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PART I: GENERAL PROVISIONS
SECTION A: INTRODUCTICN

ARTICLE 1l: REFERENCE TITLE

These regulations shall be known as the "Sovernment Fleet
Administration Regulations",

ARTICLE 2: SOURCES OF THE LAW

These regulétions are adopted by virtue of the power
conferred upon the Administrator of the General Services Adminis-
tration by Section " j"* of Article 14, paragraphs 1, 2, 3, 4, and
6 of Zection "a" of Article 18 and Article 32 of public Law
Number 164 of July 23rd, 1974, as amended, known as the "General
Services Administrator Act®.

ARTICLE 3: PURPOSE

The General Services Administration has as one of its main
functions the administration and control of the Government fleet.
The Transportation and Motor vVehicles Maintenance Area of the
Administration has been entrusted the performance of this function.
The following activities are included within said function: identi-
fication, control, maintenance, use and assignment of each vehicle.
In order to carry out these activities in the most efficient and
practical way for the Government, it is necessary to establish the
rules that shazll regulate each one of them.

These regulations establish the rules that shall govern the
identification and control of each official vehicle; the scope and
adequate use of Government vehicles; and the general administration
of the fleet, as well as the rules concerning the maintenance of
official vehicles; the regulation of Transportation Supervisors,

who shall be authorized representatives of the Administrator for
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each agency, in charge of implementing transportation regulations,
and those regulating Drivers,

These regulations, are thus adopted with the purpose of
establishing the rules that shall regulate the activities of the
Government fleet, as well as_establishing the obligations and
responsibilities of all indiQiduals coming into direct or indirect
contact with said fleet.

1. General Administration

Upon approving these regulations a transportation
system shall be established in the Government, considering
the experience accumulated, as well as, present Govern-
ment needs. This system is directed toward the following
goals:

a. Establishment of a uniform and adequate preventive
maintenance system;

be Use of private auto repair shops for mayor repairs
of official vehicles, interchange of practices, knowe
ledge and experiences with said shops;

c. Establishment of repair shops for simple maintenance
and routine parts change in the agencies where the
units are assigned, when more practical and economi-
cal for the Government, following the rules and pro-
cedures established by the Administrator;

d. Maintenance of a common repair parts inventory to
ensure that maintenance activities are not interrup-
ted; rotate said inventory frequently;

e. Establishment of adequate mechanisms for inspection
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service supervision before and after performance;
Development of Government personnel capability for
correcting defficiencies detected during use and
daily inspection;

Establishment of adequate maintenance schedules thus
ensuring better vehicle conditions;

Establishment of adequate procedures and quality
service control technigues;

Maintenance of production control to regulate the
flow in shop operations in the Area;

Keeping complete maintenance records on each Fle;t
vehicle;

flaintenance of adequate and up- to - date technical
information for reference;

Offering necessary training to personnel of the
agenclies;

Creation of the Transportation Superintendsnt
establishing his powers and duties;

Creation of Official Driver in the Government
Transportation System; establishing what is an
0fficial Driver; uniform rules and procedures by which they
shall be appointed; requirements for issuing Government
vehicles driving authorizations to officials and
employees not appointed Official Drivers; enumerating
obligations and responsibilities of Official Drivers
and of all individuals authorized to drive Government
vehicles; establishing the rules and procedures for

revoking Official Drivers appointments and authorizations
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of other Government personnel; enumerate the
circumstances under which persons not employed by
the Government may be authorized to drive official
vehicles; establishing procedures to be followed
in the issuance of such authorizations and the
obligations and Tesponsibilities of persons with
said authorization;

0. ¢Establishment of general rules for the identifi-
cation of Government fleet official vehicles,

ARTICLE 4: JURISDICTICN

These regulations shall apply to all the agencies of the
Executive Sranch, except public corporations, municipalities, and
those exempt by law from the Jurisdiction of the Transportation

Program of the Administration,

1, Voluntary Jurisdiction

If any Executive 8ranch agency exempt from the
Administration, or any organism of any of the other
Government Branches sub jects itself, voluntarily, to the
Jurisdiction of the Administration, it shall have to
comply with the provisions of these regulations,

ARTICLE 5. SCOPE

These requlations shall apply to all official or employees
of the Government specially those coming into direct contact with
official vehicles, It shall also apply to any person that though
not employed by the Government, at a given moment may have legal

or illegal contact with official vehicles.




ARTICLE 6: INTERRELATICN wITH OTHER RULES AND RECULATIONS

182

The provisiors of these regulations shall not be interpreted
by themselves, In order to faithfully and adequately fulfill
the responsibilities and obligatione inherent in the driving,
using, having assigned, or controlling Government vehicles,
it is necessary to know all rules regulating the GCovernment
Transportation System, approved by the Administrator, and all
Government acquisition rules.

The "Government Acquisition Regulations" of the Administration
establish, among others, the rules regulating the acquisition of
any transportation means to be used in the Government.

The "QOfficial 3uyers Regulations® establish, among others,
the rules and procedures that shall be followed at agency level,
upon acquiring the services for fleet vehicles. For an adequate
Covernment fleet administration, it is necessary to interpret the
rules contained in thsse regulations, as a whole., Special rules
will prevail, when they vary from ‘hsse general rules,

#dhen a vehicle or its parts are of no use to ths Covernment,
because they are obsolete, damaged or useless, they shall be
disposed of as provided in the "State surplus Froperty Regulations,"

ARTICLE 7: INTERPRETATION COF WCRDS AND FHRASES

—————

1. General
Words and phrases used in these regulations shall be
interpreted according to thzir context and meaning
sanctioned by common and current usage.
“ords used in thess regulations in the present tenssa

also include the future; those ussd in ths masculine gender

) alec include femenine and neuter, except when such interpretation
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would be absurd; the singular number includes the plural and vice-
versa.

The words and phrases used throughout these requlations shall
be defined in this Article; for greater clarity in the interpreta-
tion of the rules contained in these regqulations some shall be de-
fined in other sections,

2. Abbreviations and Definitions

1) Administration - The General Services Administra-
tion,
2) Administrator - The Administrator of the General

Services Administration,

3) Assistant Administrator - The Assistant Administrator for

the Transportation and Motor
Vehicle Maintenance Area of the

Administration,

4) Agency - Each organism forming part of
the Government,

5) Area - The Transportation and Motor
Vehicle Maintenance Area of the
Administration,

6) Driver - Any person authorized by the

Administrator te drive Governe
ment Vehicles

7) Day - Natural day.
8) Fleet -- All land, marine or air, Govern=-

ment transportation means, regard-
less of where they are located or
assigned.

9) Government - The Exescutive Branch of the

Government of the Commonwealth of
Puerto Rico, except public corpora-
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tions, municipalities, and those
agencies expressly exempt from
the Transportation Program of
the Administration,

10) pPool .- That part of the fleet assigned
to each agency for daily transpor-
tation of equipment, documents,
materials, and personnel during
working hours, The Transportation
Superintendent is responsible for
its control,

11) _Superintendent == The Transportation Superintendent
appointed by the Administrator, for
each agency, and who shall be in
charge of administrating the pool of
the agency for which he has been
appointed.,

12) Assistant Superintendent-- Any appointed Superintendent in

addition to the main Superintendent
in the agencies.

13) o0Official vVehicle - Any one of the components of the fleet:

a) Including among others the following:
(1) airplanes, helicopters and any other means
of air transportations;
(2) car, station wagons, pick-up trucks,
ambulances, jeeps, prison vans, buses,

fire engines, delivery trucks, limousines,
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vow trucks, trucks, haulers,
trailers, funeral cars, motor-
cycles, tycicles, diggers, front
loaders, mobile units, and any

other means of land transportation,

regardless of whether it requires

)

oepartrment of Transportatien
and Public Works license, in order
to use public roads, or cof the
energy used in their operation.

(3} Ships, boats, and yachts; regard-
less of the energy used in their
operation,

(4) Animals and transportation or
hauling beasts such as horses,
denkeys, mules and others,

b} Excluding the following:
(1) Construction and agricultural machi-
nery, heavy equipment, and animals

such as dogs, roosters, and others,
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SECTION B: ADMINISTRATION OBLIGATIONS

ARTICLE 8: ADMINISTRATION IN GENERAL

The Administration shall be responsible for coordinating
the movement, use and custody of the fleet with each Qgency Head.
In the performance of these functions, the Administration shall
carry out those activities provided in these regulations,
ARTICLE 9: SUPERVISION

The Administration shall insure that the agencies establish
the necessary mechanisms by means of which the Administration can
be supervised and they, in turn, may supervise the Assistant Super=-
intendent and Drivers, in order to insure compliance with the rules
established by the Administrator.
ARTICLE 10: TRAINING

The Administration is obligated to offer training to all
personnel using or working with official vehicles, specially
Superintendents, Assistant Superintendents, Drivers, MSchénica,
and other personnel coming in direct or indirect contact with
the Government fleet. For this purpose, training programs
divided in different phases shall be established and maintained:

1. Driginal Training

This training shall be offered to all candidates,
Superintendents, Assistant Superintendents, and Drivers,
and other persons who shall have authorization to drive
Government vehicles; mechanics, and mechanics supervisors,
and any other personnel the Assistant Administrator may

recommend for such training,



4,

- 10 -

Continucus Training

During this training, new rules and procedures
shall be explained, should they arise; knowledge of
existing ones reviewed; problems, mistakes made as
well as the use and handling of new forms and proce-
dures shall also be discussed. O0Only persors who have
undergore and approved Original Training may participate
ir Continuous Training.

a) This training shall be offered as often as

the Assistant Administrator deems necessary.

Special Training

This training shall be offered to Agency Heads

and their deputies.

Public Training

This training shall be offered to non-government

employees when necessary to protect Government interests.

ARTICLE 11: INFCRMATICN

The Administration has to maintain all Agency Heads,

Superintendents, Assistant Superintendents, Drivers, and

mechanic

informed of all Government transportation movement,

related activities, ancd all the related rules amended or in

process of being amended.

1.

Transportation Information 2ulletin

In order to comply with this obligation, the
Administration shall publish as often as needed a
Transportation Information Bulletin, which shall
include general information for the purpose of

maintaining Government perscnnel informed,
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ARTICLE 12s CONSULTATION

The Administration shall have available constant orien-
tation in cases of verbal or written questions that Agency
Heads and Transportation Superintendents may have. Orientation
may be offered when they have doubts concerning procedures, their
functions in relation to the fleet, or actions to be taken in
unexpected, unforeseen, or emergency situations,

Drivers shall consult with their Superintendent or Assistant
Supsrintendents,
ARTICLE 13s AUDITING

The Administration shall ensure that Transportation opera-
tions are conducted efficiently.

In order to guarantee this, direct check-ups shall be made
of Government personnel transportation activities.

1., Site and Method for Performing Audit

a. In the Agencies

Verifying the entrance and exits of all official
vehicles and the way in which they are performed,
if Drivers carry their authorizations, destination
and origins of trips, state of the Log and of the
official vehicle, and other circumstances that may arise.
b. 0On the Highways

Checking the Drivers, if they carry with them
their driving authorizations, if the Log is adequate-
ly filled out, if Department of Transportation and
Public Works safety rules are being complied with, and
well as, the provisions of the “"Vehicles and Traffic Act
of Puerto Rico" and the rules established by the Admi-

nistrator.



. -12 - .

c. 1in the Administration

studying the Special Reports, Logs, Investi-
gations, and other documents related with transporta-
tion activities.

ARTICLE l4: TRANSPORTATION INFCRMATION SYSTEMS

The Administration shall keep at the Area a record of
gach person authorized to drive official Government vehicles
regardless of the position office or special designation held;
and another record of each Government vehicle, regardless of
the method by which it was acquired.

1., Drivers' Records

Drivers' records shall contain the following

informations

a. Name and description of the person;

b. Social Security number;

c. : Agency for which he works;

d. Home Address;

e. Position or office hold;

f. Number of his Transportation and Public Works
Department's license, Or of the Federal Aviation

Agency of the Ports Authority, as the case may bej;

their dates of issuance; effectiveness, and expira=-

tiong

g. Administration authorization number and issuance
duration, and expiration dates;

h. Proficiencys

1) Including all training received and results.
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i. Conduct;

1) sShall include his performance in relation to;

a)

b)

d)

2. Vehicle Record
Vehicle record shall contain the following informations

a. Description including;

1)
2)
3)
4)

5)

Special recognition or awards received in
the performance of his functions or activi-
ties as Driver;

Serious violations to the" vehicles'and
Traffic Act, specially if he has incurred
ing

(1) negligent driving

(2) driving while intoxicated

Violations to the"Traffic Act"carried out
with official vehicles;

And any othar violations of regulations,
the law, or municipal ordenances related
to transportation or official Government

vehicles,

Identification and serial number,

Make, model and year,

General specifications,

Accessories and their origins; that is, if
the model came equipped with them;or if
they are installed afterwards,

Colors and dates of color changes,
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h., Details concerning acquisition, including:

1) Acquisition date,

2) Crigin of funds,

3) From whom acquired,
4) Acquisition cost,

5) Scope of guarantees,

c., Assignment and Use

1) Agency or official for whom it was acquired,

2) Assignment date,

3) GE license plate number assigned,

4) Canfidential license plate number assigned,
if any,

a) This information shall be maintained
wherever the Transportation Assistant
Administrator determines, to assure
its confidentiality.

5) Assignment changes and dates,

d. Maintenance

1) Preventive [faintenance Service including:

a) Service date,

b) Type of service, based on established
codification,

c)} Cost,

2) Improvement Services

a) Service date,
b) Date when performed,

c) Cost,
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3) Repair Services Including:

a)

b)

cY

d)

e)

Cause,

Date,

Type of Repair,

Cost,

If due to an accident, the number of the
accident, name of Driver conducting the

official vehicle and date of accident.

4) Guarantees

a)
b)
c)

d)

Type of guarantee claimed,
Date,
Amount involved, if any,

Resultgm
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SECTION Cs AGENCIES - 0BLIGATIONS
ARTICLE 155 INTERNAL SYSTEMS

The agencies must establish the internal mechanisms necessary
to ensure adequate use of Government vehicles, thus guaranteeing
the movement of documents, equipment, and personnel neesded to
efficiently perform perform their functions,

ARTICLE 16s FACILITATION OF TRANSPORTATION FUNCTIONS

The agencies shall establish the necessary mechanisms in
order to facilitate the functions of all Superintendents, specially
their supervision of Drivers.

ARTICLE 173 APPOINTMENTS

The Agency Head will provide the means to insure that no
employee or official of his agency drives official vehicles, until
duly authorized by the Administrator. He shall schedule Drivers I,
Drivers 11, and Truck Drivers appointments in such a way, that
the probation and the training start at the same time,

ARTICLE 18: NOTIFICATIONS

All Agency Heads are obligated to inform the Administrator
as soon as possible of appointments to a position or office,
which needs Driver appointments; or when they wish an appointment
as Driver to be issued to that person, The notification must
include all the candidate's personal facts and a copy of the
appointment as the Agency's employee or official.

ARTICLE 195 PROBATIONARY PERIOD

Agency Heads shall not approve any probationary period of
Drivers I, Drivers 11, and Truck Drivers, unless the Administrator

certifies the previous participation and approval of said training.
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Persons named to other positions, who shall have to drive
during working hours in order to perform their functions,
must be named at such periods as will insure their training
before the need to drive arises.

ARTICLE 20: VEHICLES INTERCHANGE PROHIBITION

No Agency Head may authorize the transfer of vehicles in
their agency pools to other agencies and vice-versa, without
the written authorization of the Administrator or the Assistant
Administrator.

If any agency under the jurisdiction of the Transportation
Program of the Administration has, adscribed to it, any Sovern-
mental organism that by law is exempt from the Administration's
Jurisdiction, these regulations shall not apply to the fleet
of such organism and the vehicles from one and the other may
not be interchanged, mixed, nor may their use be authorized
to employees of one or the other indistinctly; unless there

is written authorization from the Administrator.
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SECTION Ds PUSBLIC POLICY CONCERNING TRANSPCRTATICN

ARTICLE 21s; USE OF PRIVATE AND QUASI = PU3LIC MEANS

The utmost discouragement of the use of official vehicles
for short distance trips or by employees or officials having
their own means of transportation and authorized to use their
private vehicles for official business, is herein established
as public policy in Government transportation,

Consequently, when there are other private or commercial
means of transportation reasonably available, official transpor-
tation may not be provided to any Government personnel, unless
it is necessary to carry ocut the specific official function.

Cfficial transportation does not intend nor pretend to
compete with private or quasi-public enterprise. To such effects,
when the Administrator determines that because of the time and
the distance to be travelled, it is more convenient and eco-
nomical to use private or guasi-public transportation service
instead of the official one, the former shall be used.

