PROCESS FOR LEASING VEHICLES FOR OFFICIAL PURPOSES, EXCEEDING 60 DAYS AS FOLLOWS

(NOTE: INCLUDES PASSENGER AND/OR CARGO CARRYING VEHICLES FOR NEW OR RENEWAL REQUESTS)

· Unit establishes a need to lease a vehicle beyond 60 days.

· Unit contacts the ISC Portsmouth Vehicles Manager/Jerry Cherry regarding status of immediate availability of GSA Vehicles; via e-mail.

· ISC Portsmouth Vehicles Manager provides guidance via e-mail regarding immediate availability and/or providing attachment GSA Vehicle 751 MOU to be filled out by unit listing their needs, including options. 

· Unit provides GSA Vehicle 751 MOU to ISC Portsmouth Vehicles Manager, via e-mail.
· ISC Portsmouth Vehicles Manager forwards e-mail to GSA Fleet Management w/attachment GSA Vehicle 751 MOU including/options inquiring as to the availability and if not available, requesting the need for permanent vehicle be placed on a waiting list.

· GSA Fleet provides e-mail to ISC Portsmouth Vehicles Manager regarding availability and/or status of waiting list for future vehicle.

· Depending on GSA's response, unit prepares a memo to be forwarded via through ISC Portsmouth Vehicles Manager to COMDT (CG-441) requesting final approval from COMDT to lease vehicle.

NOTE:  ISC Portsmouth Vehicles Manager is available to assist w/requirements needed on unit memo
· ISC Portsmouth Vehicles Manager reviews/endorses memo and forwards to COMDT CG-441 for final decision.

· COMDT CG-441 reviews/provides final endorsement w/specific guidance in obtaining a vehicle.

· If the final outcome is to lease a vehicle outside of GSA Fleet and if the aggregate amount exceeds the Warranted Contracting Officer's authority at the unit level, the procurement request package must be forwarded to ISC Portsmouth Procurement Division, attention Louisa Griffin for further action in obtaining fair and reasonable pricing within the guidelines of the Federal Acquisition Regulations.

!!!!!!IMPORTANT NOTE!!!!!!

ALL CORRESPONDENCE INVOLVED WITH THE ABOVE PROCESS MUST BE ATTACHED TO THE SUBMITTAL PROCUREMENT REQUEST PACKAGE FORWARDED TO ISC PROCUREMENT DIVISION.
In the event there is no proof of review by ISC Vehicles Manager, GSA Fleet and Headquarters (CG441), the ISC Procurement Division will not proceed for action until all correspondence received.

If you have a current Service Maintenance Contract for leasing of vehicles that is up for renewal you must go through above approval process each time a new period begins (if the need for leasing a vehicle exceeds 60 days).

NOTE:   Do not split procurement requests to get around the 60 day rule approval requirements!

Your prime POC for this process is Jerry Cherry, ISC Portsmouth Vehicles Manager. If you need assistance on the procurement side of the house contact Louisa Griffin, Dale Kendrick or John Lukondi.
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