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Assessed Organization(s): BSS (Business Services Section) Transportation Services (fleet management
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Report content

This report contains the following sections:

Assessment activities & scope

Scope limitations

Fleet management activities along with a brief description of routine tasks done
Description of the implementation & effectiveness of the fleet management activities
Conclusions

Findings, Observations, & Recommendations

Assessment activities & scope:

Implementation & effectiveness of controls for fleet management activities were examined via interview
& document review. Fleet management activities that are performed within the BSS Transportation
Services department to comply with 41 CFR 109-38.5102 (Public Contracts & Property Management)
were observed. These activities were evaluated against selected sections of Fermilab’s Integrated
Quality Assurance (IQA) 1001 and Fermilab Integrated Contractor Assurance Program (FICAP) 3901
requirements.

Scope limitations:

Vehicle justification required by DOE (41 CFR 109-38.5102 paragraph b) is outside the scope of this
assessment because all vehicle justifications are performed at the Division/Section/Center (D/S/C) level
with advice from BSS Transportation Services. The scope of this assessment was further restricted to
vehicles that are licensed for use on public roads.

Fleet management activities reviewed within this assessment can be summarized as:
e Prepare & coordinate with D/S/C vehicle needs with request for requisitions for Fiscal Year:

This activity is accomplished by interacting with D/S/C representatives at the Fleet Utilization
Committee (Fleet UC).
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o Oversee & categorize new vehicles in fleet data files
As the vehicle population mix changes with additions & subtractions of the fleet, this is recorded
in the fleet data files to complete this categorization.

e Oversee development, approval and compliance with Local Use Objectives (LUO). Lead
discussion regarding fleet issues, including compliance with LUO.
The Fleet UC is the body that oversees the LUO compliance activities. The Transportation
Services Manager is the Chair of the Fleet UC. The Fleet UC reviews utilization and Fleet UC
minutes contain a record tracking non-compliance with LUO.

e Compile fleet utilization statistics and distribute
Updating the vehicle mileage report spreadsheet accomplishes this activity.

o Work with D/S/C to comply with regulations
The Transportation Services Manager interacts with D/S/C representatives of the Fleet UC to
clarify requirements and resolve issues when raised.

o Oversee executive order requirements for fuel consumption and alternative fuel usage.
The Fleet UC reviews fuel consumption & alternative fuel usage recorded in the vehicle mileage
report spreadsheet monthly, quarterly, & yearly.

o Review fuel usage statistics at least quarterly
The Fleet UC reviews the fuel usage statistics vehicle mileage spreadsheet monthly, quarterly, &

yearly.

Description of implementation & effectiveness of practices assessed:

Assessments:

Fleet management activities are formally audited as part of the overall Business Services Section Audit
Plan (File 1). Files 2 through 4 provide objective evidence of assessment activities. These activities
include statistical analysis & graphic representation of data, internal assessment activities through the
BSS Section assessment program, and planning & scheduling assessments. Formal assessments in the
form of audits are not conducted internally within the fleet management activity due to the perceived
low risk using a graded approach.

Documents & Records:

Evidence of compliance to the BSS records policy, such as retention time, classification of document
type, and unique identification of records was absent in records reviewed. Six of the thirteen records
reviewed (Files 2, 5, 6, 7, 8, & 9) did not have required revision control. Only one document, File 5, had
an assigned number but revision control was not complete. Other records have content that do not
require revision control including letters, e-mails, and working spreadsheet printouts.

Document controls do not conform to the requirements of Director’s Policy 13 which require document
numbers, revisions, and other specific requirements (See Director’s Policy 13). Documents and records
are maintained in a shared drive with control maintained by permissions set by MIS. In one case, the
issue date of the document, “Local Use Objectives” with footer “LUO2008”, had the electronic filename
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“LUO2009” (File 6). Although this was intended to be a year 2009 document, no reference to 2009 was
found in the document. The disparity between the date in the footer (2008) of the document and the
filename (2009) of the document leads to further confusion.

The experience & expertise of the personnel involved with these records tends to mitigate the potential
problems with the current document/record management system.

Reporting:
Requirements for reporting are met through the compilation and periodic review of operating data for

fleet maintenance. File 7 contains one quarter’s worth of data for the Vehicle Mileage Report. The
yearly report includes all 4 quarters. The data input for this spreadsheet is obtained from Files 8, 9, 10,
& 11as well as other sources. Quarterly reports are reviewed at the Fleet UC & actions are recorded in
the meeting minutes (File 4).

Training & Qualification:

Required Fermilab training activities, such as maintaining TRAIN, and ITNA records are completed for
personnel that perform the fleet management activity as a part of the umbrella of training completed for
Transportation Services (File 12). Job specific training is accomplished via “on-the-job” training but not
recorded. Although requirements for DOE vehicle use and reporting are met, there is a dependence on
“tribal knowledge” to achieve compliance.

Work Processes:

Data from the vehicle monitoring activity that satisfies DOE requirements is communicated by the
routine reports generated & reviewed by the Fleet UC (Files 7 & 13). Property & Inventory control
criteria apply to fleet management activities and DOE regulations require that inventory controls are
met.

Files 8, 9, 10, & 11 are evidence of the types of information monitored and used as feedback for the fleet
management activity and the Fleet UC.

41 CFR 109-38.5102 Paragraphs a, b, ¢, & f:

Current fleet management activities satisfy paragraphs a, b, & c. This section requires the maximum
economical utilization of motor equipment. This involves the use of motor equipment pools, taxicabs,
shuttle busses or other arrangements.

Paragraphs a & b specifically require the maximum use of motor equipment along with the minimum
practicable assignments of motor vehicles. This use is monitored by the analysis of mileage data
gathered electronically on a sample basis and mileage records maintained via trip logs, motor pool log,
and other physical data gathering activities. Deviations from LUO are reported through the Fleet UC to
the D/S/Cs.