ARTICLE 22: IDENTIFICATICON

All Government vehicles shall have to be duly identified,
Those vehicles assigned to Agency Heads or his assistants or
destined to security or intelligence activities, as defined in
these regulations, are exempted from this rule,

ARTICLE 23 ASSIGNMENT

No Government official or employee shall have official
vehicles assigned for his personal use or outside working hours,
unless he holds the position of Head or Deputy Head of a regular

agency of the Executive Branch of the Government.
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ARTICLE 24: GENERAL PUSLIC POLICY

The Administrator shall be the one to establish general
public policy concerning Government transportation. To such
effects, when he deems it necessary, he may vary or review it.
Said public policy decisions, once approved and issued by means
of administrative orders or resolutions of the Administrator,
shall become part of and have the same force of law as these

regulations,
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PART I1s ASSIGNMENTS

SECTION As ASSIGNMENTS CLASSIFICATION

ARTICLE 25: DEFINITION

The assignments of official vehicles is the indication of
which agency or Government official has the immediate use, care
and control of each one.
ARTICLE 263 TYPES OF ASSIGNMENTS

l. By the Administrator

The Administrator shall assign fleet vehicles to
the different agencies for their pools and to officials,
taking into consideration the followings

a. QOriginal or Compulsory Assignments

Original assignments are those made by the
Administrator after acquiring the vehicle, based on
the origin and purpose of the funds.

b. Discretionary Assignments

Discretionary assignments are made by the
Administrator to an agency, an official of another
agency which did not have the original assignment,
to another branch of Government, or to a third
natural or juridical. After the vehicle has
been turned-in by the agency to which it was orig-
sinally assigned or becomes Government property by

any means of acquisition, except purchase or donation.
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By the Superintendent

ae.

Internal Assignments

Internal Assignments are those internal
distributions made by the Superintendent, based
on programs and use once the Administrator has
assigned the vehicles to his agency, excluding

Agency Head and Deputy Head.
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SECTION B: ASSIGNMENTS -- PROCEDURE AND EFFECT

ARTICLE 27: VEHICLE ASSIGNMENT PROCEDURE

1, Assignments 8y the Administrator

a. Compulsory or QOriginal

1) Head and Deputy Heads of Agencies (Exclusive
Vehicles)

Heads and Deputy Heads of agencies shall
have a right to a vehicle for their own use, from
the day they come into office. To such effect
the Superintendent , or the Area, shall have a
vehicle available for them,

These vehicles are assigned by filling out
the corresponding assignment form, provided
by the Administration.

a) New Vehicles Acquisition

In cases where the vehicle of the previous
Agency Head is more than three (3) years old,
in deteriorated condition, or not appropriate
for use by an Agency Head, a new vehicle may
be acquired, according to the procedure establie
shed in the "Government Acquisition Regulations®
of the Administration, subject to its availability
in the open market and the corresponding approval
and assignment of funds for said purchase, by

the Budget Bureau,
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b) Temporary Measure

1f upon coming into office there is no
vehicle available, a temporary fleet vahicle
may be assigned to him or he may be authorized
to rent one until the specific vehicle assigned
to him is delivered,

2) Agency Pool

Compulsory or original assignment vehicles
acquired for an agency pool, shall be delivered
to said agency as soon as the Area verifies
that the unit or units delivered comply with
the specifications, conditions, and terms
requested in the corresponding purchase or bid,

a) Assignment Preocedure

These vehicles shall be assigned to the
agencies for which they were acquired by
filling out the corresponding assignment form
in the Area, copies of which shall be sent

to the Agency and to the Treasury Department.

Discretionary or Secondary

The Administrator shall assign vehicles turned
in by the Agencies to the Area because of uselessness,
lack of need. for them, or for any other reason,
or acquisition by the Government by any other way,
according to the criteria and procedures established

in the "State Surplus Property Regulations®,
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Other {fficials

When the Agency Heads request the assigne
ment of a vehicle from Administrator for the
exclusive use of other officials of their
agencies, the Administrator may make such
assignment if and when the vehicles are
available; if the Agency Superintendent
determines there is a vehicle in the pcol,
he shall notify it to the Area, and as socon as
he has received approval of the assignment by
the Administrator, he may proceed to deliver
such vehicle.

a) Purchase

#hen there is nc vehicle available in
the pool, the corresponding purchase requisi=~
tion shall be submitted to the Area, if
the Agency has funds for such purposes
in conformance with the rules established
in the "Government Acquisition Regulations®
of the Administration,

(1) Temporary Measure

in these cases, pool vehicles
necessary for routine agency activities
may not be assigned permanently nor

can be given for the rental of vehicles.



c. Internal Assignments

Vehicles in the agencies' pools may be
internally assigned according to the following
guide lines:

1) Crigin
a) Type of assignment with which the vehicles
were originally assigned,
b) Purpose for which originally acquired,
c) Funds with which acquired,
d) Program for which acquired.

2} Internal Public Policy

Following instructions given by the Head
of the Agency according to agency transportation
needs,

3) Types of Vehicles

The Superintendent shall make the inter-
nal assignment, taking into consideration
type of vehicles and their suitability to
carry out the transportation activity involved,
according to the following classifications:
a) Vehicles for squipment and materials
transportation,
b) Vehicles for transportation of persons,
c) Vehicles for documents, mail and messengers
sarvice transportation,
ARTICLE 28; JRATION
Assignment of pool vehicles made by the Administrator shall

last while the agency has use for them; Head or Deputy Heads
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vehicles, while they hold office; however, if when their term
expires, the vehicles are still in good opsrating conditions,
they shall remain assigned te the office. Otherwise, the
vehicles shall be assigned to the pool, if the agency still
needs them,

Assignment of pool vehicles to other officials shall last
while there is a need of them; or for the duration of the term
for which the vehicles were assigned. Afterwards, said vehicles
shall be part of the pool of said agency.

ARTICLE 29: SCOPE OF ASSIGNMENTS

The scope of vehicle assignments shall depend on the type
and purpose of the same, according to the followings

1. Exclusive Assignments

a. Agencies Heads and Deputy Heads

The assignment of a vehicle for the exclusive
use of an Agency Head or Deputy Head shall also
include the following:

1) It may be used twenty-four (24) hours a day
during his term in office, including leave of
absence periods and vacations;

2) It may be used by the official for any personal
or official purpose, and by his immediate
relatives living with him, as long as it is
said official who drives the vehicle;

3) Issuance to the official of authorization

for driving the vehicle;
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4) Special Training for his personal Driver.
His personal Driver shall render him
service only in official matters.

b. QOther Qfficials

The assignment of a vehicle for the exclusive
use of other officials shall include the following:

1) use, for Cfficial Business Only, during
or outside of working hourss

2) Transportation from his rome te his place
of work er vice-versa, whenever said official
is on duty, on-call, or during an emergency,
if his Agency Head so requests it to the
Administrator, who in turn, authorizes ity

3) Authorization to drive the official vehicle,
if he approves training.

ARTICLE 30: ASSIGNMENTS LIMITATION

Vehicle assignments shall be limited to the following:

1. Assignments by the Administrator

a. Heads or Deputy Heads Vehicle Exchange Prohibition

If the vehicle assigned to an Agency Head or
Deputy Head has been recently acquired or is in good
conditions, said vehicle shall remain assigned to
that office while performing at its best.

b. Exclusive Assignment Interchange

Vehicles assigned for exclusive use of officials
may not be changed or reassigned internally without

the expressed authorization of the official to
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whom the vehicle has been assigned, and the
approval of the Assistant Administrator,
Exclusive assignment to an official who is
not a Head or Deputy Head of agency shall last as
long as the cause for said assignment lasts,
d. Use
Vehicles assigned to officials who are not
Agency Head or Deputy Heads, may not be used
outside working hours nor for personal business.
The assignment of a vehicle to an official
who is not an Agency Head or Deputy Head does not
entail an exclusive Driver thus, said official shall
have a license issued by the Secretary of Trasportation
and Public Works.
f. Control
It shall only be driven by the official under
whose name the assignment has been made.

Internal Assignments

Once the Superintendent has made the internal
assignments of the vehicles, by programs and uses, said
assignments may not be changed except for emergencies, while
they last, or for limited perigds, subsequent to

Superintendent's authorization.
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SECTION C: SPECIAL ASSIGNMENT PROCEDURES

VEHICLE DONATION DURING INCUMBENCY

Those Agency Heads who in lieu of an official vehicle

assignment choose to keep their own vehicles shall have to

comply with the procedure herein established:

1,

Petition

Agencies Heads shall notify the Administrator of

their intention through a written decument, including

the following information:

a. Vehicle description,

b. Vehicle license photocopy,

c. Certification by the Department of Transportation
and Public Works to the effect that there are no
liens attached to the vehicle,

d. Reasons for such donations,

e. Scope of donation,

1) He must explain if the title of the vehicle
assigned to him during his term in office, will
revert back to him or;

2) If he will keep the vehicle during his incumbency,
and at the end of his term, the Governmznt will
retain its title.

Evaluation

When the Agency's Head petition is received, the

Administrator shall have said vehicle appraised. The

person appcinted by the Assistant Administrator to do

so shall submit a written repocrt which shall include
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the following information:

a. ODescription of appraised unity

. Unit condition: body, intericrs, and necharical
parts,

c. Market value appraisal,

d. Recommendation according to his experience.

Determination

Based on the appraiser's report, the Assistant
Administrator shzll determine if said donation will
benefit the Government, and make his recommendation to
the Administrator, who shall notify his decision to
the Agency Head.

Donation Lontract Award

If the Administrator deems it beneficial for the
Government, the corresponding donation contract shall
be awarded, appearing in it the Administrator or his
authorized representative on behalf of the Government.
Approval

These contracts shall be referred to the Sudget
Bureau Director and to the Secretary of the Treasury

fer their informatiorn to the Governor for his approval.

32: DCONATICN =-- SCOPE AND EFFECT

Special Privileges

Gnce the contract has been approved by the Governor,
the Area shall register said vehicle with the Departnent
of Transportation and public Works, on behalf cof the

Government, and in its registries shall assign it to
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said official. Copy of such an assignment shall be

remitted to the Secretary of the Treasury. Once the

vehicle is duly registered, the Area shall proceed

with the following:

a. 1t shall see that thz vshicle is in adequate
functioning conditions and shall deliver it to
the official;

b, It shall delivar ths

0

orresponding "GE"
and confidential license plates assigned to
the vehicle,
1} The original vehicle licenses plate shall
become Covernment property;
c. It shall assign and deliver tha corresponding
credit cards issusd in favor of such a vehicle;
d. 3Shall notify ths insurance company of the vehicle
description and assignment, for its inclusion
in the roster of insursd Government vehicles
with ths public liability and personal injury

(collision, theft, fire) and others, coveragey

tH

g. Shall issueg and deliver the corresponding
authorizations to drive official vehicles;

f. ©Shall include said vehicle among those which
can be driven by an QOfficial Driver or by
the Agency Head,

2. fBestrictions

a. funds

)
oy
7
[
0

If the Agency has assigned for thg acquisition
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of a vehicle for the Head of the agency, the Area
shall not purchase any vehicle with said funds,
unless the Budget Bureau Director authorizes said
purchase; In these cases the car must be assigned
to thes agency pool.

1) mMultiple Assignment

Under no circumstances, may any Agency
read use this provision with the purpose of
having two {(2) vehicles assigned to him,

EXCLUSIVE ASSICNMENT REQUEST PRCOCEDURE

Lfficials

Exclusive vehicle assignment shall only be extended

to Agency Heads and Deputy Heads.

Assignment of vehicles to other officials shall

depend on an Agency Head recommendation, and shall be

at the discretion of the Administrator, subject to the

procedure esstablished in this article.

Reguest 2y Head Of Agency

If an Agency Head is interested in having a

vehicle assigned exclusively to an official who is not

a Head or Deputy Head, he shall submit his request in

writing to the Administrator.

Qe

Content of Reguest

1) Nameg of official,
2) Reasons for reguested assignment,
3) Reasons for which he cannot use a pool vehicle,

or why he cannot use his own veshicle,
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Cfficial's address,

Position held,

Date of appecintment,

Percentage of wcrking hours during which

he will need the vehicle,

Number of Department of Transportation and

Public Works Drivers license, issuance and

expiration dates,

Term for which assignment is requested,

Agency pool status

a) Indicate if there are any available
vehicles in the pool that can be assigned
to said official, withcout affecting the
agency's transportation services. If pool
vehicles are available, the requisition
shall also state how service rendered by
said vehicle in the pool shall be henceforth
offered.

b) 1f there is no pool vehicle available, the
requisition shall be accompanied with the
corresponding obligations of funds and the
PFurchase requisition duly filled out in
conformance with the provisions of the
Government "Acquisitions Regulations" of

the Administration.
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3. Evaluation and Authorization

a. Use of pool Vehicle

If the Administrator deems that the agency's
transportation is not affected, he shall authorize
the exclusive assignment in favor of the official
at issus, and shall order the Area to proceed with
the corresponding documentation in relation to the
vehicle.,

b. Use Government Vehicle

If the Administrator determines that the
general status of the fleet allows the assignment
of a fleet vehicle under the jurisdiction of the
Area, or of another Agency, he shall thus authorize
it; and the matter shall be handled according to
the provisions of the "State Surplus Property Regu-
lations"®,

c. Acquisition

If the purchase of a vehicle is necessary,
the procedures established in the "Government
Acquisition Regulations™ of the Administration
shall be complied withs
1) Rental

Even if an official vehicle cannot be
immediately assigned to him, under no circums=-
tances shall the rental of a vehicle for said

official be authorized.
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Rental of a vehicle for the exclusive use
of an official who is not an Agency Head or Deputy
Head shall be authorized only when the term of the
exclusive assignment to perform a specific function

shall not exceed ninety (90) consecutive days.
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PART II1s IDENTIFICATICGN

SECTION A: GENERAL DESCRIPTICN

ARTICLE 34: DEFINITION

The Identification is the information with which each Govern-
ment vehicle shall have its exterior marked to facilitate adminis-
tration, control, and auditing of the use given to each fleet
vehicle., The identification is part of the description of the
vehicle.
ARTICLE 35: VEHICLES TO BE IDENTIFIED

All motor vehicles acquired for official use shall be identified
by special marks in easily visible places.

ARTICLE 36: MANNER OF IDENTIFICATION

Vehicles shall be identified by means of the following:
1, Labeling
2, License plate

ARTICLE 37: LABELING

1. Information

The identification by labeling shall be in the
following orders

a. Name of the agency to which it is assigned,

b. Name of the Program within the agency to which the
vehicle is assigned, if the vehicle is going to be
limited for use only by the program,

c. Agency seal,

d. The phrase: "For QOfficial Use Only",

e. Unit property number,

f. In emergency vehicles, the word "EMERGENCY".
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2, Location
Labeling of passengers, correspondence, and other
goods transportation vehicles shall be placed on front
doors. In airplanes and marine vehicles it shall be
placed at both sides of the stern. 1In special vehicles,
such as motorcycles, it shall be placed on the back side.
The word "Emergency" in emergency vehicles shall
be placed on the front and back.
The Administrator may authorize identification
in other easily accessible places that are not as visie
ble, when he understands it benefits Government interests,

3. Dimensions

The size and style of the identifications shall
be made to scale, depending of the size of the vehicle,
but the letters shall never be smaller than three fourth
(3/4) of an inch in size. The rules to be followed
in determining the style and dimensions shall be pubi-
shed by the Administrator.
ARTICLE 38: LABELING EXCEPTIONS
The Administrator may authorize some Agency Heads to have
among their fleet unlabeled vehicles, subject to the following:

l. Use it is destined for

When the labeling interferes with the purpose for

which the vehicle was acquired.
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2, Pending Substitution

Vehicles that have reached or passed retirement
date and which are to be replaced, shall not be labelled,

3. Rented Vehicles

1) Rented vehicles shall not have to be labelled
unless the rental period exceeds three (3) months.

4. Vehicles assigned to agencies Heads and Deputy Heads
with the exception of the "GE" license plates identifi-
cation,

5. Vehicles destined to be used by police undercover agents,
or for missions, which the Police Superintendent unders-
tands should not identified.

6. Vehicles assignzd to agents of the Internal Revenue
Service of the Treasury Department and to agents of
the Special Investigations Division of the Department
of Justice,

ARTICLE 39: LABELING OF VEHICLES

The General Services Administration shall be in charge of
labeling vehicles,

ARTICLE 40: "GE" LICENSE PLATES

l. Definition

The commonly known "GE" license plates are those
issued to the Administrator by the Department of
Transportation and Public Works Secretary for identi-
fication of Government vehicles to which the Administrator

has them assigned.
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2, Use
They shall be used in the back part of all Governe
ment fleet motcor vehicles.

3. Restrictions

No Head of an agency or other 3ranch of Government
may request or acquire these license plates, unless it
is through the Administrator. The Department of Trans-
portation and Public Works shall only deliver these
license plates to the Administrater cr his authorized
representative, who in turn, shall redistribute them
among the fleet and notify within twenty four (24) hours
the Secretary of Transportation and Public Works of
said actiorn for his reccrds.

ARTICLE 41: SPECIAL LICENSE PLATES

1. QOfficial License Flate of the Governor

The official license plate of the Governor is

a reproductiorn of the Great Seal of the Commonwealth

of Puerto Rice; and if he wishes, it may be placed on

the front of the vehicle.

a. The Governor may choose to identify all vehicles
with the Great Seal of the Commonwealth of Puerto
Rico on the doors, but only the vehicle transporting
him shall carry the Great Seal on its front license

plate.
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2. Confidential License Plates

a. Definition

Shall be those regular license plates used by
all motor vehicles in Puerto Rice and issued by
the Secretary of Transportation and Public works,
but not registered in said Department.

