CHAPTER 60B-1

MOTOR VEHICLES AND WATERCRAFT ACQUISITION, ASSIGNMENT AND USE

60B-1.001
Acquisition

60B-1.002
Class Equipment

60B-1.003
Acquisition Specifications

60B-1.004
Motor Vehicle and Watercraft Use Policy

60B-1.005
Vehicle Assignment Policy

60B-1.006
Pool Vehicle Assignment

60B-1.007
Limited Use Assignment

60B-1.008
Special Assignment

60B-1.009
Maintenance

60B-1.010
Reports and Records

60B-1.011
Applicability

60B-1.012
Safety

60B-1.013
Fuel Purchases

60B-1.001 Acquisition.

(1) No agency shall purchase, lease, or otherwise acquire any motor vehicle or watercraft without prior approval of the Division of Motor Pool, except that such prior approval is not required for (a) acquisitions by law enforcement agencies through judicial proceedings and (b) acquisitions of motor vehicles which are to be acquired for 30 days or less, when such acquisitions can be accomplished at costs which do not require the use of formal competitive bids.

(2) Approval by the Division to acquire or lease equipment shall not relieve agencies of the responsibility for compliance with state purchasing laws, legislative authority for acquisition or retention of equipment, and all other applicable laws, rules, and procedures.

(3) Approval to lease equipment will be granted under the following circumstances:

(a) To meet short term needs when leasing is more economical than purchase.

(b) If funds are not available for the purchase of equipment and authorized equipment needs exist.

(c) If the conditions of federal or grant funds prohibit purchase.

(d) If investigative vehicles are required and it is essential to rotate the vehicles to prevent identity.

(e) Exceptions may be granted by the division on a case by case basis.

(4) When purchased or leased motor vehicles and watercraft are delivered, the receiving agency shall inspect them for compliance with specifications and for damage. Discrepancies must be noted and corrected prior to acceptance and operation.

Rulemaking Authority 287.16(6) FS. Law Implemented 287.15, 287.16(4), 287.20 FS. History–New 6-11-75, Amended 11-28-83, 8-2-84, Formerly 13B-3.01, 13B-3.001.

60B-1.002 Class Equipment.

(1) Motor vehicles and watercraft acquired by purchase, lease or rental shall be of the smallest class that can safely, adequately, and economically meet the performance and job requirements involved.

(2) All vehicles must be the most appropriate vehicle (car, station wagon, truck, tractor, crawler, trailer or other class of mobile equipment) to accomplish the tasks for which they will be used. Consideration must be given to the terrain where vehicle is normally operated, type and amount of equipment carried, job duties of individual, economy of operation, maintenance, and other valid considerations. The accessories and options specified for motor vehicles and watercraft acquired by purchase, lease, or rental shall be limited to those which are essential to job requirements, or beneficial to safety, efficiency, economy, or energy conservation.

Rulemaking Authority 287.16(6) FS. Law Implemented 287.15, 287.16(2) FS. History–New 6-11-75, Amended 11-28-83, Formerly 13B-3.02, 13B-3.002.

60B-1.003 Acquisition Specifications.

(1) To ensure that equipment purchased by the state will satisfy the particular needs of the using agencies:

(a) The bureau will provide an opportunity for major users (agencies) of motor vehicles and watercraft to select one or more persons to serve in an advisory capacity regarding technical specifications.

(b) The bureau will arrange for and preside at periodic meetings of the technical advisory representatives to review such topics as the performance and quality of recently delivered equipment, the model changes anticipated to be made by equipment manufacturers, and the need for specification changes. Meetings will be held as frequently as required to ensure that the needs and concerns of user agencies are addressed. The bureau will arrange for a summary of each meeting to be made and distributed on request to advisory representatives and to other interested agencies.

Rulemaking Authority 287.16(6) FS. Law Implemented 287.16 FS. History–New 6-11-75, Amended 11-28-83, Formerly 13B-3.03, 13B-3.003.

60B-1.004 Motor Vehicle and Watercraft Use Policy.

