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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Vehicle Purchase Procedure
General 
Fleet Management, a division of the Department of Administrative Services, carefully monitors the number of vehicles operated and maintained by the State of Georgia.  A fleet management system, VITAL (previously MAXIMO), is utilized to provide the information needed by the state for this purpose.  When requesting a vehicle, the college must justify the need for a new vehicle and obtain approval through the VITAL system.
Vehicle Purchase Guidelines
1. First, the college must determine that a new vehicle is justified.  Most new vehicle purchases are replacements for vehicles that are ready to be surplused due to age, high odometer readings and/or costly repair costs.  Additions to vehicle fleets are rare.
2. Determine what type of vehicle is needed and if the vehicle is available on the Statewide Contract the State Purchasing website.  If the contract is not available or does not suit the college’s needs, then the college will have to develop specifications and process a bid for the vehicle.  The bid cannot be posted until the proper approvals are received.
3. The college must initiate the request for a new vehicle through the VITAL system.  Information required in the request includes the make, model and features of the vehicle needed, detailed justification for the new vehicle, use for the new vehicle and the vehicle being replaced as well as the disposition method.  The college must indicate whether the purchase order will flow from VITAL to PeopleSoft.  This method is preferred by the State of Georgia.

4. The vehicle request must be approved by Fleet Management and the Office of Planning and Budget.  If these parties approve the purchase, the college will receive an email of the approval.  The college will then change the status of the vehicle request to APPR (approved) in VITAL.  Throughout the process, the college can see where the request is in the approval process by accessing the request in VITAL.

5. Once the status is updated to APPR and if the request indicated that VITAL would create the purchase order, VITAL will issue the purchase order for the vehicle purchase.  This purchase order information should interface into the PeopleSoft Purchasing module.  The Purchasing staff will review the purchase order to ensure that all pertinent information is included.  It can be updated to reflect any additional information needed.  Fleet Management stresses that the purchase order created in VITAL should be used for the actual purchase and not replaced with a purchase order issued through the PeopleSoft Purchasing module.

6. The purchase order should be printed and faxed to Fleet Management.  Fleet Management must stamp the purchase order approved and return it to the technical college.  At this point, the technical college can send the purchase order to the vendor.

7. When the vehicle is received, the college must receive the vehicle in PeopleSoft in order to pay the vendor for the vehicle.  Once this occurs, PeopleSoft will interface with VITAL.  VITAL will then establish a vehicle record for the new vehicle to track maintenance and fuel costs.
8. Insurance:  For vehicles that are newly purchased, the vehicle will need Auto Physical Damage insurance coverage.  The technical college must notify Fleet Management that APD insurance is needed.  Fleet Management will check the APD box on the vehicle record and coverage will be effective.  Liability insurance while driving on state business is provided through the General Liability coverage.  An insurance card should be kept in each vehicle and is available on the DOAS website
9. Car tag and title:  Each vehicle must have a title showing the technical college is the owner of the vehicle.  The title should be obtained from the vendor with the invoice and other paperwork at the time the vehicle is received by the technical college.  If the vehicle will be driven on the road, the vehicle must have a tag.  The technical college should contact their local tag office to obtain a tag.  A tag fee may be charged but the technical college should not pay ad valorem or sales tax.  You should present documentation of insurance coverage when obtaining a tag.

10. Gas Card:  The State of Georgia has a fuel card program through Wright Express (WEX).  In this program each vehicle has a designated card so when a new vehicle is purchased, a card must be ordered through Wright Express.  The card can be used for fuel, emergency services and minor repairs and maintenance.  Using the card saves federal excise taxes and state and county sales taxes.  In order to use the card, an employee must have an ID entered in the WEX system.  Each time the card is used, the employee ID and the odometer reading must be entered for acceptance of the transaction.  The website for WEX online is https://portal.wexonline.com/ecom/?source=wol&CFID=1677303&CFTOKEN=26741672&jsessionid=ba3092e213931f2e715eTR.  To order a card, you sign in the website; go to Account Maintenance; click on Card; click on Add.  You will need to choose Gold as the Plastic type (card type).  Leave the Vehicle Card Number blank as that will be assigned by WEX.  Enter the Vehicle ID Number (determined by the department or technical college), the Vehicle Description, the VIN, the License Plate Number, the License State and the Profile.  The Profile sets the limits on the card such as the number of transactions per day, dollar amount authorized per transaction and the dollar amount authorized per day.
11. Maintenance and Repairs:  All vehicle repairs and maintenance records should be recorded in VITAL to document the costs and R&M records for each vehicle in the technical college fleet.  This allows the technical college to determine if the vehicle is becoming too costly to maintain.  The college can enter all of these records manually into VITAL or the college can sign up for Automotive Resources International (ARI) which will electronically update VITAL with the vehicle maintenance records.  ARI service includes a toll free number, call center, emergency roadside assistance and vehicle maintenance service.  These services are provided by a network of vendors which are found nationwide with over 3000 in Georgia.   A network vendor provides the services at a discounted cost.  To sign up for ARI, the technical college should contact Fleet Management.
12. Driver’s Alert:  All vehicles driven on the road should be recorded in the Driver’s Alert system and have a Driver’s Alert decal on the vehicle.  If you do not have a decal, you may request new decals through the Driver’s Alert system using the “Decal Request Form’.  Once these decals are received, the college should assign a decal number to the new vehicle and adhere the actual decal to the vehicle.  The company charges for additional decals.  To record the vehicle in Driver’s Alert, you will use the “Decal/Vehicle List Edit Form”.  The system will have the decal numbers provided to your technical college entered in the system.   After assigning the decal number to the new vehicle, the college should enter the vehicle information for this assigned decal number.  The identifying information includes the license number, vehicle number (from VITAL), color, type, comment (make and model), driver name and VIN.  Only a few of these fields are required.  The website for Driver’s Alert is http://www.driversalert.com/en/default.aspx.
VITAL website:

http://amp.ga.gov:7001/maximo/ui/maximo.jsp?event=loadapp&value=startcntr
VITAL UPK tool:

http://amptest.ga.gov:7001/amod/toc.html