In addition to the regular "GE" License Plate,
agencies Heads may request regular license plates,
of those issued by the Department of Transportation
and Public Works and which shall be known as
"Confidential License Plates".

b. Usage -- Personnel! Authorized

1) Agencies Heads and Deputy Heads;
2) Government officials who in the performance
of their functions are considered law-enforce-
ment agents, if the Agency Head requests it
and exclusively limited to the following:
a) Undercover agents of the Police Department
of Puerto Ricog
b) Agents of the Internal Revenue Service of
the Department of the Trsasury;
c) Special Investigation Division of the
Department of Justice agents;
d) Any other official whose position is crea=
ted by law, and to whom the Administrator,
subsequent to recommendation by the Head of

the agency, considers or understands that the
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agent's personal safety merits confidential

treatment;

e) Any other official deemed by the Administrator

to merit such treatment.

c. Confidential License Plate Acquisition

Those officials that according to law or these
regulations may be authorized to use Confidential
License Plate, shall receive them from the Adminis-
trator, following a confidential petition to the
Administrator, that to such effects, said Adminis-

trator and the Assistant Administrator shall control.

ARTICLE 42: PETITION FOR IDENTIFICATION EXEMPTION

l. Petition

Any Agency Head who does not want some of his pool's
vehicles identified because of the purpose for which they
are used,must submit to the Administrator a written petition

for said purposes.
a. Content
The request for this exemption must be a clear and
concise explanation of the following:
1) Reasons why a vehicle identified as Government property

can affect the purposes for which it is used;
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2) How shall it affect the safety of those

using it.

b. In order to prove this, the following information

shall be supplied:

1) Specific purpose for which the vehicle shall
be used;
2) Reasons for which available unidentified
vehicles cannot be utilized;
a) This information shall be supplied when
the agency has been previously authorized
to have unidentified vehicles;

3) Term for which the exemption is requested;

4) All information that may help the Assistant
Administrator make his recommendations to the
Administrator.

ARTICLE 43: EFFECT OF AUTHORIZATION TO HAVE UNIDENTIFIED VEHICLES

Transportation Superintendent of those agencies authorized
to have unidentified vehicles, must make certain that these are
used only for the business for which they were destined and for

which reasons they were authorized to be unidentified.

ARTICLE 44: OTHER FORMS OF IDENTIFICATION

1. Flashing Lights, Sirens, and Screens

Only law-enforcing agents, regular emergency services
vehicles or those vehicles assigned to agencies Heads,
that subsequent to justification, the Administrator has
expressly authorized shall use flashing lights, sirens,

and screens.
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Colors

Cfficial vehicles shall be painted in the following
colors:

a. Emergency Vehicles

Emergency and law-enforcing vehicles such as
ambulances, fire fighting, and police vehiclas
shall be painted in the colors traditionally iden-

tifying them.

. Agency Heads and Beputy Heads Vehicles

They shall be painted in the colors of their
choice, but temperate, and in pastel shades,

Fool VYehicles

They may be used in the color acquired, if they
were not originally bought by the Government, If they
were originally purchased by the Government, they shall
be white; except for the trucks, pickeups and heavy
equipment vehicles which shall be green; others shall
be painted white as soon as it is economically feasi-
ble, and the vehicle is available for painting.

Labeling shall be done in contrast with the color
of the vehicle.

Colors and Special Labeling

Those vehicles painted in special colors, not
stipulated as ths colors sst by ths Administrator, for
publicity purposes ofcultural activities sponsored by

the Institute of Culture, educational activities
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sponsored by the Department of Education or the
Consumer Affairs Department, sports activities spone
sored by the Recreation Administration or Sports
Federation, utilizing vehicles of said Administration;
and other agencies shall be clearly identified as
official vehicles with the names of the agency %o
which they are assigned, subject to what is herein
established.,

a. Procedure for Painting Vehicles in Special Colors

In order to paint vshicles in colors other
than those established by the Administrator, ths
following procedure shall be in order:

1) Authorization shall be requested in writing
to the Administrator in the form thus provided,

explaining:

a) The reasons and the approximate cost of

said painting;
2) Certification must be submitted that funds

have been separated;
3) The color or design that the agency or official
has selected shall he specified;
4) The date for which the vehicle is needed.
b. In order to request the service of painting vehi-
cles in special colors, designs, or murals, the
Service Requisition shall be submitted, in accordance
to the provisions of the "Government Acquisition

Regulations" of ths Administration, with the
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exception that the Assistant Administrator for
transportation shall be the one to approve said
reguest,
S. Protocol
The Governor's official vehicle shall be identi-
fied, if he so desires, with a penant of the color of
his choice that shall be posted on the vehicle only
when he is travelling in it. His official car will
be prepared for the hoisting of the flag of the country
of any dignatary who is an official visitor,

ARTICLE 45; REMOVABLE MARKS

Those vehicles to be used for specific period, not exceeding
six (6) months, in different programs within the same agency, as
well as, those that may be susceptible to transfer from one agency
to another, shall be identified with easily removable marks,
to allow for easy rotation.

Any change in the removable marks shall be made in the

Area, or subsequent to the approval by the Assistant Administrator,
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SECTION B: CONTROL
ARTICLE 46: IDENTIFICATION EFFECT ON CONTROL

It shall be the responsibility of all Transportation
Superintendents to ensure the adequate control of their pools,
in accordance with the provisions of these regulations, To
assure speediness, efficiency, and correctness in controlling
and administrating their pools, the Transportation Superintned-

ents shall see that each vehicle is adequately identified.
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SECTICN C: RECISTRY

GENERAL REGISTRY

It shall be the responsibility of all Transportation

Superintendents to ensure that a complete registry is kept of

all vehicles in each agency's pool, The Registry shall be

kept according to the following:

1,

Contents

a. lVehicle Description

3)
4)
5)
6)
7)
8)
9)

Vehicle description shall include:

model,

year,

type,

motor number,

license plate number,

property number,

agency or program to which it is assigned,
identification,

region where assigned,

Yehicle Record Information

1)

2)
3)
4)
5)

Driver or Drivers utilizing vehicle and periods
and dates when they utilize it;

Persons to which it is assigned;

Accidents suffered by vehicle;

Date of accident;

Driver at that time.
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ARTICLE 48: EXEMPTIONS REGISTRY

In addition to the General Registry the
Assistant Administrator shall maintain a Confidential Registry
of those vehicles authorized by the Administrator to be used
without labeling. Said Registry shall contain the information

provided in the General Registry except for the identification

item,.
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SECTION Ds IDENTIFICATION CARDS

ARTICLE 49: CREDIT CARDS

Vehicle identification cards shall be the credit cards
issued by the Area or by the private gas station companies,
having in effect an annual contract for supplying gasoline
and other related services to the Government fleet.

ARTICLE 50: PURPOSE

The only purpose for the identification of fleet vehicles by
credit cards is to be able to identify them when requesting
service,

ARTICLE 51: PRIVATE COMPANY CREDIT CARDS

The annual contract executed with the company whose offer
is the most beneficial to the Government, shall have to include,
as one of the conditions of said contract, that the company
shall issue credit cards for fleet vehicles, in conformance with
the provisions of these regulations,

1. Contents

Credit cards from private companies shall have to
contain the following information:
a. Agency account number,
b. Name of agency and program,
c. Vehicle property number,
d. Arsa code,
e. Number of assigned "GE" license plate,

f. Private company code, if company so chooses it.
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ARTICLE 5

Credit Carde may only be used in the following cases:

1, Private Companies

a. Gasolin&,

b. fiotor Cils

¢

Ce Any other =zervice expressly included in the

specific annual cantract,

2. Area
Credit Cards issued hy the Area may be used and
shall have to be presanted whenever any of the services
rendered by the Area in its central shop or in its
regional shop are requisitioned,
ARTICLE 53: USE
Depending or the type, credit cards may be used in the

following manrer:

i)
3
&)
=
ol
0

1., Private Companies Credit

When Administraticn

6]
D
"3
[
o
0
ul
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covered by the card

are not available.

Whenever they have access to any of the shops or
service statiors of the Administration,

ARTICLE 54: ISSUANCE

Credit cards are issued by vehicles, personnel and use

according to the following:
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Private Companies

Private companies that have a contract in effect
in any given year shall issue their credit cards
subsequent to Area notification and authorization, in
the following manner:

a., Automatically

The Area shall authorize automatic issuance of
private company credit card in the following cases:
1) For Agency Heads and Deputy Heads vehicles;

2) For all vehicles assigned to the Puerto Rico
Police;

3) For all vehicles assigned to the Puerto Rico
Fire Department;

4) For all vehicles used as ambulances, assigned
to the Health Department, or any other agency
having ambulances.

b. Discretionally

The Assistant Administrator shall authorize,

at his discretion, private companies to issue

credit cards for those fleet vehicles not previously

indicated, in the following cases:

1) Depending on the functions to be performed while
utilizing the vehicle;

2) Depending on where vehicle is located, and the
capability and accessibility of Administration.
shops and stations in the geographic region

in which it is located. If such location is



permanent and not incidental to one or several
specific trips.

2., Admiristration

Administration credit cards issued in the Area
shall be issued tc all fleet vehicles, even if they
have private company credit cards.,

ARTICLE 55: IDENTIFICATICON WITH CREDIT CARDS

In order to utilize any Administration service or that
rendered by private companies, it shall be necessary to identify
the vehicle with the credit card issued for such vehicle. When
a Driver requisitions service from a private company or from the
Administration, he shall have to proceed in the following manner:

1. Personal Identification

The Briver shall identify himself as an Authorized
Driver of Government vehicles, by presenting his authori-
zation.

2. Vehicle Identification

The Driver shall proceed to identify the vehicle
showing the credit card involved, it shall be verified
by the dispatcher in the service station or shop
against the vehicle license plate.

a. Vehicles with Confidential pPlates

In the case of vehicles with confidential
plates he shall have to show the "GE" license
plate which shall always have to be carried in
the trunk of the vehicle in order to have the

requisition service rendered,
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ARTICLE 56: CONTROL

Upon rendering a required service, the person in charge
of the shop or the station shall write down, on the corresponding
form specially designed for it, the identification of the Driver
and the vehicle, utilizing the credit card tc make the corres=-
ponding anotation. Driver shall sign said form if he received
the service as required, retain a copy to be delivered to the
Transportation Superintendent, and enter such transaction in the
vehicle Log.

‘ 1., 1Improper Use

Any Driver improperly using credit cards, be it by
requiring none-authorized services from a private company
credit card or requiring services for other thanr the
vehicle in favor of which the card was issued, shall
be accountable to his agency for the cost of said service,
but the agency shall pay for it. It shall be incumbent
upon the agency to determine if credit cards use and

. service rendered were improper; notice of which shall be
given to the Area for the corresponding anotation on
the Driver's Record.
ARTICLE S57: CARE
In order to insure that the credit cards do not
get lost, deteriorated or stolen, said Driver shall
maintain them in the vehicle Log. It shall be the
Superintendent's daily duty when dispatching and
receiving each vehicle to check that said cards are

in the Log.



ARTICLE 58: LOSS CR DETERICRATICN

If any of the credit cards were lost or deteriocrated for
any reason, the Driver responsible for the loss, and upon his
default, the Transportation Superintendent of his agency, shall
submit to the Area a sworn declaration, including facts known
by them regarding such a loss, and efforts made to search for it.

In case of deterioration because of use or any breakage
suffered that wculd make it unusable, a memorandum shall have
to be sent and it shall be accompanied by that part or remnants

of the card, still available,
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PART IV: QFFICIAL VEHICLE USE

SECTION A: PERSONS AUTHORIZED USE

ARTICLE 59s DEFINITION

Use of a vehicle shall be the utilization of the transportation
provided by it, to carry out personal or business activities that
would otherwise be performed in public or private transportation,

The driving of an official vehicle as an official business in itself,
such as a messenger or Government Driver would do, shall not be
understood to mean "use" as defined in these Regulations.

ARTICLE 60: PERSONS AUTHORIZED USE OF OFFICIAL VEHICLES

l, Unrestricted

The following officials are authorized personal and
official, unrestricted use of government vehicles:
a. Agency" Heads and Deputy Heads,
b. Government visitors, dignataries, or official
representatives of other states or countries.

2. Partially Restricted

Personnel from the following agencies may use official
vehicles during working hours for ordinary or extraordinary
official business, subject to the discretion of the Agency
Head:

a. Police Department,
b, Fire Department,
c. Civil Defense,

d. Department of Health.
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Totally Restricted uUse

b.

Government Personnel

All officials and employees of the Government
may use official vehicles during working hours, exclu=-
sively for official matters directly or indirectly
related with their functions and during non-working
hours, subject to the discretion of the Agency Head, if
the Administrator has authorized it,

Other Limitations

0fficial vehicles may also be used by beneficiaries
of Government health, social, or educational programs
during activities sponsored or authorized by the corres-
ponding agency; such ass
1) Students,
2) Aging citizens,
3) Patients,
4) Others,



® "o L

SECTION Bs GENERAL RULES FOR USAGE

ARTICLE 61: PURPOSE FOR ALLOWING USE OF OFFICIAL VEHICLES

Official vehicles may be used when required for official

business to be effectively performed.

ARTICLE 62: SCOPE OF USAGE

1.

Individual Transportation

Any person authorized to use an official vehicle is
limited to using it only during working hours and regular
workdays for official services., Inherent to this, is the
availability of a pool vehicle for always rendering official
transportation during working hours, O(Official transportation
may be used for official business outside working hours,
when necessary and beneficial to government interests, if
said person cannot provide his own means of transportation.

Special Transportation of Government Personnel

Official transportation may be provided for any
Government personnel from their central offices to other
places of work subject to the following:

a. When the functions as Government employses so request
it, such as construction brigades, and others;

b. When the Governor of Puerto Rico authorizes it and
indicates so by means of a notification to the Adminis-
trator;

C. When driving is indispensable for carrying out the
duties of the position or office held;

d. When the person is on duty waiting, to be called any

moment, outside of normal agency working hours, except
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when the person can be transported by a Police
patrol, in his trip to and from his residence, or
in his own automobile.

ARTICLE 63s PUBLIC INTEREST FACTORS 7O BE CONSIDERED WHEN

DETERMINING APPROPRIATENESS OF OFFICIAL TRANSPORTATION

USAGE
l., Risk

Possible risk of personal injury or loss or damage to
Government property must be taken into consideration when
authorizing use of Government vehicles.

a. Special Factors

Other factors that should be taken into considera-
tion, in relation to risk involved in authorizing the
use of official vehicles, and that contribute to risk
probabilities are:

1) Number of passengers,
2) Number of trips,
3) Driver's record,
4) Distance,
5) Vehicle insurance coverage,
6) Types of users.,
ARTICLE 64s SPECIAL RULES FOR USAGE

l. Emergency Vehicles

a. Use
Emergency vehicles shall not be used for general
administrative services.

b. Speed

The speed at which said vehicles are to be operated
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shall never exceed maximum limits established by
the "Vehicles and Traffic Act of Puerto Rico".

c. _Equipment and Emergency Signals

Special signal equipment such as special color
lights, screens, sirens, and others, when in use,
shall be understood as a request for all other
vehicles on the road to give the right of way. Under
no circumstances shall it be understood that said use
of emergency equipment, signals, and sound emitted to
alert other vehicles concerning an emergency, and any
other similar situation, provides a clear road and authorizes
the Driver to operate said vehicle without regard to safety,
life, or Government property, or third parties'and traffic
laws.

d. _Use of Emergency Signals

Warning signals or emergency vehicles shall not be used
in ordinary trip, or transportation or patients who are
not in critial condition.

e. Police

Police vehicles shall use emergency equipment, signals,
and sirens only in those conditions or circumstances
expressly authorized by the Puerto Rico Police Superintendent,

through the publishing of internal rules.

3. Unforeseen Situtations

Each Agency Head shall determine within the circumsntances
of each situation public interest involved, taking as a guide

the instructions the Administrator may issue from time to time.
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PARTE V: MAINTENANCE

SECTION A: GENERAL MAINTENANCE RULES

ARTICLE 65: TYPES OF MAINTENANCE

The maintenance system for the Government Fleet is hereby
established. There shall be two (2) types of maintenance:

1. Preventive maintenance

2. Unscheduled maintenance

ARTICLE 66: PREVENTIVE MAINTENANCE

1. Preventive maintenance services shall be rendered for the
following purposes:

a. To provide detailed examination of all vehicle parts
subject to wear and tear breaking down, or disarrangement
due to use..,.

b. To effect necessary repairs so vehicles may be kept
in safe and adequate use conditions.

2. There are various types of preventive maintenance services:

a. Daily inspections,

b. Simple services,

c. Repairs,

d. Control of guarantees.

ARTICLE 67: DAILY INSPECTIONS

1. PurEose

Daily inspections shall be conducted to insure that each
vehicle works at maximum capacity, and is in safe working
condition.