(1)(a) Motor vehicles and watercraft shall be used for official state purposes only and shall be used only as authorized by the administrative head of an agency and in accordance with the provisions of this chapter and with other applicable laws, rules, and procedures.

It is fundamental to state policy that state-owned, leased, or rented vehicles be used only for state business or to relieve emergency situations where the protection of life or property is involved and there is no other satisfactory means of transportation available. The administrative head of an agency operating vehicles is responsible for their assignment and proper use in accordance with this policy. Such responsibilities will include arrangements for dissemination of this policy to all persons authorized to operate vehicles, for insurance that such persons have in their possession a current and valid driver’s license, and for reporting changes in assignment classification and the assignment classification of additional equipment as assignment changes occur or new equipment is placed in service. State-owned, leased, or rented vehicles will not be used for personal purposes except when authorized officially as a perquisite by the Department of Management Services.

(b) The administrative head of an agency upon the determination that an employee or other person has improperly used a state-owned, leased, or rented vehicle shall take such action as he feels just and proper under the circumstances in compliance with existing personnel rules and regulations regarding disciplinary actions. Each incident of improper use shall be reported to the State Comptroller, detailing the nature of the mis-use and the action taken.

(c) Persons other than state employees shall not be permitted to operate a state-owned, leased, or rented vehicle unless authorized by the administrative head of an agency or person designated by him and then only on official state business.

(d) The administrative head of an agency may make temporary exceptions to the provisions of this policy in the case of disaster and emergency situations such as hurricanes, flood and riots where the state must protect life and property.

(e) Only on special occasions in connection with official travel being performed in state-owned or leased vehicles, when the purposes of the travel can be more usefully served by including persons other than state officials and employees, such persons may be authorized by the administrative head of the using agency to travel in state-owned or leased vehicles provided no additional expense to the state is involved.

(f) State-owned or leased vehicles shall not be driven to and from any employee’s home except as specifically authorized by this rule.

(2) No candidate for public office shall be transported in a state motor vehicle solely for the purpose of furthering his candidacy; however, if a candidate traveling by state motor vehicle on official state business performs functions in the furtherance of his candidacy, pursuant to laws or rules pertaining to campaign financing the trip expenses shall be based on the total fixed and variable expenses related to the ownership, operation and use of such vehicle, and candidate shall be charged a pro-rata share of such total motor vehicle expenses or shall be charged one half of such total motor vehicle expenses, whichever is greater.

Rulemaking Authority 287.16(6) FS. Law Implemented 106.15, 287.16(1), (5), 287.17, 287.20 FS. History–New 6-11-75, Amended 11-28-83, Formerly 13B-3.04, 13B-3.004.

60B-1.005 Vehicle Assignment Policy.

(1) All state-owned or leased vehicles shall be assigned to and operated in conformance with the regulations pertaining to one of the following classes of assignment:

Class A – Pool assignment

Class B – Limited use assignment

Class C – Special assignment

Exceptions to this policy may be granted by the Division of Motor Pool on a case by case basis when justified by an agency to be in the best interest of the state.

(2) Codes are used to describe the provisions of the assignment in each class. These usage codes will be used to maintain records on vehicle assignment. Records will include the description of vehicle, class assignment of vehicle and agency or individual to whom vehicle is assigned.

(3) Except when otherwise specifically authorized by law, all state-owned vehicles shall carry an official state license plate.

Rulemaking Authority 287.16(6) FS. Law Implemented 287.16(1), 287.17 FS. History–New 6-11-75, Amended 11-28-83, Formerly 13B-3.05, 13B-3.005.

60B-1.006 Pool Vehicle Assignment.

(1) All state-owned or leased vehicles not otherwise assigned will be given a Class A-pool assignment classification. These vehicles will be centrally controlled and made available for specific trips and returned to the pool upon completion of the trips.

Use Code A-1: Pool assignment – Pool vehicles for general use by employees that do not have a vehicle assigned to them.

(2) Pool vehicles may not be driven to an employee’s home unless:

(a) Employee is departing upon or returning from an official trip away from his headquarters under circumstances which make it impractical to use other means of transportation.

(b) Employee needs the use of the vehicle after completion of regular work day to conduct state business on the same day or before his usual working hours on the next day.

