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GSA Vehicle Fleet Management Checklist

1.  Function.  The function covered by this checklist is management and control of GSA vehicles. 

2.  Purpose.  The purpose of this checklist is to assist activities with GSA vehicles in evaluating the key management controls listed below; it is not intended to cover all controls.  

3.  Instructions. 

    a.  These management controls must be evaluated annually.  All questions will not apply to all schools; answer those questions that apply to your activity.  If your school/activity does not have a GSA vehicle, you do not need to complete this checklist.
    b.  Answers must be based on the actual testing of key management controls (e.g. document analysis, direct observation, sampling, etc.).  Answers which indicate deficiencies must be explained and corrective action indicated in supporting documentation. 

4.  Test Questions.

    a.  Does the Brigade Fleet Manager monitor vehicle utilization to ensure battalions do not exceed their monthly/yearly mileage allocation (1300 mo/15,600 yr)?

    b.  Are requests for initial/additional/change vehicles justified on DA Form 4610-R and approved/funded by the Brigade and Cadet Command?

    c.  Is Brigade and Cadet Command approval/funding obtained prior to using the Billed Office Account Code (BOAC) for short-term GSA lease (less than 60 days) vehicles?

    d.  Have local procedures (SOP, policy memos, etc.) for assignment and use of vehicles been established by the activity?

    e.  Is there a "tracking system" in place that accounts for each vehicle at Region/Brigade/Battalion?

    f.  Are GSA bills (GSA Form 2529) authenticated by the Cadet Command Fleet Manager prior to validating for payment?

    g.  Is an annual program review (to include completion of this checklist) scheduled for each activity?

    h.  Does each person authorized to operate a GSA vehicle have a valid state driver's license, a Commercial Driver's License (CDL), Defensive Driver's Card (DDC) or an Optional Form 346 in their possession for the type of vehicle being operated?

    i.  Does the activity chief enforce the "No SROTC/JROTC cadet/school employee drivers" rule?

    j.  Brigade Recruiting Operation Officers and Nurse Recruiters must obtain SecArmy domicile to duty transportation authorization for field recruiting duties.  Is there a current SecArmy determination authorizing DTD on file at the activity?

    k.  Are vehicles scheduled for periodic maintenance, warranty inspections, and smog control inspections, etc., delivered to the maintenance vendor as directed on GSA Form 3478 (Motor Vehicle Service Authorization)?

    l.  Are drivers performing operator preventive maintenance and routinely checking their vehicle prior to use to determine if damage has occurred since the vehicle was last used?

    m.  Are vehicles locked and parked in a safe, secure, authorized area when not being used?

    n.  Are Reports of Survey being initiated when required?

    o.  (Activity level) Has each activity analyzed its' mission needs (e.g. vehicle upgrades, modifications, accessory equipment) and requested appropriate vehicle changes IAW CC Reg 700-1, Chapter 6?

        For each request for additional vehicle(s) pending, has the Brigade Fleet Manager (BFM) done a complete analysis of their assigned vehicles to determine if assets can be transferred internally to satisfy this requirement?   

    p.  When the accident downtime for an assigned vehicle takes longer than 45 days, is a substitute vehicle obtained from GSA with only a mileage charge (no additional daily lease charge)?

    q.  If a substitute vehicle is not provided when an assigned vehicle is down for maintenance over five work days and a substitute vehicle is not provided, is the supporting GSA Fleet Management Center that issued the vehicle notified in writing (with a copy furnished to the brigade headquarters) so that the monthly lease charge is discontinued until the vehicle is released from the shop?

    r.  When a bill-back charge of less than $100 is sent to the ROTC activity on GSA Form 2556, does the Unit Vehicle Control Coordinator (UVCC) ask for a credit from the fleet management center?

    s.  Are the following forms being completed IAW HQ Cadet Command or GSA guidance?

GSA Form 494  (Monthly Motor Vehicle Use Record) 

GSA Form 1152 (Vehicle Assignment Termination)

GSA Form 2080 (Invoice Discrepancies/Vehicle Repairs or 

               Credit Card Purchases)

GSA Form 2556 (Misc Charges and Adjustments Transaction)

GSA Form 3478 (Motor Vehicle Service Authorization)

    t.  Do the number and type of GSA vehicles at the activity match authorizations on the region table of distribution and allowances (TDA)?

    u.  When maintenance is performed without prior Fleet Maintenance Control Center approval, is it investigated and action taken to recover cost?

    v.  Are GSA bill-backs for unreported damage or repair investigated and action taken to determine liability?   
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