2. Handling

Daily Inspections shall be conducted by Superintendents,

Assistant Superintendents or their authorized representatives.
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Types of Daily Inspections

Daily inspections shall be of two (2) types depending
on who conducts thems
a., Visual
If carried out by the Superintendent
b Operational
If carried out by the Driver
Vehicles Covered
Daily Inspections shall be performed on all Government
vehicles, regardless who uses them or nature of the use to
which they are assigned,
When and Where Performed
Daily Inspections shall be performed in the Area where
vehicles are stationed before being used,
Procedure
a. Visual Inspection
Visual Inspection shall be carried out daily in
the morning before starting operation of the vehicle,
and in the afternoon when the vehicle is returned to
be kept until the next day.
When making a visual inspection, the Superintendent
shall be sure to inspect the followings
1) Pphysical State of the Body Exterior
The whole body of the vehicle shall be inspected,
so as to verify that it has not been damaged during
the night, :
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2) Pphysical State of Interior

In the same manner, every morning and for
each trip the Superintendent must visually inse
pect the interior of the vehicle, the motor and
trunk, as well as verify that the items listed be-
low are in good condition for their adequate uses
a) Mmileage,

b) Log,

c) Tires,

d) Trunk Contents:
(1) spare Tire,
(2) Tools,

e) Other vehicle equipment such as radio, stereo
companents, if it has them, and others,

b. Q0Operational Inspection

Operational Ihspectian shall be conducted at the
beginning and at the end of each trip, even when several
trips by the same Driver are carried out,

Upon carrying out the Operational Inspsction, the
Driver must ensure that said vehicle, when placed in ope=-
ration, will not cause any damages, nor constitutes a risk
to its passengers. In order to ascertain this, the Driver
shall inspect the followings
1) Tire pressure and conditions,

2) Brakes condition,
3) motor oil level,
4) Gasoline level,
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5) Battery water level,

6) Vehicles lights condition,
7) Car horn condition,

8) Emergency brake,

9) Radiator water level,
10) Spare tire condition,

11) Tools condition,

Inspection Record Maintenance

Each official vehicle shall be provided with its

exclusive Log, Each Daily Inspection conducted shall be

noted in said Log on the corresponding forms issued to

such effect,

Daily Inspection « Effect

al,

b,

By the Superintendent

Regardless of the results, a report shall be made
based on the Daily Inspection conducted by the Superintene
dent, and if any serious irregularity as defined in these
regulations is found, it shall be notified immediately
to the Area,

By the Driver

After the Daily Inspection of the vehicle by the
Driver, he shall fill out the corresponding form in
the Log, and shall proceed to supply the vehicle with
whatever is necessary for its use during the specific
day involved., If as a consequence of the inspection
he conducted, the vehicle cannot be used that day, he
shall inform it by filling out the form thus provided
in the Log, and delivering the vehicle to the Superinten-

dent for the corresponding action,
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ARTICLE 68s SIMPLE SERVICES

1.

2,

Contents

Simple services cover all types of maintenance
services not requiring specialized automechanics know=
how in order to be rendered, such as, but not limited
to the followings
a., Filter and o0il changes,
b. Change and installation of pulleys,
c. Change of spark plugs, distributor breaker points,

and condenser (Tune-up),
d. Washing and lubrication of body chassis or sengine,
e. Tire mounting, reparation or rotation, or
f. Parts substitution not entailing specialized mechanical

know=how,
Handling

Simple maintenance services shall be handled by the
mechanic in charge of it in the agency, if it has a shop;
authorized employees of area gas station and shops; and those
of private shops contracted by the Administrator. 1In
emargencies, the Drivers Superintendents themselves or his
assistants may render said services.
Location

Simple maintenance services may be conducted in the
shops of each particular agency, if they have any, in private
service stations contracted by the Administrétion, in the Area

and on the road, under emesrgency circumstances.
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Frequency

Each Superintendent shall determine the frequency
with which each vehicle in his pool shall be subjected to
simple maintenance. Upon establishing these schedules,the
agencies shall use as guide manufacturer's recommendations,
depending on the year, model and use given the vehicle and
instructions from the Administrator.

If conditions so requires, Superintendent or Assistant
Superintendents may vary the perios to make them more
frequent, if by doing so they insure the adequate protection

of the vehicles.

. Vehicles Covered

All vehicles assigned to each agency pool shall be
subject to simple maintenance services, according to work
program scheduled.

Log Notation

All Simple Maintenance Services rendered to a vehicle
shall be written down on the corresponding form in the

Vehicle Log.

ARTICLE 69: REPAIRS

1. Purpose

Repairs shall be carried out with the purpose of accelerating

the services, so that maximum use conditions may be made of

transportation means.

2, Handling

Repair Services shall be handled by the Area's personnel or

by persomnel of the private shops contracted by the Administration
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for such purposes. Repair Services in private shops will be

authorized only by the Auxiliary Administrator or his Authorized

representative and under no circumstances may any agency request

these services on their own.

3. Location

Repairs shall be carried out in the Area shop or in the

private shops, as the case may be.

When repairs are conducted in private shops the following

rules shall be complied with:

a.

b.

The Superintendent shall assign a Driver to transfer the
vehicle to the private shop;

The vehicle may not be kept in the private shop more than
three (3) days, except when conditions so dictate;

The Superintendent shall make sure that a record is kept
on the corresponding form in the Vehicle Log, of all work

done and its cost.

4, Scope

Repair Services shall entail all types of repairs including

major works such as:

a)
b)
c)
d)
e)
£)
g)
h)
i)

Brakes,

Carburator,

Engine repair,

Paint and body work,
Transmission repair,

Front Wheel Assembling repair,
Chassis repair,

Air conditioning repair,

Electric system repair,
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j) Repairs on special equipment such as radio telephone,
lift systems, cooling, and others,
k) Parts repair.
Repairs services, do anot include repairs covered by vehicle
guarantees.,

5. Frequency

Repairs shall be performed as many times as needed, and
it shall be the Superintendent's obligation to keep special
record of and notify the Area of any vehicle to which more
than a reasonable number of repairs must be performed.

6. Record
All Repair performed on each vehicle shall be noted on

the corresponding forms in the Vehicle Log.

ARTICLE 70: GUARANTEES

1. Definition

Guarantees are the mechanisms utilized in vehicle purchase
contracts to assure the buyer of the good functioning and the
quality of the vehicle purchased. This bind the vender to correct,
free of charge, any defects found in the operation of said vehicle,
until it is adequately functioning, in those cases where the
quality or functioning of said vehicle does not come up to the
standard of the excellence expected, according to the purchase
contract.

2. Guarantees Control

The Administration shall keep control of claims for all items

of manufacturer's or sellers guarantees covering the vehicles.
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Scope of Guarantees

= IS

Cover

The provisions related to the guarantess of

vehicles acquired are included in purchase contracts,

and may vary according to the manufacturer,

The Area shall individually notify each Superinten=

dent and Assistant Superintendent of the specific scope

of the guarantees covering their pool vehicles.

Generally, the guarantees cover, among others, the

followings

1) Operational defects, manufacture or installation
of parts and accessories,

2) Error in the assembly, as a consequence of worke
manship defects or any other cause,

3) Parts not included, or included by mistake,

4) pParts adjustment,

S§) Services to bring unit into good operating condition
in order to render services; such as, front wheel
assembly, alignment, wheel balancing, brakes ad juste
ment, and transmission ad justment,

6) Others expressly requested in the bid, or offered

by the manufacturer or supplier, or stipulated
in the regulations by any competent Governmental
authority, such as the Consumer Affairs Department

and others,
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be Exclusions

As a general rule, unless expressly requested or

offered, the guarantee does not cover the following:

1) Substitution of worn out tires,

2) Abuse, negligence, or alteration of original
parts or ad justments,

3) Tune-up,

4) The installation of accessories not included in
the vehicle purchase contract,

5) Other miscellaneous expenses incidental to the
preparation of vehicle for use,

Express Prohibition

Under no circumstances shall an official or employee
of any Government agency be able to handle guarantee claims
on an official vehicle, without having the express written
authorization from the Administrator,

Method for Filing Claims Against Guarantee

a. Repairs
It shall be the responsibility of the Area to

inspect the vehicles, when received, for the purpose

of discovering any deficiencies they may have., If

upon delivery to the agencies, or after starting to

use said vehicles, deficiencies are found within the
time covered by the Guarantee, the agencies shall imme-
diately notify the Assistant Administrator in order for
the Area to make the Necessary arrangements with the

distributor or his representative to obtain immediate
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repair, in conformance with the Guarantee, as agreed
in the purchase contract.
Qther Services
The Superintendent has to refer the vehicle to
the Area at least ten (10) working days before the
expiration date of each service covered by the Guarantee,
The Assistant Administrator shall directly handle
the request for gquaranteed services; but in special
circumstances, he may authorize the Superintendent to
request said services, in which case it shall be the
Superintendent obligation to see that the vehicle is
taken to the place where the service coversd by the

guarantee shall be rendered.

Special Deficiencies Reports

The Superintendent shall make a report of all defects

found in the vehicle, as well as their poor functioning,

or any other unsatisfactory condition. In cases of poor

vehicle functioning, the user or the Driver shall notify

the Superintendent, so he may prepare the rsport,

Q.

Contents

The specific deficiencies that must be reported
and thus anotated in the spscial Report shall include,
among others, the followings
1) Lack of a necessary part or equipment, making it

impossible or difficult for the vehicle to function.
adequately,

2) Absence or lack of material or workmanship,
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3) Excessive deterioration for the period of time
and conditions under which the vehicle has been
in use,

4) Any condition that constitutes a danger for the
person or property,

§) Any other abnormal condition considered of impor-
tance,

7. Responsibilities

It is the responsibility of the Superintendents and
Drivers, to see that the Guarantee is fully used,
8. Record
All service rendered to a vehicle as a consequence
of its Guarantes Coverage, must be noted on the correspon-
ding form in the Vehicle Log.
a. It shall be the Area and ths Superintendent's responsi-
bility to ensure that this anotation is made,
ARTICLE 71s PREVENTIVE MAINTENANCE SCHEDULE
For each one of the services rendered under the Maintenance
System, the Superintendent shall make a Schedule.
1. General Rule for Establishing Schedules

a. When establishing maintenance Schedules, the Superinten-
dent shall program them in such a way, that agencies
transportation needs are not affected. Likewise, he
shall establish priorities by types of vehicles, taking
into consideration the dates on which the work must be
finished,

b, Maintenance service shall be programmed in those time
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spans determined by the Administrator according to

the followings

1) manufacturer recommendation of the unit involved,

2) Experience as to the different conditions of use,
terrain, which vehicles are used, and the purposes
for their use.

Schedules Publication

Maintenance schedules as well as the instructions on
how to establish them shall be published periodically by
the Administration, at least once a year, when new vehicles
are received,

Obligation of Private Shops

Any private shop substituting parts on a vehicle shall
have to return the substituted part in the container of the
new part, as a record of said substitution, The Superinten=
dent shall only certify those invoices including substitution
of parts, when this provision has been satisfied,

a. Disposal of Used or Unusable Parts

Disposal of these parts shall be made according
to the provisions of the "State Surplus Property
Regulations",

b. Parts purchases from Area Warehouse

In those cases in which the part to be substituted
should be found in the Area inventory, this part shall
have to be acquired from the Area by issuing a"Shipment

Requisition" to the Warehouse by the agency Buyer.
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ARTICLE 723 UNSCHEDULED MAINTENANCE SERVICES

1. Definition

This type of maintenance is that which shall be
carried out to fulfill repair needs arising bebween
scheduled maintenance services, and that are indispensable
for maintaining the vehicle in safe operational conditions.
Regularly, the need for this service arises as an emergency,
with a special request, due to vandalism, am accident, or
poor vehicle use,

2., Services Performance

a. Unexpected vehicle needs shall be immediately reported

to the Superintendent, to determine:

1) If limited use of the vehicle is possible, until
the date of its scheduled maintenance service,

2) If the vehicle can be repaired immediately,

3) 1If vehicle use should be discontinued to prevent
greater damage,
a) In this case, the vshicle shall be sent to

the Area.
3. Reports
All unscheduled service needs arising shall be reporte

ed within twenty-four (24) hours to the Area.



ARTICLE 73s

'l. - 74 - '.I'

SECTION Bs VEHICLE LOG

GENERAL DESCRIPTION

Each official vehicle shall have in its glove compartment a

book known as the "Vehicle Log",

1,

2,

3.

Composition

The Log consists of a number of forms and instructions,

Form Completion Procedure

Log Forms shall be completed or filled out according

to the instructions contained in each one of them, and

those given by the Administration,

Forms Completion Handling

Log Forms shall be filled out by Transportation

Superintendents, Assistant Superintendents, Drivers, and

in some cases, by other users, by Area personnel, or persone

nel from the private shops and service stations,

a. Drivers

When beginning or ending sach trip the Driver shall

have to fill out the "Trip Record" form contained in

the vehicle Log and that shall include the following

information:

1)
2)
3)
4)

Mmileage at the beginning and the end of trip,
Destination,

Purpose of the trip,

Passenger, if any, includings

a) wmame

b) 0ffice

c) nagency
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b. Users
They shall have to sigh the corresponding
"Trip Record" form to record that they have received
transportation service,
c. Superintendent
He shall fill out the "visual Inspection" form
and the "Monthly Report", as well as collect the in-
formation contained in all other forms, evaluate and
certify, on a daily basis, the forms filled out by
the Drivers.

d. Shop Personnel

Shop personnel, be ﬁhey from the agencies, the

Area, or private, shall fill out the "Service Rendered"

form.,
Purpose

The purpose for keeping the Log is to have a complete
and exact Record of all information related with the vehicle,
so that a complete history may be had of all the activities
in which it participates, all improvements, repairs, or
maintenance performed on said vehicle, in order to determine
if it is operating at maximum capacity, if it is being used
correctly, and if it is being maintained adequately, In
addition, this information control shall be utilized by
the Administration to determine units substitution, pool
needs, and costs; be able to make projections and establish

adequate services.
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5, Responsibilities

It shall be the responsibility of each Transportation
Superintendent to make sure that the corresponding form is
filled out on each occasion,

Refusal of any person to fill out completely, correctly
and adequately the corresponding forms it behooves him to
fill out, shall be reported by the Superintendent to the
Administrator and to the Agency Head, so they may proceed
with the corresponding action,

Should Administration Investigators determine that
the Transportation Superintendent has been negligent in
submitting Area Reports and in filling out the forms that
should have been filled out by him, such finding shall give
occasion to impose the sanctions established by these requ=
lations,

6., Form and Contents

The Log shall be a hard=-cover record file that shall

go in the glove compartment of the vehicles and shall contain
the following:
a., Vehicle license,
b. Vehicle registry as Government property,
€. Set of Forms,

1) Daily Trips Report

2) Weskly Report

3) mMonthly Report

4) Annual Report

5) maintenance Record
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6)
7)
8)
9)

Instructions to fill out each Form,
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Repairs Record
Accidents Record
Accident Report
Others

Ball point pen,

Vehicles Insurance Coverage and Policies,
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AND USE OF PRIVATE SHOPS

ARTICLE 74: FACILITIES AT THE AGENCIES

1.

Purpose for their Establishement

The official Government fleet consists of around five

thousands (5,000) vehicles distributed by assignments

made by the Administr

ation, among Government agencies

obligated by law to utilize the services of said Adminis-

tration. The vehicle
in numbers from one (
thus creating small £
use of each vehicle,
responsbilities conce

that at present exclu

Small fleets at a
established, and shal
establishement of poo
and responsibilities
necessary to provide

services as defined i

Authorizations

Maintenance facil
established in those

determines so.

s assigned to the agencies fluctuate

1) to up to two thousands (2,000),
leets in each agency. For the utmost
it is necessary to impose certain
rning those vehicles, upon the agencies

sively behoof the Administration.

gency level are hereby recognized and
1 be knowns as "pools". The official
ls bears with it certain obligations

on the part of the agencies. It is

to agency pools those simple maintenance

n article 68 of these regulations.

ities for simple services may be

agencies on which the Administrator
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. Agencies Qualifying

The installation of shops may be authorized in agencies

meeting the following requirements:

a.

If pool exceeds one hundred (100) vehicles in one
station;
If it has space facilities in the pool location or
its surroundings:
If it has the budgetary assignment for the operation
of the same:
1) The mere assignment of funds for the operation
of said shops does not authorize their establishment.
Comply with the additional requisites established for said

purposes by the Administrator.

Requisition Procedure

Agency Heads interested in opening maintenance shops

in their agencies or at Regional Offices of said agencies,

shall have to submit their request to the Administrator, in

the form thus provided, at least six (6) months before the

fiscal year for which they are requesting the operation

of such shops to begin.
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Requirements Publication

The Administrator shall establish the requirements
concerning facilities, equipment, and personnel that these
shops have to comply with, in order to be approved.

Procedure

The agency's request shall be submitted to the Adminis-
trator. The Administrator shall authorize or disapprove
the opening of the shop, subject to the need of the agency

and the Assistant Administrator's recommendation.

Inspection by the Administration

If the installation of the maintenance shops is authorized,
the same shop is subject to being inspected and audited from

time to time, but at least once a year by the Administration.

