 

with Fleet and Transportation Services utilizing the Standard Form 122, Transfer Order Excess 
Personal Property. 

 
J. Vehicle Maintenance Program: 
 

(1) Preventative maintenance shall be performed (and maintenance records shall be 
maintained) on all TSA-owned vehicles in accordance with manufacturer’s schedule. 

 
(2) Motor vehicle emissions inspection requirements shall be performed in accordance with the 

Clean Air Act, and implementing State regulations. 
 

(3) Recalls, when applicable, shall be responded to promptly. 
 
K. Motor Vehicle Safety Program:  Each office that has motor vehicles assigned to it shall establish 

and manage a Motor Vehicle Safety Program that: 
 

(1) Ensures that employees involved in accidents satisfactorily complete the National Safety 
Council’s Defensive Driving Course on-line. 

 
(2) Ensures that operators who drive Government vehicles have valid state driver’s licenses.  

This should be done by physical inspection of the drivers’ license of each employee who 
operates a Government vehicle. 

 
(3) Ensures that drivers who have access to the “flight side” of the airport grounds comply with 

applicable driver training requirements as outlined in current airport operator regulations or 
current FAA Advisory Circular 150/5210-20, Ground Vehicle Operations on Airports.   

 
(4) Includes periodic guidance related to driver safety, defensive driving, required use of seat 

belts, and accident prevention.  Periodic guidance should be documented and include the 
date, discussion topics, and a list of the attending employees.  

 
L. Parking Citations and Moving Violations:  All parking citations are the responsibility of the 

motor vehicle operator.  Under no circumstances may Government funds be expended for 
citations according to 41 CFR § 102-34.256.  Moving violations are also to be paid by the cited 
driver.  All parking citations and moving violations should be reported to the employee’s 
supervisor within 24 hours of the infraction. 

 
M. Modifications to Vehicles:  No physical modifications shall be performed to a motor vehicle or 

equipment installed without authorization from Fleet and Transportation Services.   
 

(1) Global Positioning System (GPS) should only be acquired when there is an actual need for 
the information that is provided by the system and must be in the form of a transportable 
unit. 
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(2) Emergency signaling devices (e.g. horns, whistles, bells, lights, and sirens) shall only be 

used when required for the safe execution of official duties in circumstances.  All usage 
must conform to DHS MD 11015 to include use only by individuals who have taken an 
Emergency Vehicle Operations Course and who are either sworn law enforcement officers 
or otherwise specifically authorized such use by the DHS Office of Security. 

 
N. Motor Vehicle Records:  Offices shall maintain a separate vehicle folder for each TSA-owned, 

GSA-leased, and commercially leased vehicle to contain inventory, cost, and operating records.   
When a vehicle is transferred, the vehicle record folder shall be forwarded to the receiving 
activity.  When a vehicle is disposed of, the vehicle record folder shall be held for a period of 
four years, which is calculated from the date payment is received and/or there is a signed 
document removing the vehicle from the fleet. 

 
O. Fleet Fuel Card Program: 

 
(1) A fleet fuel card is issued to a specific vehicle for the purpose of purchasing fuel, car 

washing, maintenance, and repairs.  Each card will be identified by the vehicle tag number 
as well as an individual account number assigned by the credit card company.  The local 
Fleet Program Manager will be responsible for certifying that fuel card records are kept in 
accordance with GSA and TSA guidance for leased and owned vehicles and that the cards 
were used in the performance of official Government business.  

 
(2) The fleet fuel card is to be used to purchase fuel, oil, toll passes, wiper fluid, anti-freeze, 

battery charges, tire repair, routine maintenance, and emergency repairs.  Single purchases 
made on the fleet fuel card may not exceed $1,000 without prior approval from Fleet and 
Transportation Services.   Under no circumstances, regardless of cost, should accident 
repairs by made without prior approval from Fleet and Transportation Services. 

 
(3) The fleet fuel card is to be used to obtain services and supplies for official use only.  Use of 

the fleet fuel card for food, beverages, or other personal items is strictly prohibited.  The 
U.S. Coast Guard Financial Center (USCG FINCEN) reviews credit card receipts; 
employees are financially responsible for unauthorized purchases made with the fleet fuel 
card.  In addition, fraudulent use of the credit card may subject the user to criminal 
prosecution under 18 U.S.C. § 641. 

