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Summary of Services:

The National Business Center, Division of Facilities Management Services
(DFMS), provides fleet management services for the Office of the Secretary and
the National Business Center. DOI employees can arrange for temporary use of a
government vehicle (car, passenger van, pick-up truck, and cargo van) by
contacting the Fleet Management Office at the e-mail addresses or telephone
numbers listed below. Request for temporary use must include date, type of
vehicle, destination, contact name, telephone number and office.

Fleet Vehicle Use Requirements:

e U.S. Government vehicles are to be used for official Government
business only.

e Transporting passengers other than those who are officially
authorized is strictly prohibited.

e All Government vehicles must be parked in their designated
parking spaces while not in use.

e All Government vehicle operators are required to have a valid
driver’s license.

e Every time a government vehicle is used, a complete entry must be
made into the log book located in the vehicle.

e Government vehicle credit cards are assigned to each vehicle and
are identified by the corresponding vehicle license tag number.
Government credit cards are to be used for fuel only and receipts
are to be kept in the vehicle logbook. Drivers are required to re-
fuel the vehicles.

e Accidents or any auto body damage to the Government vehicles
must be reported immediately to the Fleet Management Office and
local police as appropriate.

Traffic citations are the sole financial responsibility of the vehicle
operator.

Seatbelts are to be worn at all times.

e No cell phone usage permitted while operating a motor vehicle.

e Be sure to remove all trash and belongings.

Hours of Operation: 7:30 am - 5:00 pm Government Workdays
Helpful Hint: To be sure your needs are meet, reserve vehicles in advance.
Location: Room 1312-MIB

Contacts:
Julie Buscher Scotty Fox
(202) 208-4683 (202) 208-1377
(202) 208-2555 (Fax) (202) 208-2555 (Fax)

Julie A Buscher@nbc.gov Scotty L Fox@nbc.gov
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