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The purpose of this policy is to ensure that all state vehicles assigned to the Department are maintained in accordance with all Department of Procurement and General Services (DPGS) and Executive Office of Administration and Finance guidelines.
The goal of this policy is the proper maintenance and repair of all state vehicles assigned to the Department.
Policy

All locations assigned a vehicle shall designate a location fleet coordinator. Location fleet coordinators shall be required to maintain their assigned vehicles in accordance with the procedures outlined in Section XI. A., Preventive Maintenance, of Administrative Bulletin 93-1.

Under the statewide Master Service Agreement (MSA) established by DPGS, all State vehicles assigned to the department shall have a PHH Fleet America Corporation service card issued for the exclusive use of that vehicle.

This card shall be used to obtain maintenance services at approved service locations as authorized by PHH Fleet America. Participating dealers shall be identified by reviewing the quarterly listing issued by DPGS’s Office of Vehicle Management (OVM).

OVM has the right to require a second cost estimate for the repair if the quoted estimate is deemed to be excessive. OVM has the authority to deny repairs in excess of $300.
OVM is normally expected to pay the authorized repair charges for all vehicles leased to DYS.

A PHH approved vendor must repair vehicles owned by the department. DYS shall be responsible for the payment of all authorized repairs to these vehicles.

The purchase of tires and batteries is not included under the MSA contract with PHH Fleet America.

Replacement tires or batteries may only be purchased from PHH’s Chain Accounts at Chain Account Pricing under emergency circumstances and subject to prior approval by the OVM Vehicle Maintenance Coordinator.

Procedures

A.     Maintenance Access
         1.
Location fleet coordinators shall access maintenance services in excess of $50 by calling the PHH Service Specialist at 1-800-321-2531 during the following hours:

                 a.     7:30 a.m. to 9:00 p.m., Monday through Friday 

                 b.     8:00 a.m. to 5:00 p.m. on Saturday. 

         2.
After hour emergency services are accessed by calling 1-800-321-2532.

B.     Services     

        1. 
Department staff shall obtain services for state vehicles at participating stations found in the OVM quarterly listing.

        2.
Location Fleet Coordinators shall authorize work orders for service up to $50.

        3.
PHH shall negotiate on the Commonwealth’s behalf with the vendor and issue an authorization number for repairs between $50 and $300.

        4. 
The OVM Vehicle Maintenance Coordinator shall approve work orders in excess of $300 prior to issuance of an authorization number for the repairs.

C.     Invoices

         1. 
PHH America shall submit a consolidated invoice to the agency responsible for payment of the service charges.

         2.     Invoice charges shall be denoted by vehicle plate number.

D.     Tires & Batteries  

         1.
All tires and batteries shall be purchased from approved vendors on the respective statewide price agreements for tires and batteries except as provided under emergency circumstances under the MSA with PHH.
         2.
Location Fleet coordinators shall review the separate statewide price agreements issued by DPGS for replacement of tires and batteries.

OUTCOME MEASURES/PERFORMANCE INDICATORS

(
The Department’s fleet of vehicles is functioning optimally.

( 
Vehicle maintenance costs are managed efficiently and effectively.

( 
 All repairs are reviewed, approved and initiated by the location’s Fleet Coordinator.

( 
PHH negotiates on the department’s behalf for all repairs between $50 and $300.

( 
The OVM Vehicle Maintenance Coordinator approves all work orders in excess of $300.

(  
OVM pays the repair charges for all vehicles leased to DYS.

( 
All repairs to state vehicles are performed by a PHH approved vendor.