 
(4) The fleet fuel card should not be used to pay for parking as this is a reimbursable travel 

expense. 
 

P. AFVs and Energy Conservation:  Executive Order 13149, PL 102-486, EPAct of 1992, and 
subsequent amendments to the EPAct require that Federal agencies reduce the use of petroleum 
through improvements in fleet fuel efficiency and the use of alternative fuel vehicles.  
Accordingly, vehicle operators must use alternative fuel (usually E85 or compressed natural gas) 
for motor vehicles when alternative fuel is available within a reasonable distance.  To further 
promote a reduction in petroleum consumption, employees should: 

 
(1) Use mass transit and airport shuttles whenever feasible. 
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(2) Combine trips to reduce use of vehicles. 
 
(3) Minimize idling time. 

 
7. PROCEDURES: 
 

A. Motor Vehicle Use Authority: 
 

(1) All TSA employees, including headquarters and field personnel who meet the following 
criteria of employment will be eligible to use TSA Motor Vehicles:  the driver must be a 
Federal Government employee and must have a valid driver’s license.  Passengers do not 
have to be TSA employees but should have a valid business need to accompany the driver. 

 
(2) Employees shall obtain approval from their supervisor prior to using a Government vehicle.   

 
(3) Unless specifically provided for in their contract, TSA contractors may not drive 

Government vehicles.   
 

(4) Government motor vehicles may be used for employees on official travel who have been 
authorized to use a Government vehicle on their travel order when it is advantageous for 
the Government.  

 
(5) Government motor vehicles shall be used for official Government purposes only.  

Government vehicles may not be used for private business, personal errands, or recreation.  
The perception of misuse should be avoided as well.  The 31 U.S.C. §1349 provides for 
mandatory penalties for employees who willingly use or authorize the use of any 
Government motor vehicle for other than official purposes.  Penalties range from 
suspension without pay up to and including removal from Federal service. 

 
(a) When a TSA employee is otherwise properly using a TSA motor vehicle for official 

purposes, the employee is authorized minor personal use.  Examples include short 
stops at convenience stores, banks, drug stores, etc., as well as for meal breaks.   

 
(b) The minor personal use of a TSA motor vehicle and the use of a TSA motor vehicle 

for authorized meal breaks are not permitted when:     
 

(i) The minor personal use is so frequent that a taxpayer might question the propriety 
of the repeated use. 

 
(ii) The TSA motor vehicle is used at a location that might cause a taxpayer to 

question the Government’s use of the vehicle (e.g., a casino, race track, a dance 
club or an adult entertainment establishment). 

 
 Example 1:  An employee using a TSA motor vehicle for official use travel 

between Dulles International Airport (IAD) and Reagan National Airport 
(DCA) may use the vehicle to take a five-minute detour en route to cash a 
check at a bank branch.  This is authorized minor personal use. 
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 Example 2:  An employee using a TSA motor vehicle for official use travel 

between two duty locations may not use the vehicle to travel 15 minutes and 
stop at a casino or race track to place a bet or eat a meal.  This is NOT 
authorized minor personal use due to the length, purpose, and location of the 
detour.   

 
 Example 3:  An employee using a TSA motor vehicle for official use travel to 

a remote spoke airport may stop en route at a diner for a normal meal break.  
Similarly, the same employee visiting a remote spoke airport with no or 
limited restaurant facilities may use TSA motor vehicle to drive to a diner two 
miles away for lunch.  Both scenarios are authorized minor personal use for a 
meal break.   

 
(c) Events and TSA-related functions, such as birthdays, baby showers, after-work 

socials (i.e., “happy hours”), or sporting events at which employees may compete as a 
team are personal in nature, and TSA motor vehicles may not be used to support 
them.  However, there may be employee gatherings where an official role is involved 
(i.e., funerals of TSA employees, formal award or retirement ceremonies) and one or 
more TSA officials are expected to officially represent the agency.  In these 
situations, reasonable motor vehicle support may be used by the participating official, 
on a case-by-case basis, after consultation with the Office of Chief Counsel to ensure 
that TSA motor vehicle support is justified. 