Rulemaking Authority 287.16(6) FS. Law Implemented 287.16(1) FS. History–New 6-11-75, Amended 11-28-83, Formerly 13B-3.06, 13B-3.006.

60B-1.007 Limited Use Assignment.

(1) State-owned or leased passenger vehicles required by an employee or position to conduct official state business and which are required for use 15 or more work days per month but do not meet Class C, special use assignment requirements, may be assigned to such individuals on a Class B, limited use – parked at office classification.

Use Code B-1: Limited use passenger carrying Vehicles – Employee has requirements for a full-time use of a vehicle during regular working hours, but vehicle remains parked at office overnight and when not in use.

(2) State-owned or leased non-passenger carrying vehicles such as maintenance trucks, tractors, etc., required by an employee or position to conduct official state business during regular working hours and which do not meet Class C, special use assignment requirements will be assigned to Class B, limited use – parked at office classification.

Vehicles in this class may be assigned to an employee or position if the duties involved are such as to justify a specific assignment of this nature. Such vehicles will remain parked in a designated area overnight or when not in use.

Use Code B-2: Limited use non-passenger carrying vehicles: Employee has requirement for full-time use of vehicle during regular working hours but vehicle remains parked at office overnight and when not in use.

(3) Limited use vehicles may not be driven to an employee’s home or used during non-working hours unless:

(a) Employee is departing upon or returning from an official trip away from his headquarters under circumstances which make it impractical to use other means of transportation.

(b) Employee needs the use of the vehicle after completion of regular work day to conduct state business on the same day or before his usual working hours on the next day.

Rulemaking Authority 287.16(6) FS. Law Implemented 287.16(1) FS. History–New 6-11-75, Amended 11-28-83, Formerly 13B-3.07, 13B-3.007.

60B-1.008 Special Assignment.

(1) Special assignment vehicles are state-owned or leased vehicles which are: 1) officially authorized as a prerequisite by the Department of Management Services, 2) required by an employee after normal duty hours to perform duties of the position to which he is assigned, or 3) assigned to an employee whose home is his official base of operation.

(2) Vehicles in this classification assignment may be driven to and from an employee’s home when used for the purpose or under the conditions stated below:

Use Code C-1: Perquisite – Employee is entitled to use of vehicle by virtue of his position and is so approved and authorized as a perquisite by the Department of Management Services.

Use Code C-2: Law enforcement – Employee is subject to special emergency calls from his residence for law enforcement.

Use Code C-3: Emergency service – Employee is subject to emergency calls from his residence for the protection of life or property.

Use Code C-4: Employee’s home is office – Employee’s home is his official base of operation and vehicle is parked at home when not in use.

Rulemaking Authority 287.16(6) FS. Law Implemented 287.16(1) FS. History–New 6-11-75, Amended 11-28-83, Formerly 13B-3.08, 13B-3.008.

60B-1.009 Maintenance.

Service, inspection, maintenance and repair shall be conducted in accordance with maintenance programs provided by the bureau for the class of equipment involved. In the absence of a division maintenance program or agency maintenance program developed with input from and approved by the division, agencies shall adhere to the service requirements established by the manufacturer.

Rulemaking Authority 20.05, 287.16(6) FS. Law Implemented 287.16(2) FS. History–New 11-28-83, Formerly 13B-3.09, 13B-3.009.

60B-1.010 Reports and Records.

(1) The Division shall develop, maintain and operate an equipment management information system to meet the reporting needs of the state’s motor vehicles and watercraft. The system shall provide management reports monthly to the state agencies, and shall be capable upon request of providing special reports to meet other defined needs.

(2) Input to the system including but not limited to the condition, utilization, cost, fuel consumption, maintenance, and assignment of the motor vehicle and watercraft owned, leased or operated shall be provided by the agencies on forms or other means provided by or approved by the Division which address agency needs and the reporting needs of the system. This information is to be forwarded monthly to the Division’s Bureau of Motor Vehicles and Watercraft so as to be received no later than the 15th day of each month, unless this date falls on a’weekend or holiday. Agencies are responsible for the accuracy and timeliness of the input.