Scope and Jurisdiction

Agencies authorized to have shops may render only services

authorized by the Assistant Administrator; to vehicles of

their agency or region of their agency, for which they have

been authorized. Under no circumstances will they render

seivices to other government entities which are or are not

under Administration jurisdiction; unless, expressly authorized
by the Administrator or his authorized representative. The shops
shall have to buy their materials and equipment from the Transpor-

tation Area Warehouse; and under no circumnstances may they acquire

these directly from private enterprise.
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9, Shogs Operation Authorization Revocation

Authorization to operate a repair shop may be revokad
by the Administrator, upon violation of any of the rules
established by him,
ARTICLE 75: CONTROLS
Efficacy and aconomy in the maintenance of vehicles depend on
the exercise of adequate controls at all levels., In order to achieve
the primary ob jectives of the maintenance system, it is sssential that
each agency follow the technical maintenance guides issued by the
. Administrator from time to time.

l. Maintenance Controls

The maintenance controls shall bg based on the

followings

a) Useful life of vehicles,

b) Balanced schedule of work sent to the maintenance shops,

c) Compliance with rules established by the Administration

in the Quality Control Program,
d) Availability and distribution of pamphlets and explana-
. tory literature,

e) Adequate records of Necessary information,

ARTICLE 76: PRIVATE SHOPS
For those services the Area or the agencies cannot offer in

their own shops, the Administration, at its discretion, shall award
contracts to private shops, that shalil only service the Area, Under
No circumstances shall an Rgency under the Jurisdiction of the Adminis=
tration be able to procure said services from these shops, nor shall

these shops render services, without an order from the Area,
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Contracting of Private Shops

Only the Administration shall award contracts to private
shops, for simple maintenance services, in conformance with
the provisions of Section B of Part Fourth of Regulations
Number 6 of the Administration, known as the "Acquisition
Regulations'". These contracts will be negotiated in accordance
to subparagraph 12 of Article 91 of said regulations.

Contracts

Contracts awarded to private shops shall have to contain,
among others, the following clauses:

a. Contracts shall be awarded for periods no greater than

one (1) year;

b. Each service shall be duly identified with a code number;

c. The contract shall contain a Government non-liability
clause;

d. Shops shall have to have insurance against damages suffered
by vehicles, when in the shops;

e. When services include parts, the cost of said parts must

be itemized;

f. Any other clause necessary for the perfection of the same.

Application

Private shops services shall be used only by the Area,
when Administration shops cannot offer the services requisi-
tioned. If an agency authorized to operate a shop cannot
offer a particular service to its pool, it shall have to

requisition that service from the Area.
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Service Order Remittal to Private Shop

The Area shall send the vehicle directly to the
nearest shop available in its neighborhood, making sure
that the vehicle is sent on such a date as to not remain at
said shop more than the reasonable amount of time necessary
for the type of work involved.

Said vehicle shall be accompanied by the corresponding
Service Order and complimentary Documents filled out by the
Area Buyer.

Services Payment Procedure

Private shops shall invoice their services, and they
shall be paid according to the special procedure approved
by the Administration to such effect, subsequent to consul-
tation and approval by the Budget Bureau Director and the
Secretary of the Treasury.,

a. Requirements for Payment

The Treasury Department will not handle any pay-
ments for unauthorized services, those rendered by
persons not under contract, invoiced in excess of rates
agreed upon in the original contract, or those services
that someone, other than the Area, ordered to be per=-
formed,

b. Invoice Contents

The invoice for the payment of services rendered
by private shops shall have to include, among others,
the following informationg

1) Name of person authorizing the service,
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2) Name of shop performing the repair and the person
who effected it; mechanic's license number, when
in order;

3) Date service was requested, date vehicle was sub-
mitted for repair, and date effected;

4) Date delivered to the Area, and service acceptance
date;

S5) Person or persons transporting vehicles from agency
to shop, and vice=versaj

6) Specific authorization of services rendered;

7) Service codification, as established by the
Adminisfration;

8) Itemized cost of each service per vehiclej

9) Cost of parts used, if supplied by the private
shop and copy of parts invoiced;

10) Total cost invoiced;

11) Area certification to the effect that the service
was needed and rendered adequately and correctly;

12) 1Indication of type of service rendered; that is
preventive, or unscheduled, as defined in these

regulations,
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PART VI: TRANSPORTATION SUPERINTENDENTS

SECTION As GENERAL RULES

ARTICLE 77: GENERAL DESCRIPTICON

1,

2,

The "Superintendent of Transportation" and the
"Assistant Superintendent" designations are hereby created
with those duties and powers established in these requlations,
Purpose

The Superintendent is created with the purpose of
ensuring the adequate distribution of vehicles in an Agency,
their correct use, reasohable assignment, and due care and
control of the pool and to ensure a more effective coordina-
tion between the agencies and the Administration, in the com-
pliance with the rules and the rendering of transportation
services.

The Transportation Assistant Superintendent is created
with the purpose of collaborating with the Superintendent
in the administration of their agency pool.

Definitian

The Superintendent is that person holding a regular
position or office in a Government agency who, upon request
of the Agency Head, is appointed as his authorized represent-
ative in charge of the administration of that agency's pool,

The Assistant Superintendent shall be that person with
the same qualifications as the Superintendent who shall col-

laborate with him in administering the pool,
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Application

A Superintendent shall be appointed at agency level
when said agency has fifty (50) vehicles or more permanently
assigned to its pool.

An Assistant Superintendent shall be appointed when
the Agency Head so requests, upon understanding that it
is necessary for the proper administration of the fleet.
Limitation

Only one Transportation Superintendent per agency
shall be appointed.

An Assistant Superintendent may be appointed for
each region of those agencies having regional offices
that qualify according to these regulations,

If it were necessary to have more than one station
at a regional or central office, because of territorial
location or because of the number of vehicles assigned
to the agency, as many Assistant Superintendents as neces=

sary may be appointed.
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SECTION Bs ELEGIBILITY
ARTICLE 78: PERSONS ELIGIBLE
Any employee or official with a regular position whom the
Agency Head understands will be able to perform efficiently as
Transportation Superintendent or Transportation Assistant Super-
intendent may be issued an appointment as such.

ARTICLE 79: TRANSPORTATION SUPERINTENDENT REQUIREMENTS

In order to be elegible for appointment as "Transportation
Superintendent", the person shall have to meet the following
requirements:

l. Be older than 21 years of age;

2. Have at least two (2) years of college level preparation,
preferably in the field of administration or its equivalent
in experience;

3. Must be experienced in public administration, or in
transportation or repair shops administration;

4, Shopld have general knowledge of the use and care of
vehicles;

S. Must occupy a regular position;

6. Must have the ability to organize, direct, coordinate,
and supervise, as judged by the Agency Head.

ARTICLE 80s ELEGIBILITY SCOPE

The fact that a person mests the requirements established in
this Section does not authorize him to perform as such, by the mere
appointment by the Agency Head. The person shall have to take and
approve the training established by the Administrator and must be

certified by the Administrator.
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SECTION Cs SUPERINTENDENTS SELECTION

CANDIDATES RECOMMENDATION

Each Agency Head or his authorized repressntative shall re-

commend from his employees, those whom he is interested in having

appointments as Transportation Superintendents or Transportation

Assistant Superintendents issued to them.

ARTICLE 82

SUPERINTENDENTS SELECTION PROCEDURE

1, Selection Criteria

Upon selecting the candidates to be submitted to the

Administrator, the Agency Head shall consider ihe followings

a.

b.

Ce

d.

8.

Office or position held by the person,

His functions and those he shall have to carry out as
Superintendent,

Agency need for a Superintendent appointment,

Moral qualities of the candidate which, in the opinion
of the Agency Head, make him capable of performing those
functions,

Fleet volume and transportation operation in the agency.,

2, Handling Procedure

a.

Form

When an Agency Head understands that there is a
need in his agency for the appointment of a Superintendent
or Assistant Superintendents, he shall submit a recommen-
dation of candidates, indicating the appointments to be
made in each case, utilizing the form provided by the

Administration.
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SECTION Ds TRAINING

ARTICLE 83: APPLICATION EVALUATION

Once the application and recommendation of the Agency Head
has been received in the Area, the Assistant Administrator or his
authorized representative shall study it and make his decision,
within a period no longer than ten (10) days, subject to the following:
1. Agency Need
Agency need shall be verified based on the vehicles
assigned to it, the number of persons in it authorized to
drive official vehicles, the number of official drivers
and its transportation activities,

2. Candidate Acceptance

If the candidate meets the eligibility requirements
established in these regulations and the agency need is
confirmed, the Assistant Administrator shall notify the
Agency Head, by means of the form provided for it, the
acceptance of the candidate and the date when the next
Superintendent's course for which he has been registered
will start indicating the date, time, and place for it,

3. Rejection

If the candidate does not meet the basic requirements,
the application shall be automatically rejected, and returned
explaining said rejection,

The candidate's application may be resubmitted, once

he meets eligibility requirements.
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ARTICLE 8&: SUPERINTENDENTS TRAINING

l. Contents
Superintendents or Assistant Superintendent's
candidates shall have to take the training offered
for such purposes by the Area. Said training shall
include the theoretical phase of Drivers training and
any other information or material that the Administrator
deems necessary.
2. Duration
Training duration shall be a reasonable amount of
time to cover the subject matter- included’ih it.

3. Attendance

Attendance shall be compulsory, and it shall be
the obligation of the agencies to ensure the attendance
of their employees.

ARTICLE 85: EVALUATION

After training, candidates shall be evaluated to determine
their proficiency, taking into consideration the following:
1., Lectures
If he attended all lectures.

2. Examination

If he passed the examination offered at end of
training.
a. Content |
The examination shall contain all material

covered in the training.
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b. Approval

The criteria for passing or failing shall be

the same as those established in these regulations

for Drivers.
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SECTION E:  APPOINTMENT

ARTICLE 862 PROVISIONAL APPOINTMENT

In those agencies that at the effective date of these regu-
lations have a pool of more than ten (10) vehicles, excluding
vehicles assigned for exclusive use of officials, the person
designated by the Agency Head, shall be able to assume the
management of the pool immediately after his‘application is
approved, This authorization shall have effect only until the
date for the Superintendents training for which is registered,

. l, Effectiveness

Said provisional authorization shall be in effect
until the next training and may not be renewed. Neitherk
shall it be issued in those cases where the person has
failed the exam,

ARTICLE 87: OFFICIAL APPOINTMENT

Transportation Superintendent or Assistant Superintendent
appointments shall be made following the same procedure established
. for Drivers appointments.

l, Effectiveness

The Superintendent appointment shall be effective
for the period of time requested by the Agency Head.
Except, if the Agency Head should request that said
Superintendent or Assistant Superintendent be relieved
of his functions as such, before the expiration period
afo:ementioned, he shall have to indicate the reasons for

it to the Administrator.
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3.

Scope

Neither the Superintendent nor the Assistant Super-
intendent shall have a right to be assigned a vehicle
for their personal use, but they may drive all the official
vehicles assigned to their agency; and shall be responsible
to the Administrator for taking care of the pool, seeing to
its adequate uss, organizing trip schedule, assigning the
vehicles internally, maintaining them and determining when
to make improvements and repairs to the same.
Renewal

Appointment renewal rules for Transportation Super-
intendents and Assistant Superintendents are the same as
those for Drivers.
Duplicates

Duplicates of appointments and identification of
Superintendents and Assistant Superintendents are the
same as those followed for Drivers.

Resignation, Transfer, Dismissal and Qthers

It shall be the Agency Heads responsibility teo
inform the Administration when a person appointed Super-
intendent or Assistant Superintendent for any reason stops
performing his functions in the agency to which he was
appointed., Immediately after his functions, his
appointment shall be cancelled and he shall have to turn

in his identification as such to the Area.
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SECTION Fs FUNCTIONS AND OBLIGATIONS

ARTICLE 88: SUPERINTENDENT AND ASSISTANT SUPERINTENDENT
GENERAL FUNCTIONS
The Superintendent shall be responsible to the Administrator
in relation to the functioning of his agency and any other action
taken by him by virtue of his appointment related with govsrnmant
transportation,

ARTICLE 89: COMPLIANCE WITH RULES

Superintendents and Assistant Superintendents function are
ruled by the provisions of these regulations, and other rules
issued by the Administrator, related to transportation in Govern-
ment; to such effect, they shall have to know, comply and enforce
them,

ARTICLE 90s SUPERVISION
l. Drivers
The Superintendent shall have to supervise the Driver
in his agency and report their performance to the Adminige

trator. O0fficial Drivers shall be supervised at all times

by him; Authorized or Special Drivers only when carrying out

transportation activities,
Heads and Deputy Heads of agencies are excluded from

this provision,
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2, Assistant Superintendents

Assistant Superintendents shall supervise the Drivers
in their region and inform the Agency Superintendent,
The Agency Supserintendent shall supervise the work
of Assistant Superintendents by means of sporadic visits,
and shall report on their work to the Administration and
the Agency Head.
ARTICLE 91s POOL VEHICLES CENTRALIZATION

The Superintendent shall see to it that his pool remains
centralized, so each vehicle may be used to the fullest, in order
to cover his agency needs,

In those cases where part of the pool is in regions, the centra=-
lization principle shall be complied with at each regional level
according to circumstances.,

Superintendents shall make sure his pool maintains only those
vehicles officially assigned by the Administration to his agency,
When an agency has, adscribed to it, other Governmental organisms
not under the jurisdiction of the Administrator, their vehicles
shall not be integrated with regularly assigned agency vehicles.,

If it were necessary to use those vehicles for special occasions,
identifying them by means of "“GE" license plates, special authori-
zation shall have to be requested from the Assistant Administrator
who, upon authorizing it, shall see to it that the title of the
vehicles is transferred to the Government,

If it were necessary to use fleet vehicles assigned to several
agencies for an activity of a specific agency, the Assistant Adminis-

trator shall have to approve said use.
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ARTICLE 925 INTERNAL ASSIGNMENTS

The Superintendent shall be in charge of assigning pool
vehicles to cover the internal needs, following the orders and
instructions that to such effect the Assistant Administrator
may give him, Each year, the Superintendent shall submit an
internal assignment plan to be approved by the Agency Head; and
once approved he shall send it to the Area.

The Superintendent may choose to assign pool vehicles indi-
vidually or by Drivers, assigning them to one or more Drivers spe-
cifically, depending on the number of Drivers, vehicles, and agency
transportation needs.

If the Superintendent should choose not to assign the vehicles
permanently, he shall have to do it daily, according to the vehicles
available and Drivers present,

ARTICLE 93: QOBLIGATIONS CONCERNING REGULATIONS

The Superintendent shall at all times adhere to the rules
established in these regulations, To such effect, and in com-
pliance with them, he must do the followings

1. Use_

The Superintendent shall ensure that his agency pool
vehicles are used adsquately,

2, Identification

The Superintendent shall make sure that all pool
vehicles are completely and correctly identified and
shall program changes, alterations, and restorations of
thess, seeing to it that his agency work is not interrupe-

tedo
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Control

In order to maintain adequate pool control, the

Superintendent shall keep and maintain his records up

to date.

Maintenance

Ae.

Ce

Scheduling

The Superintendent shall be in charge of coor=-
dinating the maintenance of his agency pool. Thus,
he shall have to program the rotation of vehicles in
such a way, as for them to receive the corresponding
maintenance, without interfering with agency operations.

1) Use Control

Under no circumstances shall the use of a
vehicle be allowed if it has not received mainte=-
nance at a scheduled time, according to the system
established for it by the Administrator, or what
it may be needing, be it unscheduled.

Service Requisition

Upon dispatching the vehicle for any service, the
Superintendent shall have to indicate to the Area in
writing, on the form thus provided, exactly what work
he is interested in having done on the corresponding
unit,

Receipt

The Superintendent or his authorized representa-

tive shall be the person authorized by the Administra-

tor to receive vehicles at agency level, Upon receiving
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them, he shall ensure that services requisitioned
were rendered properly and satisfactorily. O0Once
that is confirmed, the Superintendent shall be the
person to certify at agency level the invoice for
service rendered. In the case of the regions, it

shall be the Assistant Superintendent.

ARTICLE 94: PRIVATE RESOURCES

All private resources utilization, such as repair shops,
vehicles rental, gasoline acquisition, lubricants, parts or serv-
ices, shall have to be requisitioned by the Superintendent following
the rules established by the Administrator in these regulations, in
the "Government Acquisition Regqulations" of the Administration and
the special instructions of the Assistant Administrator.

ARTICLE 95: NOTIFICATIONS

The Superintendent is responsible for sending, and making
sure that notifications required by the Area are sent.
All notifications related with transportation in his agency,
and addressed to the Administration, shall have to be handled
through the Superintendent, except acquisition requisitions, which
shall be handled through the Delegate Buyer of his agency, subsequent
to Superintendents' approval.
ARTICLE 96: REPORTS
The Superintendent shall have to submit a Monthly Report to
the Area concerning the activities of the pool under his jurise

diction, in a form thus provided by the Administration.
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Positions and 0Official Drivers Report

Once a year, all Superintendents must send to the
Administration, in the form provided for it, a list of
all Driver~ positions the agency has, even if they should
be vacant. The list should be made in the same order as
the positions were created in the legislative assignment
and executive details of the assignment and special funds
for each economic exercise. A separate list shall be sent
for Conductors paid from the salary allotment item. The
list shall contain the following information:
a. Name of driver (Number assigned by the Administration),
b. Name,
c. Number of position (as assigned by personnel),
d. Kind of position (Automobile Drivers 1, 11, or truck driver),
e. Hours - driver as employed: daily, monthly, annuals,
f. Type of basic monthly salary,
g. Increase in pay within same grade, if any,
h. Total salary,
i. Place of work (official station),
Je Accidents during the year: type and cost,

Internal Appointments

The Superintendent shall have to send the Administration
a copy of the documents, handled and approved by the Central
Personnel Office, covering transfers, demotions, promotions,
resignations, lay-offs, suspensions, destitutions, or sepa-
ration from employment for any other cause, of persons autho-

rized in his agency to drive official vehicles. Agency
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Heads shall provide adequate internal mechanisms to
insure that this information is available to the Super-
intendent,

3. Estimate of Needs

The Superintendent shall be the person at each
agency who shall estimate vehicle needs, parts, services
and everything related to his agency pool. Said estimate
of needs, shall be submitted to the Delegate Buyer of his
agency so that he may prepare the corresponding annual
requisitions,

ARTICLE 9%7: VERIFICATION INTERNAL DRIVER AND VISITOR (CONTROL)

It shall be the responsibility of the Superintendent at each
agency, to prohibit any person to drive official vehicles, until
the Administrator has issued him an authorization to do so., ToO
such effect, he shall have to require all persons driving an official
vehicle, coming or going out of his agency grounds show him their
authorization,

1. Procedure

In those cases in which the person is not authorized,
he shall proceed in the following manner:
a. He shall assign a Driver from his agency to return
the person to his agency and deliver the vehicle to
the Area the same day. He shall accompany the delive=-
rer of said vehicle to the Area with a written report

on the form thus provided.
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PART VII: DRIVERS

SECTION A: GENERAL RULES

ARTICLE 9§: QFFICIAL DRIVER

1.