Paragraph c identifies the types of data & means of gathering it to satisfy the proof of paragraphs a & b,
such as mileage records, & trip logs.

Paragraph “f” (dealing with vehicle classification) cannot be consistently applied due to the subjective
nature of vehicle classification, i.e. the same vehicle may be used for cargo, personnel or both for any
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given trip. As this use can vary from trip to trip or within trip, meaningful data gathering for monitoring
this requirement cannot be accomplished.

Conclusions:

Necessary fleet management activities are a routine practice by the personnel involved. Activities
required by 41 CFR 109-38.5102 paragraphs a, b, & ¢ are met. Paragraph f cannot be monitored due to
variable vehicle classifications. Specific activities required to meet 41 CFR 109-38.5102 could be
facilitated by a list or checklist of items to be done on a monthly, quarterly, and yearly basis.

Fermilab requirements referenced below are met with the exception of IQA 1001 Chapter 4, Documents
& Records. Fleet management documents and records are in a secure environment (permission-limited
shared drive) but do not exhibit controls to ensure relevant versions of documents & forms are current.
There was a lack of document numbers and revision controls in documents observed. Uncontrolled
changes may occur to documents without the responsible manager’s knowledge or permission. Formal
reports to external entities (DOE) need to be uniquely identified for future reference. This identifier may
be achieved with a more formal document control/release system that would enhance the current
informal practices in the fleet management activity.

If the staff changes for the fleet management activity the “tribal knowledge” of actions required to
effectively carry out these activities may be lost.

Findings:

1 Document controls do not conform to Director's Policy 13. Record controls do not conform to
BSS Records Policy & Procedures Manual. Many forms & records are not controlled and may
be changed without the Manager’s knowledge or approval.

Observations:

1. DOE required data is communicated to DOE regularly.

2. The cohesiveness & close management of the people performing the fleet management activity
aid in the performance of the activity.

3. Personnel have the necessary experience to complete the fleet management functions in a timely
manner. The nature of this experience is in the form of “on-the-job” training.

4. In the event of the absence of personnel that routinely generate the data, activities required in the
generation of the data may become difficult. For instance a data source known to current
personnel may become lost in the event of their absence.

Recommendations:

1. The reports generated by current fleet management activities meet DOE requirements, however
a systematic document/records management structure would aid this activity

2. No list of DOE mandated Fermilab reports exist or is required to be maintained. Many practices
of routinely monitoring data are done, but no list of practices or reports that are regularly
generated exists. Such a list would be of benefit in the event that customary personnel that
generate these reports are not available.

3. Areview of the applicability of 41 CFR 109-38.5102 paragraph f needs to be done and a
response plan developed.

4. A review of current “on-the-job” training practices would be beneficial. A checklist of activities
to be trained in, for example, would help in the consistency of training and ensure necessary
training is not inadvertently missed.
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Titles and Names of Person Interviewed: George Davidson, Transportation Services Manager, Brian
Niesman, Asst. Transportation Services Manager.

File Number and Title of Documents Reviewed:

File 1 FNAL Internal Audit Planning FY2010 Risk Assessment Worksheet

File 2 Trip/Distance Breakdown chart

File 3 Email communication, subject: “Regarding GSA Invoices”

File 4 Fleet Utilization Committee Meeting Minutes 3" Quarter 2009

File 5 VM902 Request for Overnight Use of Government Vehicle (FormVVM902)
File 6 Local Use Objectives LUO2008 (filename LUO2009)

File 7 3" Quarter FY 2009 Vehicle Mileage

File 8 Fermilab Vehicle Trip Ticket

File 9 Motor Pool Log

File 10 Trip Log, Excel Printout

File 11 Trip Log, Raw Data

File 12 Niesman TRAIN

File 13 “Renewal of Fleet Utilization Local Use Objectives” request cover letter

List or Titles of Work Processes or Activities Observed:
41 CFR 109-38.5102
Paragraphs a, b, c, f

Criteria used to assess the procedures:
Fermilab Integrated Quality Assurance 1001
Chapter 2 Training & Qualification
Chapter 4, Documents & Records
Chapter 5 Work Processes
Chapter 9, Assessments

Fermilab Integrated Contractor Assurance Program 3901
Chapter 6 Reporting

Describe or List Any Other Assessment Methods Used: Interview & review of ongoing fleet
management activities.

Corrective Action Plans Issued: BSS-09-08-31 Fleet Management Assessment CAP

Assessors’ Names (Asterisk indicates Lead):
Thomas Gehrke*, Kurt Mohr

Division/Section Approval:

Division/Section Name & Title Date
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Distribution (Distribute to assessed organizations’ management, OQBP head, and any other
interested parties.): George Davidson, Brian Niesman, Frank Cesarano, David Carlson, Jeff Irvin, Jed
Heyes

Attachments:

File 1 FNAL Internal Audit Planning FY2010 Risk Assessment Worksheet

File 2 Trip/Distance Breakdown chart File 3 Email communication, subject: “Regarding GSA Invoices”
File 4 Fleet Utilization Committee Meeting Minutes 3" Quarter 2009

File 5 VM902 Request for Overnight Use of Government Vehicle (FormVVM902)
File 6 Local Use Objectives LUO2008 (filename LUO2009)

File 7 3" Quarter FY 2009 Vehicle Mileage

File 8 Fermilab Vehicle Trip Ticket

File 9 Motor Pool Log

File 10 Trip Log, Excel Printout

File 11 Trip Log, Raw Data

File 12 Niesman TRAIN

File 13 “Renewal of Fleet Utilization Local Use Objectives” request cover letter
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