(3) Agencies shall be responsible for adding new equipment to the reporting system within 30 days from the date the equipment is received, deleting equipment from the system within 30 days from the date of disposal, and making input changes and corrections to the system as required.

(4) The Division shall periodically meet with major users of the system to assure that the management reporting needs of state agencies are addressed.

(5) The Division shall establish reasonable charges and invoice the agencies for the forms, reports and services provided.

Rulemaking Authority 287.16(6) FS. Law Implemented 287.16(8) FS. History–New 11-28-83, Formerly 13B-3.10, 13B-3.010.

60B-1.011 Applicability.

(1) The provisions of this chapter are applicable to all agencies of the executive and judicial branches of state government. For the purpose of this rule, the definition of a state agency shall be construed to include any official, officer, commission, board, authority, council, committee or department of the executive branch, and any of the various officers, courts, commissions, or other units of the judicial branch supported in whole or in part by the appropriations of the legislature.

(2) The administrative head of any agency, which owns, leases, or otherwise has possession or control of any motor vehicle or watercraft shall ensure that it is used only for purposes consistent with Chapter 287, Part II, F.S., with all provisions of this rule, and with other applicable laws and rules. Agencies shall develop such internal procedures as may be required to ensure such compliance.

(3) Except as specifically provided, this chapter does not apply to the use of privately-owned vehicles which are authorized by an administrative head of an agency to be used for travel in lieu of state-owned or leased vehicles or aircraft, when the traveler is reimbursed for such use in accordance with current state travel laws, rules and policies.

Rulemaking Authority 287.16(6) FS. Law Implemented 287.16, 287.17, 287.20 FS. History–New 11-28-83, Amended 8-2-84, Formerly 13B-3.11, 13B-3.011.

60B-1.012 Safety.

(1) All seated occupants of state-owned, leased, or rented vehicles and all personal vehicles operated on state business shall properly utilize the seat belts or occupant restraint system provided. Failure to utilize seat belts or occupant restraint system shall be considered improper use of a vehicle and shall subject employees to disciplinary action. If an accident resulting in injury to an employee occurs and the employee is not utilizing the seat belts or occupant restraint system provided, and the failure to use the seat belts or occupant restraint system provided contribute to injuries received worker's compensation benefits may be reduced under the provisions of Section 440.09(4), F.S.

(2) All state-owned, leased, or rented vehicles and all personal vehicles operated on state business shall at all times be operated in a safe and courteous manner. Failure to operate vehicles in a safe and courteous manner shall be considered improper use of a vehicle and shall subject employees to disciplinary action.

(3) All state-owned, leased or rented vehicles and all personal vehicles operated on state business shall operate in compliance with all applicable federal, state or local laws and ordinances. Failure to comply with federal, state, or local laws or ordinances shall be considered improper use of a vehicle and shall subject employees to disciplinary action. All fines and penalties resulting from failure to comply with federal, state or local laws or ordinances are the personal responsibility of the vehicle operator.

Rulemaking Authority 287.16(6) FS. Law Implemented 287.16(6), 440.56(1) FS. History–New 8-2-84, Formerly 13B-3.12, 13B-3.012.

60B-1.013 Fuel Purchases.

(1) Fuel for state-owned or leased vehicles shall be purchased from state-operated fuel facilities whenever practical. If the time or distance required to go to a state facility would nullify the savings, use of the state facility will be considered impractical.

(2) When purchase of commercial fuel is required, commercial self service facilities shall be used when available to reduce the cost of commercial fuel.

(3) Fuel purchased in any manner for state use, including state petroleum credit cards, and state fuel facilities shall be used only for official purposes. Promotional items including trading stamps, rebates and other gifts received by an employee incidental to such purchases shall be state property and turned in to the employee's agency unless the agency determines they have no useful purpose for the agency or state. Violation of this rule shall subject the employee to disciplinary action, and, in appropriate cases, to criminal prosecution.

Rulemaking Authority 287.16(6) FS. Law Implemented 287.16(6) FS. History–New 8-2-84, Formerly 13B-3.13, 13B-3.013.