The official Driver in the Government transportation
system is hereby created with the duties and powers esta-
blished in these regulations,

Purpose

The "Official Driver" is created to ensure that the
use of Government vehicles and Government transportation
are handled by the most suitable and best trained persone-
nel available and that it operates under the controls and
supervision of the Transportation Superintendents.

Definition

An Qfficial Driver is any person appointed Driver I,
Driver Il or Truck Driver, or occupying any other position,
created in the future, for which driving is indispensable
in the performance of his functions.

Application

The Administrator shall issue an appointment as "Qfficial
Driver" when the person involved meets minimum requirements

established in these regulations.

Number of Appointments

As many Official Drivers as requisitioned by the
Agency Head and approved by the Administrator shall be
appointed, if necessary to satisfy transportation needs

of an agency in the performance of its functions,
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ARTICLE 993 AUTHORIZED DRIVER

1.

2,

3.

4,

Definition

An Authorized Driver is any Government official
or employee who although not elsgible for an official
Drivers designation, the Administrator has authorized
him to drive any Government vahicle, subsequent to the
Agency Head's requisition, Justifying to the Administra-
tor that such appointment is needed to comply with their
individual duties,

Purpose

Appointments as authorized Drivers shall be issued
when necessary for the smooth functioning of the agency
and to guarantee the success of any program,

An Authorized Driver appointment may be issued to
anyone occupying one of the offices or positions that
according to these regulations make him eligible for it,
Limitation

Authorized Driver appointments shall be issued to
the smallest number of persons possible, in order to res-
trict and control Government property use and facilitate

liability claims in case of damages to it,

ARTICLE 100s SPECIAL DRIVER

1.

Definition

A Special Driver is any person not employed by the
Government, but authorized by the Administrator to drive
a Government vehicle, due to a Government activity or for

Government benefit, in specific, limited, and determined
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4,
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Purpose

Thess appointments are made in order to have

adequate control of Government property as well as

of the person using it,

Application

Appointments as Special Drivers shall be issued

when Government interest are benefitted, given the fo-

llowing requirements and conditionss

a. When there is a contract between a person and an
Agency which requires transportation outside the
Agency contracting'the services in order to carry
out the contract, and no pool vehicles are availa-
ble for use.

b. Mechanics from Shops or Service Stations with Govern=-
ment contracts in effect, to test and transfer vehicles
from the agencies to the shops and back,

C. Other persons, smployeas or officials of private anti-
ties attached, or sponsored by the agencies, while the
need for which authorization is given exists.

d. Employees from public corporations or municipalities,
authorized to drive vehicles of their governmental en-
tities and who have been temporarily lent to work- with
Government agencies, while the need for the services
lasts,

Limitgtions

These appointments shall be limited to those cases
and circumstances that in the Administrator's judgement
merit it: and subject to rules and restrictions establi-

shed by the Administrator,
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SECTION Bs ELIGIBILITY

ARTICLE 101s QOFFICIAL DRIVER REQUIREMENTS

To be eligible for appointment as "0fficial Driver" a

person shall have to mest the following requirementss

1,
2,
3.

4,

Se
6.

Be more than 18 years old;

Know how to read and write Spanish;

Must have a driver's license, or a heavy equipment driver's

license issued by the Transportation and Public Works Secre-

tary or by the Federal Aviation Agency or the Ports Authority,

depending on the means of transportation he is to operate;

Must hold one of the following positions:

a. Driver I

b. Driver II

c. Truck Driver

d. Any other position created in the future by the Central
Personnel Administration;

Must submit a copy of his appointment;

Must have had a medical examination with special conside-

ration for hearing, vision, drugs or alcohol dependency

problems, Said examination shall be conducted by the doctor

assigned by the Administrator; and it shall be free of charge

for the candidate. This requirement shall apply only to

Drivers which upon the effective date of these regulations

do not posess previous authorization issued by the Administra-

tion,
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ARTICLE 102; AUTHORIZED DRIVERS REQUIREMENIQ

Agency Heads May requisition from the Administrator an

Authorized Driver appointment for any person occupying a regular

Government position or office, other than those elegible for

appointment as Official Driver, if he meets the following require-

ments:
1,
2,
3.

ARTICLE
In

Must be of legal age,
Must read and write Spanish,
Must have a Driver's or heavy equipment license issued by
the Secretary of Transportation and Public Works or a
license issued by the Federal Aviation Agency or by the
Ports Authority, according to transportation means to be
Operated,
103: SpeciaL CONBUCTOR REQUIREMENTS

ordsr that a particular person may be permitted to drive

a Government vehicle, he shall have to meet the following require-

ments:

1,

o 2.

flust be more than eighteen (18) years old;

Must have a Driver's license from the Department of
Transportation and Public Works, the Federal Aviation
Agency or the ports Authority, depending on the vehicle

to bs Operated;

Must have undergone training, or that part of the training
stipulated by the Administrator;

He or his employer must havs in effect a public liability
insurance cover for damages to Government vehicles at the

Stho

ARTICLE 104, ELEGIBILITY SCOPE

The elegibility of g person for anyone of the three (3)
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appointments established in these fegulations, does not give

him the right to have an appointment automatically issued with

the subsequent authorization to drive Government vehicles. 1In

all cases, the person shall have to satisfy the basic requirements
established in these regulations, besides taking and passing basic
training and being certified by the Administrator.

l. Heads and Deputy Heads

Officials holding position as Heads or Deputy Heads
of Agencies shall have to comply with the requirements
indicated in these requlations so they may be issued an
authorization to drive official vehicles,

a. Scope
The fact that an authorization is not issued
does not lessen his right to have a vehicle assigned

for his use,
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SECTION C: DRIVERS SELECTION
ARTICLE 105: CANDIDATES RECOMMENDATION

Each Agency Head or his authorized representative shall
recommend those of his employees whom he wishes to be issued
appointments as Authorized Drivers. Also, he shall recommend
those others who must be issued appointments as Special Drivers
to perform their duties, except employees holding position as
Driver I, Driver II and Truck Drivers who shall authomatically be
Official Driver candidates, when recruited for positions with said
classification,

ARTICLE 106: AUTHORIZED DRIVERS SELECTION PROCEDURE

1. Selection Criteria

Any person gligible for appointment as Authorized
Driver, shall be strictly evaluated by the Assistant
Administrator who shall recommend his appointment to
the Administrator only when he has been shown that said
person does not have private means of transportation that
he could use or be available to carry out the duties of
his position, or cannot be transported in an agency pool
vehicle for the discharge of said duties.

When making the selection of candidates to be sube-
mitted to the Administrator, the Agency Head shall take
into consideration the following:

a. Office or position the person holds;
b. Functions discharged and to be discharged by himg
c. Need for Authorization to carry out his functions;

d. Average of working hours he shall be driving,
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2. Form
When an Agency Head understands there is the need
for the appointments of Drivers in his Agency, he shall
submit the candidate recommendation, indicating the de-
signation said Agency Head wants to have issusd to the
candidate, by using the form thus provided by the Admi=
nistration,
All recommended candidates, shall have to meet the
requirements mentioned in these regulations,
ARTICLE 107s SPECIAL DRIVER SELECTION PROCEDURE
When sslecting private individuals to recommend for appoint-
ments as "Special Drivers" the Agency Heads shall have to accompany

the request with a written Justification of needs and guarantees.
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SECTION D: NECESSARY TRAINING AND EVALUATION

ARTICLE 108: APPLICATION EVALUATION

Once the Area receives the application and recommendation

of the Agency Head, the Assistant Administrator or his authorized

representative shall study it and make his determination within a

period no longer than ten (10) days, subject to the following:

1.

Agency Need

Agency need shall be verified on the basis of actual
drivers, vehicles assigned to the agency, and agency transe
portation activity related to its functions,

Candidate Acceptance

If the candidate meets the basic requirements esta=-
blished in these regulations and agency need is verified,
the Assistant Administrator shall notify the Agency Head
of the candidate's acceptance and the date on which the
next driver training shall begin, for which said candidate
has been assigned, by means of the form provided for it,
Date, place and time for said training must also be indica-
ted.

Candidate Rejection

If the candidate does not meet the basic requirements
the application shall be returned, automatically denying
him appointment, explaining the basis for it on the same
application form. Said candidate's application may be

submitted again when he meets basic requirements,
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ARTICLE 209: DRIVERS BASIC TRAINING

1., Content
Driver candidates basic training shall be divided
in two (2) phases: Theory and practice:
a. Theory
The theoretical phase of training must contain
but shall not be limited to information concerning
the following:
1) Purpose of the trainingj;
2) Responsibility of driving a Government vehicle;
3) Driver responsibility;
4) Rules, regulations and the Traffic Actg;
5) Traffic signals, signs, signals and marks;
6) Good driving practices for accidents prevention;
7) Accident reporting procedure;
8) Adeguate and correct use of vehicles;
9) Forms and reports, when and how to fill them out;

10) Types of vehicles and their characteristics;

11) Functioning of the most important parts;

12) Preventive maintenance;

13) mMental capacity of driver, his conduct, and manners;

14) Elemental and fundamental concepts in the operation
of the vehicle;

15) Natural laws affecting operations of a vehicle;

16) All Administration rules concerning transportation
and civil or criminal liability, established by the
laws of the Commonwealth of Puerto Rico; and the dif-
ference between civil liability and criminal liability

in relation with vehicles.
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Practice

Practical phase of training shall only be

offered if the candidate covered all the material

in the seminars and shall contain but not be limie

ted to the followings

1)

2)
3)
4)

5)
6)
7)

8)
9)

Procedure to follow, when driving official vehie

cles (filling out the vehicle log and others);

Drivers courtesy;

Observance of rules and regulations;

Driving during bad weather or on poor roads, when

possible;

Defensive driving;

Emergency procedure, action to be taken;

Preventive inspection and maintenances how to

carry it out;

Minor mechanical repair jobs in emergency situation;

Special training,

a) Equipment

Additional time shall be required to train

drivers of vehicles with special equipment such
as buses, tractors, trailers, combinations, fire
engines, ambulances and other specially equipped
vehicles,

b) Transportation Superintendent

Drivers to be appointed Superintendents

shall have to spend additional time to cover
the material concerning their future responsi-

bility as such.
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Course duration shall be the reasonable time re-
quired to cover all subject matter pertaining to train-
ing.

Attsndance

Attendance shall be compulsory and it shall be the
obligation of the agencies to ensure the attendance of
their employees,

a. Exception
The Administrator shall offer special orienta-
tions for Heads and Deputy Heads of agencies in subs-
titution for basic training and they, by means of a
certification, shall show that they know the rules in

effect related to the Government Transportation System.,

ARTICLE 110s EVALUATION

Subsequent to training, candidates shall be evaluated to deter-

mine their proficiency, taking into consideration the followings

1,

2,

Seminars
The attendance to all seminars shall be properly

checked.

Practice

Should demonstrate in practice his capacity to comply
with Drivers functions, obligations and duties,

Examination

Approval of the proficiency written examination given
at the end of training,
a. Content
All material covered in the course shall be under

examination,
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Approval

Passing grade for the course shall be a grade
of seventy percent (70%) or more.
Failure

The candidate shall have failed the examination
when he receives a grade of sixty nine point nine
(69.9%) percent or less,
1) Effect

If the candidate fails with a grade between
fifty percent (50%) and sixty nine point nine per-
cent (69.9%) he may take the examination again the
next time it is offered.

If he fails the second examination, he shall
have to repeat the course., If after taking the
course a second time, he fails the exam, such a
candidate shall be rejected and no appointment or
authorization whatsoever may be issusd to him.

a) Employees Recruited as Driver I, Driver II or

Truck Drivers Probationary Period

If the person were recruited as Driver 1,
I1 or Truck Driver, when he fails the examina=-
tion, after his second training, it shall be
understood that he did not pass his probationa-
ry period and shall automatically be dismissed
from said designation,

No Agency Head shall be able to authorize
him to drive any official vehicle whatsoever,

and if he should be interested in retaining him
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in his Agency, he shall have to recruit him

for another position not requiring driving as
sole function., Agency Heads shall make sure

to inform their personnel recruited for driver
designations that their seccessful completion

of the probationary period depends on their passe
ing the Administration's special training,

b) Employees Operating as Drivers When These
Regulations Take Effect

If when these reqgulations enter into effect,
an employee operating as a Driver were to fail
the examination after his second training, the
agency shall make the necessary arrangements to
have him placed in another position, but under
no circumstances shall he drive official vehicles.

His record as agency Driver prior to the
date of these regulations enter into effect shall
not justify the issuance of an authorization to
him,

c) Person Holding a Position

If the candidate does not hold a position
whose functions obligate him to drive, fails the
exam, it shall not affect his position, but he
can not apply for new training until six (6) months

after the failing date.



‘I’ - 115 - ‘l'

SECTION Es APPOINTMENTS

ARTICLE 111: PROVISIONAL APPOINTMENT

When Driver applications are submitted by persons occupying
positions as Heads or Deputy Heads of Agencies or Drivers I, II or
Truck Drivers, if the person meets the elegibility requirements, but
has not besn able to undergo training within five (5) days of adminis=
tration having received said application, the Administration shall
issue a provisional authorization,

l. Effectiveness

Said provisional authorization shall be in effect
until the next training and may not be renovated. Such
authorization shall not be issued for persons failing the
examination,
2, Effect
a) The person shall be able to drive as soon as the pro=
visional authorization is issued, but it shall be the
Agency Head's responsibility, to insure that said per-
son is instructed on pertinent regulations,
b) During the period in which provisional authorization
has been issued, the person in whose favor it was issued
shall meet the additional requirements established.
c) The period acting as driver with provisional authorization
shall be considered as part of his training,
d) He shall be covered by Government insurance, and shall
answer for damage caused as any duly authorized Driver.
ARTICLE 112: OFFICIAL APPOINTMENT
The Administrator shall issue the Official Driver, Authorized
Driver, or Special Driver appointments to persons approving both

phases of training, as stipulated in these requlations,
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ARTICLE 1135 QFFICIAL AND AUTHORIZED DRIVER APPOINTMENTS

1SSUANCE PROCEDURE

The Official and Authorized Driver appointments shall be
issued in such a way as to facilitate verification of their correce
tion and validity,

To insure this, they shall only be issued personally, according
to the following procedure;

l. Summons and Registry

Once the Administrator has approved the appointment,

' the person shall be summoned to the Area where, after pre-
senting his summons, he shall be registered in the presence
of the Assistant Administrator or his authorized representa-
tive,

a. 0Only appointments issued personally shall bhe valid, thus
the Administrator may authorize in exceptional cases that
the person in charge of authenticating the authorization,

transfer himself to other agencies in order to carry out

said activity, if the volume thus merits it, When he deems
it necessary, the Assistant Administrator may delegate in
the Agency Superintendent,
2. Documents Delivery
After registering his appointment, the documents shall
be handed to him,
a. Types of Documents
The following accreditative documents of the

corresponding appointment, shall be delivered to the
person,

1) Appointment

The appointment shall be a form, specially

designed, by means of which the candidate is certi-
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fied as a person authorized to drive official

vehicles and which shall contain the following

informationg

a) Name of person,

b) His photo,

c) Office or position held by him,

d) Person's signature,

8) Authorization number,

f) Number and type of Transportation and Public
Works license or that of the Federal Aviation
Agency, or pPorts Authority and its expiration
datse,

g) Authorization issuance date,

h) Expiration date,

i) Agency and program for which he works,

J) Job location address,

k) Social Security,

1) Special restrictions, if any,

m) Specific vehicle, or specific types of vehicles
authorized to drive, when in order.

Authorization

The authorization shall be the one used by

the Driver to identify himself within his agency

or with third parties, Said authorization shall

show that he is duly authorized to drive Govern=

ment vehicles and shall contain the information

that follows:

a)

b)

Person's photo,

Name of person,
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F)
g)
h)
i)

Person's signature,
Authorization number,

Issuance date,

Expiration date,

Agency and program for which he works,
Special restrictions,

Administrator's signature,

Visible Name Tag

The visible name tag shall be made of a

wear resistant material and have the Official Driver's

name printed on it, to be worn at breast level on

his shirt, tor easy identification,

Documents Distribution

Documents certifying official appointment

shall be distributed in the following manner:

1)

2)

3)

Appointment

a) The original shall be given to the Official
Driver,

b) One copy teo the Agency Head,

c) One copy to the Central Personnel Adminise
tration, when in order,

d) 0One copy for the Driver's Record at the Area.

