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November 6, 2008

IOWA INSTRUCTION 360-381 — REQUIREMENTS FOR INCIDENTAL MOTOR VEHICLE
OPERATORS

Part 381.0 PURPOSE
This lowa Instruction sets forth Natural Resources Conservation Service (NRCS) policy
relative to the approval required and control necessary to ensure that incidental motor
vehicle operators are properly licensed and responsible.

Part 381.1 SCOPE
All NRCS employees and all non-federal employees working under a cooperative
arrangement with NRCS who are required to operate a government motor vehicle to
carry out the duties of their position are covered by the requirements of this Instruction.

Part 381.2  FILING INSTRUCTIONS
This lowa Instruction will be placed in the following location:
S:\Service_Center\NRCS_statewide_shared\lowa Bulletins and Manuals\lowa
Instructions\360 - PER — Personnel.

Part 381.3 EXHIBITS

See the enclosures.

Richard Sims

State Conservationist

Enclosures
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1. PURPOSE:

This lowa Instruction provides the requirements and responsibilities for driving a government
vehicle.

2. ROLES AND RESPONSIBILITIES:

All individuals who drive government vehicles must have a valid state driver's license and be
authorized by their supervisor to operate the vehicle.

New NRCS employees will be provided the enclosed memorandum by their supervisor.
This memorandum is completed by the employee and his/her supervisor and filed by the supervisor
in each field, area, or State Office under file code 360-17.

3. PROCESS:

All non-federal employees (i.e. district employees, volunteers, etc.) working under a cooperative
arrangement with NRCS may drive NRCS vehicles when they are performing NRCS work in a

government vehicle; however, they must complete the enclosed memorandum and submit to their
supervisor.

All government vehicle operators are required to notify their immediate supervisor of any citation for
moving-traffic violation as soon as practical after the citation. The supervisor must also be notified as
soon as practical of the disposition of the citation, including suspension or revocation of the state
driving license. Failure to make a timely report will result in disciplinary action against the offending
employee.

This policy may be found in Title 360 of the General Manual, Part 420 — Safety and Health
Management Program, Subpart O — Safety Requirements for Incidental Motor Vehicle Operators. It
may be viewed online at http:/policy.nrcs.usda.gov/GM 360 420 o.htm.

The form “Requesting Permission to Operate A Government Vehicle or To Obtain A Government ID
Card” will no longer be used to obtain permission to drive a government vehicle. Questions
concerning this lowa Instruction may be directed to Chris Knudsen, Human Resources Manager, at
(515) 284-2587.
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Richard Sims

State Conservationist

Natural Resources Conservation Service
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Subject: PER - Safety and Health Request for Authorization to Date:
Operate Government Vehicle
To: File Code: 360-17

I, request authorization to drive a government owned or leased
vehicle in order to carry out my job responsibilities, and | am providing below the following information:

1. Number of current valid state driver’s license:

State Issued:

2. List of arrests or summonses for violation of motor vehicle laws (excluding non-moving
violations) and convictions (if none, so state), also provide dates.

3. Any suspensions or revocations of state license or agency driver authorization within past five
(5) years (if none, so state), also provide dates.

4. Any motor vehicle accidents within past 5 years (if none, so state), also provide dates.

| agree to notify my supervisor should any of the events listed in Section 420.159, Subpart O, Part 420
of the General Manual, Title 360 (Personnel) occur.

(Signature of Employee) (Date)

SUII:’ERVISORY CERTIFICATION:

| certify that the employee identified above is in possession of a valid state driver’s license and is
physically and mentally capable of operating a government owned or leased vehicle without hazard to
himself/herself or others.

(Signature of Supervisor) ‘ (Date)
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