 
Example: A retirement luncheon for several employees will be held at a restaurant 
several miles from Tampa International Airport (TPA).  The luncheon will include 
the official TSA awards ceremony for the retiring employees.  The Federal Security 
Director (FSD), who will present the awards, may use a TSA motor vehicle to attend.  
Other employees, who merely attend the luncheon/ ceremony, may ride in that GOV 
only on a space available basis.  Other personnel may not use a GOV to attend. 

 
(d) Senior Management Officials, in coordination with the Office of Chief Counsel and 

the Chief Administrative Officer, may make exceptions to this policy on a case-by-
case basis.  Those officials may delegate their exception authority to other appropriate 
officials on their headquarters staff.  Supervisors at all levels may further restrict 
these policies, but only as individual circumstances require. 

 
B. Transporting Other Than Federal Employees:   
 

(1) A TSA Manager or designee may authorize the transportation of personnel other than 
Federal employees when necessary in the performance of Official Government Business or 
in the best interest of TSA.   

 
(2) A TSA employee may also transport a person or persons other than a Federal employee in a 

Government vehicle when the use of the vehicle is a means of alleviating pain or injury, or 
preventing loss of life or serious damage to property.    

 
C. Motor Vehicle Accidents and Reporting Requirements: 
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(1) Operators of any Government motor vehicle involved in an accident shall immediately 

notify the following people in person or by phone: 
 
(a) State or local law enforcement authorities. 
 
(b) GSA Accident Management Center (if GSA leased). 
 
(c) Immediate supervisor/Local Fleet Program Manager. 

 
(2) Operators of any Government vehicle involved in an accident shall prepare and submit a 

Standard Form 91, Operator’s Report of Motor Vehicle Accident (SF 91), to their 
supervisor.  Operator shall obtain and record information from witnesses on Standard Form 
94, Statement of Witness (included in the “accident kit” stored in each vehicle).  Both 
forms are available on the Office of Property Management, Fleet and Transportation 
Services Functional Areas web page and are also available through the on-line GSA 
Accident Management Center. 

 
(3) The supervisor of the vehicle operator involved in the accident shall:   

 
(a) Follow-up with the GSA Accident Management Center to determine if any additional 

information is needed. 
 
(b) Complete appropriate sections of the SF 91, and submit it along with all supporting 

documentation to the Fleet and Transportation Services. 
 
(c) Submit TSA Form 2401, Mishap/Incident/Unsafe or Unhealthful Working Conditions 

Investigation Report, to the Office of Occupational Safety, Health, and Environment, 
as appropriate. 

 
(d) Notify Office of Chief Counsel if the accident causes personal injury or property 

damage. 
 

D. Vehicle Repair: 
 

(1) GSA Leased Vehicles:  If the vehicle is a GSA leased vehicle, the local office should 
contact the GSA Accident Management Center for authorization and instructions regarding 
how to repair the vehicle. 

 
(2) TSA Owned Vehicles:   

 
(a) If the vehicle is a TSA-owned vehicle, the local office has automatic approval for 

warranty work and non-accident repairs under $1,000.  All other work requires pre-
approval from the Office of Property Management, Fleet and Transportation Services,    

 
(b) At least two estimates for accident repair will be required and may be obtained from 

local dealers or body shops unless the vehicle may not be safely driven.  If the vehicle 
is not drivable, it should be towed to the closest repair facility (a Fleet Fuel Card may 
be used to pay the towing fees).    
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E. Parking and Storage of Vehicles:  Storage and parking facilities should afford protection from 

pilferage or damage of official Government vehicles.   Vehicle operators will close and lock 
windows, lock the doors and trunk, and remove the keys whenever sorting or parking official 
Government vehicles.  In cases where the ignition key is required to be kept with the vehicle, the 
operator will ensure that property, such as credit cards, are not left in the vehicle. 

 
8. EFFECTIVE DATE AND IMPLEMENTATION:  This policy is effective immediately upon 

signature. 
 

APPROVAL 
 
 

Signed              5/21/2009 
__________________________________________       
David R. Nicholson      Date 
Assistant Administrator and Chief Financial Officer 
  Office of Finance and Administration 
 
 
Distribution: Assistant Administrators, Office Directors, All Employees 
Point-of-Contact:   Fleet & Transportation Services (571) 227-3082 or TSAProperty@dhs.gov 
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