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SUBJECT:  Vehic¢le Control Dfficer Appointmeni

Effective the date of this letier, you are hercby appointed as a Vehicle Control Officer (VCQ)
pursvant to TSA MD 200.53, Moror Vehicle Fleet Managemen.

Responsibilitics

T your capagity as a VOO, you will be recountable for the compliance oversight refated to
pelicy and procedures concerming the use and conirol of TS A-owned ar leased motor vehicles.
Your vesponsibilities will include, but are not limited to;

s Monitoring vehicle operations within your delegated area of responsibility and ensuring
compiiance with all applicabie provisions of the Fleet Program

»  Maintainting liaison with your immediate sapervisor and site management with vegard to
¢hanging vehicle operational and reporting requirements

¢ Preparing, maintaining and submitting records and reports as required

o Verifying payment of invoices for vebicle expenses and documenting those costs in the
vehicle file '

e On at least a quarterly basis, inspecting each vehicle to ensure the operabitity of all required
vehicle equipment (e, road {Jares, juck, spare tice, ete.}, and inunediately addressing any
deficiencios

e Preparing status reports outlining the results of monthly and/or quarietly inspections for
subtiission to the appropriate otfice official

¢ Providing and updating, as needed, the following information indicating you have read and
undersland your responsibilities under the ferms set forth in this designation
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Acknowledgement of Receipt

This appointroent i not effective until you acknowledge receipt on the signature line below.
Your signature also serves as certifieation that you have read and understand the conlents of TSA
MD 200,53, Mater Yehicle Fleet Management,
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This appointment 15 valid until cancelled and/or superseded by the Approving Official or his/her
designee, All lacations subwnit completed form to GPM at fleet transportation(@dhs.gov or by
facshinile at (871) 227-2569. Field locations must copy the appropriate DPMO.
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