Authorization

Shall be delivered to the Driver.

Certificates

a) The original, to the person upon completion
of each training phase,

b) Photocopy, to the Area for its records.
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ARTICLE 1143 SPECIAL APPOINTMENT ISSUANCE PROCEDURE

Special Driver appointments shall be issued in conformance
with Article 113 of these regulations, but the vehicle to be used
shall be identified,

1. Exception

To Shop employess, authorizations shall be issued as
followss
a. The person sent by the shop to pick up the vehicle or
in charge of returning it afterwards shall show the

ARssistant Administrator or his authorized representa-

tive his drivers license issued by the corresponding

authority, and if the same is valid, he shall be autho-
rized to drive the Government vehicle,

1) The Assistant Administrator shall be able to opt
for checking out the personnel belonging to said
shop, authorized to drive Government vehicles when
granting the contract, provided licenses issued to
them by the Transportation and public Works Secre=-
tary are not about to expire,

2. Procedure

Authorizations to shops employees shall be issued by
means of an adhesive backed paper that shall be adhered to
the right of the front windshield of each vehicle for repairs
duration,

a. Breach of Contract
The pick up or delivery of an official vehicle
by a non-authorized employee can lead to the cancella=-

tion of the contract with the shop,
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The Government shall not be liable for dama=
ges to third parties or property caused by em-
ployees of said shops to bond or insure their
employses,

ARTICLE 115: DURATION

1., (0Official Driver and Authorized Drivers

The original authorization to drive Govermment vehicles
shall be in effect from its issuance date to the expiration
date of the driver's license issued by the Transportation and
Public Works Secretary, the Federal Aviation Agency, or the
Ports Authority, as the case may be.

a. Renovations

Subsequently they shall be effective for similar
periods as those issued by the corresponding authori=-
ties and renovations shall be made in conjunction with
these; but the records shall be reviewed annually based
on rules established by the Administrator.

2. Special Driver

Special authorizations shall expire when the service
to be rendered is completed or the cause for issuing the
special authorization ceases.

ARTICLE 1165 SCOPE
Upon issuing Driver appointments, the Administrator shall indie
cate the scope of the authorization subject to the followings

1. Assignment

The posession of an authorization to drive official
vehicles does not entitle that person to have a vehicle

assigned to him, nor does it authorize him to drive all
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fleet vehicles., This is limited by the rules that follow:

a. Personal (fficial Drivers

Personal drivers shall be those of the Head and
Deputy Head of an Agency and they shall be authorized
to drive only the vehicle assigned or used by his imme-
diate superior,

b. Pool Drivers

Pool Drivers shall be able to drive any official
agency vehicle, but should the Superintendent choose to
assign them specific vehicles, they shall be limited to
such a vehicle,

c. Superintendent

Shall be able to drive all the official vehicles

assigned to his agency,
d. Special Driver

Shall only be able to drive the pool vehicle
assigned to him by the Superintendent for the date and
hour specifically authorized, Said assignment shall
become void once the time indicated by the Superinten=-
dent has elapsed. Said term may not exceed the period
of time required to carry out the functions for which
the authorization was issued.

Use
Authorization to drive official vehicles does not

authorize the Driver to use them for their personal busie

ness, nor that of any official or employee of the agency.
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Maintenance, Care and Control

Posession of an authorization to drive official
vehicles requires from the person thus authorized max-
imum diligence in the use of said vehicles and author-
izes him to carry out minor mechanical work necessary
in the exercise of preventive maintenance or face emer=

gency situations,

ARTICLE 117: RENEWAL

1,

Application

Authorizations to drive official vehicles may be
renewed but not automatically.

When the authorization term ends, the person may be
considered for a new term given the following circumstances:
a. That the Agency Head expressly requests it;

b. That the agency need still exists;
c. That the evaluation carried out by the Area during the
period ending has been favorable.

O0fficial Driver

If the Official Driver should occupy a career posi-
tion, the authorization shall be renewed disregarding par-
agraphs "a" and "b" of the preceding section,

Reevaluation

When reevaluating the Driver to determine renewal,
the Area shall decide if the candidate is capable of con-
tinuing to perform his duties taking into consideration the
followings

a. Accident's record,
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b. Serious violations of the "yeshicles and Traffic Act
of Puerto Rico",

4, Vehicle Exchange

The renewal procedure must be followed when a
Driver authorized to drive one type of vehicle is being
evaluated to authorize him to drive another type. Including
different models in the following categoriess
a. Area transportation vehicles,
b. Sea transportation vshicles,
C. Land transportation vehicles, such as, motorcycles,
cars, heavy equipment vehicles and other,
ARTICLE 118: REVOCATION
Any type of authorization to drive Government vehicles may be
revoked by the Administrator at any moment, for a just cause. A
" just cause" shall be understood to be any of the followings
1. Causes
a. Inefficient handling of duties, according toc the laus,
regulations and rules regulating his activities;
b. Agency Head so requests it,
2, Effect
Another authorization may not be issued until the
Driver involved has been rehabilitated through a resvale
uation, according to the rehabilitation procedure estab-
lished by the Administrator.
ARTICLE 119: DUPLICATE
A duplicate authorization to drive an official vehicle may be
issued subsequent to a sworn request using the forms provided to
such effect by the Administrator when the original is lost, damaged,

stolen or deteriorated, or when the person changes name or signature.
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Before issuing it, the driver's record shall be verified to
ascertain if the same may be issued without further training. Du-
plicates shall show they are duplicates and all previous record,
shall be marked in it as well as the expiration date of the origi-
nal. ©Ouplicate issuance shall be recorded in the perso's record
file.

ARTICLE 120: EMPLOYEE TRANSFER

When an Official Driver has besn transferred to another agency,
he may retain his authorization but it shall be the obligation of
the Agency Head he is leaving to inform the Administration of the
transfer of that employee,

Ruthorized Drivers shill not retain their authorization; rather,
it shall be automatically cancelled.

The Official Driver superior in the new agency shall have to
notify the agency Superintendent about the Official Driver beginning
his work there so that said Superintendent may evaluate him concere
ning nesed for retraining,

It shall be the responsibility of the Transportation Superinten-
dent of said agency to verify the record of the Official Driver and
see to it that he is trained about any changes in the special proce-
dure of the agency pool vehicles involved, and shall notify this to
the Administration,

ARTICLE 121: EMPLOYEE RESIGNATION

Upon termination of his functions as a Government employee,
Official Drivers shall return their accreditative identifications as
such with the Propsrty Settlement Report, when in order, accompanied

by the Transportation Superintendent's Report.
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The final acceptance of his resignation and the corres-
ponding payment settlement, when in order, shall be subject
to the delivery of the identification and the aforementioned
Reports.

The Superintendent shall be in charge of notifying this

event to the Area.
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SECTION F: DRIVERS FUNCTIONS AND OBLIGATIONS

ARTICLE 122: COMPLIANCE WITH ADWINISTRATIVE RULES

Official Drivers shall have to comply with all the rules
and instructions issued by the Administrator.

All Drivers must know, study, and take continuous review
courses on all the applicable Government Fleet regulations, as
well as the provisions of any other regulations, circular letters,
or instructiens from the Administration, |

ARTICLE 123 CONTROL AND CUSTODY

Drivers shall be personally responsible of taking care of
the vehicles used or assigned to them; see that they are adequate-
ly maintained and submit all reports required and inform any inci=-
dent, irreqularity, or accident daily.
ARTICLE 12%s: USE

No Official Driver shall allow the vehicle assigned to him
or that being driven by him, to be driven by another employee;
except, in emergency cases, when it may be driven by another Offi-
cial Driver to the Police Statien, Civil Defense, Fire Department,

Municipal Office or the nearest Administration offices. He may not

transport persons not expressly authorized to be transported in offi-
cial vehicles, except in emergency cases where the life of the person
being transported is at stake. Neither may he leave the route planned
for the specific trip taking place.

ARTICLE 125: LICENSE CANCELLATION SUSPENSION OR LOSS NOTIFICATION

1., Notification

All Drivers shall have to immediately notify the
Transportation Superintendent of their agency about the

cancellation, suspension, revocation, seizure, expiration,
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and/or forfeiture of his driver's license issued by
the Secretary of Transportation and Public Works or
the Federal Aviation Agency or the Ports Authority.

a. Effect of Failure to Report

Non-compliance with this requirement, shall
be considered negligence of his duty as a Driver,
and sanctions may be imposed to him,
2. Ssentences
All Drivers must notify their Agency Superintendent,
as soon as any final verdict of a serious nature has been
dictated against him related with any violation of the
Vehicles and Traffic Act, or any other provision of the
Penal Code related with crimes on the public highways or
involving automobiles,
a. Contents
Said notification shall include a certified
copy of the verdict.
ARTICLE 1263 REPORTS
Drivers shall have to adequately fill out on a daily basis
any form, report or documents related with the driving of Govern-
ment vehicles,
ARTICLE 127: PROCEDURES
Drivers shall faithfully comply with all the procedures es-
tablished related to Government Transportation.

ARTICLE 128:; RESPONSIBILITY AND NEGL IGENCE

No Driver is relieved of his responsibility of driving

carefully, in relation to persons, Government property and
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third parties. Regardless of the seriousness or magnitude of
the problem, situation or emergency, Drivers shall not be re-
lieved of their responsibility if they drive negligently, endan-

gering or injuring the security and welfare of third parties,
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PART VIII:s TEMPORARY MEASURES AND FINAL PROVISIONS

SECTION As SPECIAL REPORTS
ARTICLE 129: ASSIGNED VEHICLES REPORT
Within the first sixty (60) days of the effectiveness of these
regulations, Agency Heads shall submit a report of their pool vehi-
cles assigned for exclusive use by personnel in their agencies, includ.
ing copies of the written authorizations, if any, through which they
‘have been thus authorized.

ARTICLE 130s NEW ASSIGNMENTS REQUISITION

Agency Heads shall have to submit their requisitions for exclu=-
sive use vehicle assignments for some of their agency's personnel
within sixty (60) days after these regulations enter into effect,
This provision shall not apply to Heads and Dsputy Heads holding
said positions on the date these regulations enter into effect.

ARTICLE 131: POOL INTEGRATION OF ASSIGNED VEHICLES

Any vehicle assigned for the exclusive use of a person who is
not a Head or Deputy Head of an agency, shall have to be integrated
to the agency pool or delivered to the Area.

ARTICLE 132: EXCLUSIVE VEHICLES ASSIGNMENT REVOCATION

All exclusive vehicles assignments rendered prior to the
effective date of these regulations to any person who is not a
Head or Deputy Head of agency, is hereby revoked until the Adminis-
trator reevaluates any petition which the Agency Heads may submit
on behalf of said persons. Said vehicles not needed by the agency
pool shall be sent to the Area for reassignment to other agencies.

This provision shall not apply to personnel from the 0ffice of
the Governor.

ARTICLE 133: VEHICLES IDENTIFICATION

Those vehicles not adequately identified when these regulations
become effective, and that should be thus identified, according to
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the provisions of these regulations, shall have to be reported to
the Area and it shall set the date on which said vehicles shall be
identified, O0Once the period established by the Area for the submite
tal of vehicles to be identified has lapsed and there is no just
cause for failing to submit them for identification, they shall be
reassigned to other agencies.

ARTICLE 1345 SHOPS AUTHORIZATIONS REVOCATICN

All authorizations previously conferred to any Government agency
to operate shops or procure services related with transportation with-
out Area intervention, is hereby revoked, with no exceptions at all,

Agencies shall continue operating their pools up to six (6)
months after these regulations become effective. Within said period
they shall have to submit the following to the Administrator:

l, Transportation Superintendent candidate, in the form thus

provided;

2. Vehicle inventory, including:

a. Description of each vehicle,
b. Property number,

c. Use,

d. Assignment,

e. Status,

f. Retainment justification;

3. Shop report including:

a. Number of shops in operation and their location,
b. Copy of original authorization,

C. Personnel available,

d. Future work projection,

e. Basis for job retainment,
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ARTICLE 125%: DRIVERS UNDER PREVIQUS REGULATIONS

A ninety (90) days grace period is hereby grantecd starting on
the date these regulations enter into effect, during which Agency
Heads shall submit their candidates. 0Once this period has passed,
if no candidate recommendation has been received from the agency, it
shall be understood that it is nct interested, nor does it need to
have Drivers appointed to said agency.

Incumberts on the date these regulations become effective shall
be considered Drivers with provisional Authorizations or appointments,
No one having said provisional appointment shall be able to drive offi-
cial vehicles once the ninety (90) days herein stipulated or the train-
ing assigned to the Driver candiuate tor said agency have lapsed, which-
ever of thes two comes later.

ARTICLE 136y New Drivers Record

All irregularities charged to Drivers prior to the effectiveness
of these regulations and which dc rot entail criminal conduct shall be
eliminated from their driver's record and they shall net, in any way,
affect their future records or their possibilities for recognition or

awards as Drivers.
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SECTION B: VIOLATIONS
ARTICLE 137: VIOLATIONS = DEFINITION

Any person shall have violated these requlations if he breaches

any of its provisions or incurs in any of the acts mentioned belows

l. To submit incorrect or fraudalent information with the pure
pose of having an authorization to drive official vehicles
issued to him,

2, To lend or negligently dispose of his authorization for dri-
ving official vehicles or lend it to another person so he
may identify himself as a Government employee or official
without being one; or being one, uses or lends it to gain
access to documents or to official vehicles; or to persuade
any law enforcement agent to act in his favor.

3. To maliciously alter the identification on an official
vehicle,

4. To identify a private vehicle as an official one or use or
change license plates of official vehicles without the Ad-
ministrator's written authorization,

5. To alter, eliminate, substitute or include any unauthorized
identification on official vehicles.

6. To use confidential plates assigned for official business,
or another vehicle, not an official one, or when no official
business is being conducted.

7. To use a "GE" license plate on another official vehicle to
which it dees not belong, or on a private one.

8. To inflict malicious or negligent damages with an official
vehicle to third parties, Government property and personnel,
as established in these regulaticns,

9. To violate the rules concerning abusive or undue use, according
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to the following:

a. Abusive lse

Any action or omission resulting in a negligent
act and causing damage to an official vehicle or to

any person and property of third persons with an offi-

cial vehicle, shall be considered abusive use of an

official vehicle.
b. Undue Use
Undue use shall mean any unauthorized use of an
official vehicle., Thes following shall be considered
undue use:

1) Use in violation of the rules established by the
Administratorg

2) Nonauthorized personal or family use; meaning the
use of the vehicle to transport relatives or for
personal business;

3) Unjustified detour from the assignment route;

4) Use in social functions outside those inherent to
Government and administrative business performed by
the user;

5) Transportation of nonauthorized passengers on trips
in official vehicles;

6) 3reaching of the rules established by the"Vehicles
and Traffic Act of Puerto Ricoy} the Law and Regula-
tions of the Environmental Quality Board and others;

7) Negligent though official use of vehicles;

8) Use in violation of the decorum and moral standards

and the behaviour expected of a good family man.
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ARTICLE 138: ACCIDENTS AND VIOLATIONS

Any unexpected incident occurring while driving an official
vehicle shall be considered an accident,
1. gradation
Accidents shall be considered serious and less serious
depending on the type of occurrence and damage inflicted.
a., Serious
All malicious, negligent or involuntary acts
inflicting damages to the Government fleet or property
in excess of five hundred dollars ($500); or to vehicles
and/or third parties property in excess of one thousand
dollars ($1,000); or to persons, regardless of the amount,
shall be considered serious accidents, such as:
1) Iypes

a) All types of collisions as a consequence of which
damages are inflicted exceeding the amounts men=-
tioned in this Article;

b) 1Illegal appropiation of official vehicles or
other Government properties transported in them
or that are part of them;

c) Violations to the "vehicles and Traffic Act of
Puerto Rico", whose penalty entails a jail term,

b. Less Serious

Any irregularity in relation with any fleet vehi-
cle which is not included in the serious category, such
as but not limited to those listed below, shall be

considered less serious accidents:
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1) Iypes

a) Collisions whose total amount of damages are
less than those stipulated for serious ones;

b) Scrapes, scratches, tire blowouts due to
excessive speed, any damage to the vehicle
that entails its towing, and any other dam-
age or minor mechanical problems occasioned
involuntarily by the Driver or other persons;
or by the negligence of the Driver or third
parties, or maliciously by the Driver or
third parties;

c) Violations to the "vehicles and Traffic Act
of Puerto Rico", involving fines.

ARTICLE 139s RESPONSIBILITY

When intentionally, maliciously or negligently any employes
inflicts damages on property of the Commonwealth of Puerto Rico or
of anyone of its organisms in anyone of its Branches of Government
or on the property of third persons, independently of whether the
Government insurance covers the same or not, the amount of the dame
age or expenses incurred by the Government may be claimed to the
employee, subject to the rules established in these regulations,
ARTICLE 140: _PROCEDURE IN CASE OF ACCIDEN?S

In the event of an accident involving vehicles the following
procedure shall be in order:

l. Puerto Rico pPolice Notification

The accident shall be immediately notified to the
Police Station or police patrol nearest to the site of the

incident,
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Accident Report

The Driver shall write up, on the form thus provided,
a report of the events that occurred., Said report shall be
submitted within twenty four (24) hours of the occurrence, to
the Superintendent of Transportation under whose jurisdiction
he works. If the notification period should fall on a holi-
day, the notification to the Superintendent shall be made
immediately by telephone from the place of the accident or
from the Police Station, whichever is more convenient.

In agencies where there are no Superintendents, notifi-
cations shall be made directly to the Area.

Action by the Superintendent

The Transportation Superintendent shall refer to the
Area the report with comments, approving or revising the
same, as soon as he receives it,

In the case of Assistant Superintendents, they shall
submit their report directly to the Area but shall send a
copy to the Superintendent of the agency.

pfficial Investigation

Once the accident report has been received, the Area

shall submit the matter to investigation by the authorized

representative of the Assistant Administrator in those matters.

a. Content
The Investigator's Report shall be limited to the
facts gathered through witnesses or documentary evidence
and under no circumstances shall it include Findinggof
facts or Conclusions of Law.

b. Evaluation by the Assistant Administrator

The Investigator's Report shall be submitted to the
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Assistant Administrator, who at his discretion, he

or his authorized representative shall evaluate the

evidence and determine if the Driver is liable or not.

1)

Hearing

No Negligence Determination

If the Assistant Administrator or his autho-
rized representative should determine that the Driver
was not negligent, the matter shall be filed, and the
Driver shall be notified the final determination of
no negligence. A copy of it shall be sent to the
Agency Head through the Superintendent of Transpor-
tation, who shall be in charge of having it reach
all the internal divisions of the agency dealing
with the matter.

Preliminary Negligence Determination

If the Assistant Administrator or his authorized
representative should conclude that the Driver uas
negligent, his record file shall be sent to the Agency
Head, who shall determine, in conformance to what is
further on established, if the evidence collected
sustains a negligence charge or a charge of vioclating

the rules established in these regulations.

The person designated by each Agency Head in these

cases shall evaluate the evidence and determine if it can

sustain a negligence charge. If he thus concludes, he shall

set a hearing date on which the Driver may present evidence

on his behalf.
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1) Procedure
The procedure to follow in setting, notifying,
and holding a hearing shall be the same as that
followed for any other disciplinary action in
Government and a record shall be kept of the same.
2) _Report
The person designated by the agency head shall
submit a report including the following four (4)
parts: Finding of facts, Conclusions of Law,
Determination of liability level and Recommen-
dation of sanction to be applied, according to
the provisions of these regulations.
a) If it is concluded that the employee is liable,
a report shall be submitted to the Agency Head.
b) If it is concluded that the evidence exomnerates
or is not conclusive concerning the liability
of the employee, notification to such effects
shall be issued to the employee, the Agency Head
and the Area. The case shall be closed.

Agency Head Resolution

In those cases where the employee is found liable, the
report shall be referred to the Agency Head for approval or

rejection.

The final decision in the case shall be made by the Agency
Head, who shall notify his decision to the employee, the agency
Superintendent, if any, and the Area for the corresponding action.

Review

If the employee wishes so, he may file for a review of
the Findings of facts or the Conclusions of Law at the
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"personnel Administration System Board of Appeals", within
thirty (30) days of being notified of the Agency Head's
decision,

Applicable Sanctions

The Agency Head may impose any of the sanctions pro-
vided in these regulations, but, revocation of the autho=-
rization for driving official vehicles may only be imposed
given and proven one of the situations herein expressly
stipulated; in which case, the Agency Head shall have no
alternative but to impose said sanctions.

1) Application Revocation of Authorization to Drive

Official Vehicles

a) When the act committed has been one against the
moral or dignity of any human being, or the conduct
and decorum expected of a Government employes.

b) When involving an accident which entails the total
loss of an official vehicle, if the Driver was found
to be negligent,

c) When an official vehicle has been utilized for the
commission of a serious crime or involuntary mans-
laughter.

d) When the official vehicle has been used for the
commission or violation of the Vehicle and Traffic
Act of Puerto Rico in the following cases:

(1) Driving while intoxicated,
(2) Driving negligently,
e) When the Driver is a frequent violator of Govern-

ment transportation rules.
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article 141: ACCIDENTS REPAIR AND PAYMENT PROCEDURE

1.

2,

3.

4.

Repairs not Covered by Insurance

When an accident involving an official vehicle
occurs, independently of who occasioned the accident,
the Administration shall repair the vehicle or shall
authorize the same to be done by a private shop.

The Administration shall collect from the agency
to which the vehicle is assigned, the cost of its repair;
and in cases when it has been repaired in a private shop,
the special procedure approved to such effect shall be in
order,

Insurance Covered Repairs

If the vehicle involved in an accident is insured
and the damage covered by the insurance, the Administra-
tion shall be the only one to file a claim with the insur-
ance company on behalf of the Government,

Repairs Covered by Third Parties Insurance

When an official vehicle sustains damages inflicted
by a vehicle of a third party whose negligence has been
accepted by him or by his insurance company or established
by a competent court, the agency having the vehicle assigned
to it, shall pay for the repair to the Administration and
proceed to collect directly from the third party or its insur-
ance company, The Administration shall send a copy of the
Investigator's Report to the agency, and all details related
with the company and persons liable to claims,

Payments Difference

Any difference between what the insurance company pays
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for damages to the vehicle and the real cost of repairs
shall be borne by the agency to which the vehicle was
assigned on the date of the accident.

ARTICLE 142: COLLECTION IN CASE OF ACCIDENTS AND OTHER EXPENSES

1. Malicious or Negligent Damages to Vehicles with Collision

Coverage

If it were determined that the Driver's malice and/or
negligence caused the damages, the Government, or itg insurance
company shall pay them; but in turn, the Driver may be requested
to:

a. Pay the insurance coverage deductible amount;

b. Pay for damage not covered by the insurance

2. Damages to Vehicles Insured without Collision Coverage or not

Insured

If the Driver should inflict loss or damages to official
vehicles not insured or without collision coverage, and if it
were determined that it was his fault or negligence, he shall
be asked to pay for the cost of the repair or the loss of the
vehicle in present United States currency. If total loss is
collected the amount to be collected shall be based on Full
Market Value of the unit and not the Book Value in Adminis-
tration records.

If loss or damages were inflicted on non-insured official
vehicles and the Driver was not quilty or negligent, he may not
be charged with the cost of the repairs, nor loss or damages

to the official wvehicle.
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Damages Inflicted Due to Employed Third Parties Negligence

If the Driver should prove that the nearest cause of the
accident was the guilt or negligence of other persons related
with the fleet such as mechanics, Transportation Superintendents,
or Assistant Superintendents, or others; or was due to hierarchical
obedience such as contemplated in Article 30 of the Penal Code
of 1974, the Driver shall not be liable for the damages, and
these shall be collected proportionately from the person who
caused the accident, if proven as such.

Unlawful Acts

When a Driver incurs in unlawful acts due to instructions
received from his immediate supervisor, suchas as personal
business for them; or incurs in due use of vehicles, he or
the person who induced him to carry out such action shall be
the one to bear the cost of the time which the vehicle was
out of official service, based on the open market rate per
hour for a rental vehicle.

Fines Received in Official Vehicles

If a Driver is fined by a court for minor violations to
the '"Vehicles and Traffic Act of Puerto Rico'" while driving
official vehicles, he shall be liable for the total amount
of the fine.

Accusations

Agency Heads may at their discretion, authorize their agency's
lawyer to represent, free of charge, any Driver, if he merits it.

Parking Tickets

If a Driver is given a parking ticket in an official vehicle,
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he shall be liable for the fine which the ticket entails.

8. Parking Expenses

Drivers will be reimbursed all exprenses in which they
may incurr in private parking lots, where government cars
may be parked.

ARTICLE |43: COLLECTION PROCEDURE

‘When according to wheat is established in the preceding
Article of these regulations,any Government employee is imposed
the sanction of reimbursing the cost of the repairs or parte of
it and the employee accepts it, the following procedure shall be
in order:

1. Area Notification

The agency shall notify the Area of the collection decision
and total amounts to be collected from said employee.

2. Collection

The Finance Unit of said agency shall be in charge of the
corresponding collection procedures.

3. Limitation

Administrative procedures may not be imposed employee refusing

to accept said responsibility.

4. OEtions
a. ReEairs

When a Driver voluntarily offers to repair a vehicle at
a private shop that is not under contract with the Adminis-
tration, said repair may be authorized subjecto to the
following:

1) The offer shall be submitted by the agency or the
Administration Investigator (depending on the stage
at which it is made) for the Assistant Administrator's
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approval or that of his authorized representative who
shall use his own determination subsequent to the
investigation or physical inspection of shop at issue.

If it meets the minimum requirements set by the Araa

for private shops compliance, the Assistant Adminis-

trator may authorize the repair, subsequent to the

completion of the corresponding form thus provided.
b. Deduction Authorization

An employee, who accepts responsibility prior to
the investigators report or at any other stage, who
offers to pay part or all repair cost, shall have to
£ill out and sign the salary deduction authorization
card, provided him to such effects; or shall make imme-
diate payment in current legal U.S, currency oOr certi-
fied check.

The person not able to make full payment may request
‘a payment plan, authorizing in writing a direct deduction
from his salary, in accordance with regulations approved
by the Secretary of the Treasury Department, under the

provisions of the "Accounting Act of Puerto Rico".
In these cases the person shall have to fill out

the form thus provided, which in turn will be sent

to the finance unit of the corresponding agency for

the salary deduction in order.

5. Judicial Claim

In case the employee should refuse to pay the amount set
at the discretion of the Agency Head, and in exercise of the
provisions of the "Accounting Act', he may refer the matter
to be settled through judicial means. In these cases, the

Administration shall be notified as to the action to be taken.
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COLLECTION PROCEDURE AGAINST THIRD PARTIES

When third parties admit their liability and agree tc pay

the cost of damages or part of it, they shall have to fill out

the "Payment Commitment" form, provided to such effects.

When the agency having the vehicle assigned has made a total

or partial payment for the reparations of the unit, it may resort

to the particular citizen for the total amount or for that portion

not covered by the insurance. This claim shall be made according

to the provisions of the "Accocunting Act of puerto Rico", which shall

be enforced by the agencies at the discretion of the Agency Heads,

ARTICLE 145:

PENALTIES

l. Any person breaching the provisions of these regulations,

and found in such a breach, may be imposed anyone of the

followirg penalties by the competent authority:

Q.

Submit the matter to the Department of Justice, under

the provisions of Article 32 of Public Law 164 6f June
26, 1974, as ammended, which provides that any person

who violates the regulations adopted under said law shall
incur in a misdemeanor which shall entail a fine of no
less than fifty dollars (§50) nor greater than twoc hun-
dred and fifty dollars ($250) or imprisonment for a term
of no less than a‘month nor greater than six (6) months,
or both penalties at the discretion of the Court. This
action may only be conducted by the Administrator, at his
discretion, or at the Agency Head's request.

Revoke or suspend the appointment as Driver, Superinten-
dent or Assistant Superintendent, as the case may be.
Revoke use authorization or exclusive assignment of a

vehicle., This penalty may be imposed by the Administrator



. - 146 - '

or the Agency Head. 1In the case of Heads or Deputy
Heads of agencies the revocation shall be made by the
Governor,.

d. The Assistant Administrator may refer the report to
the Agency Head, so that he may, at his discretion,
proceed to impose one of the sanctions authorized by
Article 6 of public Law No. 5 of QOctober 14, 1975, as
amended, known as the "public Service Personnel Adminise
tration Act®,

e. File a civil suit against him to recover the amount of
any disbursement made unnecessarily by the Government
as stipulated in paragraph"c"of Article 16 of public
Léw 164 of July 23, 1974, as amended, known as the
“"General Services Administration Act"™; which provides
that any Purchase Order or Contract executed in vicla=-
tion of that Law or of the regulations adopted under it,
shall be void and without effect; and'if public funds werse
invested in it, their amount may be recovered on behalf of
the Government in an action filed for such purposes,

f. Collect an amount equal to the market rental rate of
vehicles used for private purposes, without authorization
from the Administrator.

g« Request the cost of repair of damages inflicted on
Government property, if it were not recoverable from
any other available source.

2. Restriction

a. Penalties other than those established in these regu=
lations may not be imposed on any Government employee

for acts related with the Government fleet.
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No Government emplcyee may be concurrently imposed

more than one of the penalties established in these

requlations, except the following:

1) Revocation or suspension of the authorization
for driving official vehicles.

2) Payment fcr damages suffered by the unit or ex-
penses incurred in its repair if the employee

accepts it.
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SECTION C: INCENTIVES AND ANA&&‘S

ARTICLE 146: INCENTIVES PROGRAM

1.

Dfficial Drivers

An incentives and awards program is hereby created
in the Administration, in charge of the Transportation
Assistant Administrator for the annual recognition of
the efficient labor rendered by all Government Official
Drivers.
Use of Private Transportation Means Promotion

With the purpose of promoting public policy established
concerning the use of private vehicles, the following is
hereby establisheds
a. Mileage

Any Governmént personnel utilizing their private
vehicles or public transportation means, instead of
the official transportation for official business shall
be entitled to be paid for the mileage travelled at the
rate established by the Secretary of the Treasury, prior
to consultation with and recommendation of the Adminis-
trator.

b. Others

The Administrator in consultation with the Secre-
tary of the Treasury and the Budget Bureau Director,
shall establish other benefits to promote the use of
private vehicles, in substitution of official vehicles
for official purposes.

Reimbursements for Special Expenses

The cost for any service, material, or parts incurred
in by an employee in case of an emergency, shall be reim-

bursed provided he submits the corresponding invoice and

Jjustification within two (2) working days after making the
payment,



. - 149 - .

SECTION Ds DOCUMENTS

ARTICLE 147: DOCUMENTS DISPOSITION AND SAFE-KEEPING PERIOD

l.

Personnel Records

Documents belonging to the perscnal record file of
persons with appointments as Drivers, Superintendents,
Assistant Superintendents, shall be retained in the Area
Active Files, while the person holds that position or
office in Government, or while the authorization lasts,
whichever of the two is the longest,

Once employees or officials, for any reason, cease
their functions in Government, or any person who is not
a Government employee, reaches sixty five (65) years of
age, their records shall be transferred to the inactive
files of the Area for a ten (10) year period, at the end
of which they may be disposed of, in accordance with the
provisions of Public Law No. 5 of December 8, 1958, as
amended, known as the "Public Documents Administration
Act of the Commonwealth of Puerto Rico" and regulations

approved under it,

Vehicle Records

Documents which are part of the official vehicles
record file shall be retained in the Area Active Files
while the vehicle is Government property, regardless of
the Governmental organism to which it is assigned,

Once the vehicle is transferred to a private entity
or person other than the Government, the record shall be

placed in the inactive files of the Area for a period of
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ten (10) years at the end of which it shall be disposed
of according to Public Law No. 5 of December 8, 1955,as
amended, and requlations approved under it.

ARTICLE 148: DCCUMENTS AND PROCEDURES: TEMPORARY EFFECTIVENESS

All forms, documents, or special procedures not covered in
these regulations, concerning the subject matter of these regula=-
tions, even though they may have been approved under other regula-
tions revoked by these, shall maintain their effectiveness until

new forms are issued and new procedures approved.
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SECTION E: FINAL PROVISIONS

ARTICLE 149: DEROGATIONS

Regulations No, 57-1 of the Transportation Office "Establi-
shing the Procedure to be followed in the Handling of Motor Vehi-
cles" of November 9, 1956; Regulations No. 3 of August 22, 1949 of
the Transportation Qffice "For the Acquisition, Use and Sale of
Everything Related With Motor Vehicles Assigned to the Executive
and Judicial Branches of the Government of Puerto Rico"; Regula-
tions No. 4 of August 5, 1952 “For the Use of Private License pPla-
tes on Motor vehicles under the Contrcl of the Insular Government
Transportation Office"; the Transportation Office Requlations of
August 18, 1949; Circular Letters 63-4 of February 27, 1963, ASG-
74-26 of February 26, 1974; "grientation Course for the Granting
of Authorization to Drive Cfficial Vehicles" ASG-74-27; ASG-74-40
of June 13, 1974; ASG-75-17 of November 15, 1974; ASG=75-19 of
December 6, 1974 "Registry of official Holding AT-14 "fotor Vehi-
cle Driving Authorization Application"; ASG-77-8 of August 24, 1976;
ASG-77-10 of September 8, 18976; Administrative Bulletin 3421 of Cctober
3, 1977; and Administrative Bulletin No. 3586 of January 25, 1979; and
any other rule, regulation, circular letters, authorization or order
issued about the same topic before the effectiveness of these regula=-
tions, even though its provisions may not be contradictory with those

of these requlations.
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ARTICLE 150: EFFECTIVENESS

These Regulations shall enter into effect thirty days
after filling them with the Secretary of Sate, according

to provisions of the '"Regulations Act of 1958".

APPROVED IN SAN JUAN,PUERTO RICO today, the day of

LEOPOLDO MERCADO SANTINI
ADMINISTRATOR

TRANSLATOR'S CERTIFICATION
I hereby certify that I have
faithfully and correctly translated
these Regulations from their original
version in Spanish into English, to
the best of my professional knowledge.
Nellie Diaz de Gorbea

Professional Translator
A.P.T. A.T.A.

1

1979.



