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List of Exhibits (Forms) 

 

A. Request for Approval to Drive an Official County Vehicle 

 

B. Accident Form MV-104 (Also available to download at 

www.dmv.ny.gov/forms/mv104.pdf) 

 

C. Report of Accident Form 

 

D. Supplemental Accident Report Form 

 

E. Proof of Insurance  

 

 

In case of accident, remember to use the accident forms in the 

glove box. Samples are at the end of this manual, exhibits  

A, B, C and D. 
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Introduction 

 

This is your manual covering the policy, care and use of the 

official County vehicle which you are presently driving. This 

manual is to remain in this County vehicle at all times. 

Thorough knowledge of the responsibilities of driving a County 

vehicle and of the services available for the maintenance of the 

vehicle are essential to enable you to minimize breakdowns and to 

have the information necessary in the event of a flat tire, 

mechanical failure, accident or other mishap. This manual will 

help you to deal with most problems that may arise. 

Please note: The County of Westchester will not be responsible for 

commitments made by employees unless authorized in this manual 

and/or, made with prior approval of the Department of Public 

Works & Transportation. 

 

 

All drivers must be thoroughly familiar with and understand the 

content of this manual prior to operating a County vehicle. 
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County Vehicle Policy 

 

TO: All Department Heads 

 

FROM: George Latimer, County Executive 

 

Below is the County's policy regarding the use of County vehicles 

and other related automotive use issues. Please make sure your 

employees are familiar with this policy. 

 

I. VEHICLE USE: 

 

1. County cars are not to be driven by anyone other than 

County employees authorized to do so, except those third parties, 

their officers, employees, agents and assigns that the County has 

explicitly authorized to do so by a duly executed contract ("non-

County employees"), which contractually obligates such third 

party, its officers, employees, agents and assigns to abide by all the 

terms and conditions of this County Vehicle Policy and Driver's 

Manual. Prior to the execution of such contract, express written 

authorization for the use of County vehicles by non-County 

employees shall be obtained from either the County Executive, the 

Deputy County Executive, the Chief Advisor to the County 

Executive or the County Attorney in accordance with Executive 

Order No. 8- 1998. 

 

2. Employee Driving Privileges 

The operation of a County vehicle is a responsibility that is most 

serious in nature. An employee who operates a County owned 

vehicle assumes a high degree of responsibility and is expected to 

respect this privilege when undertaking this task. 
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Employees are permitted to use County vehicles only for approved 

official purposes in the performance of their duties. No employee 

will operate a County owned vehicle without a valid driver’s 

license. Any or all driving infractions which impact an employee’s 

ability to perform his/her job may lead to appropriate disciplinary 

action. 

Before any County employee may use a County vehicle, they must 

be authorized to do so. Employees must complete a “Request for 

Approval to Drive an Official County Vehicle” form with 

appropriate Commissioner or Department Head signature (Exhibit 

A). Forms must be submitted to Risk Management for review and 

approval. 

Employees possessing a NYS driver’s license will be monitored by 

Risk Management via the NYS Dept. of Motor Vehicle LENS 

program (License Event Notification System) for any changes to 

the license. Please note that when an employee who receives a 

suspension, revocation or restriction of his/her driver’s license, 

he/she must notify their Supervisor, and the Office of Risk 

Management in writing at the time of said suspension, revocation 

or restriction. Any or all driving infractions which impact an 

employee’s ability to perform his/her job may lead to appropriate 

disciplinary action. 

Employees who possess valid driver’s licenses from the state 

where they reside must submit to Risk Management on an annual 

basis, proof that their license remains valid and in good standing. 

Failure to submit such proof will result in removal of County 

driving privileges.  
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3. Transportation by Personally Owned Vehicles 

The official use of personally owned vehicles must be authorized 

and shall be restricted to such cases where it is to the advantage of 

the County. It is the responsibility of Commissioners and 

Department Heads to prevent incurring of additional expense 

through the use of personally owned vehicles when common 

carrier service can be used without undue delay in conducting 

official business. 

County employees may use a personally owned vehicle (and be 

reimbursed for same) provided they have been authorized to drive 

an Official County Vehicle, and have received formal approval for 

the use of the personal vehicle by the Commissioner or Department 

Head. Formal approval by the Commissioner or Department Head 

will consist of and include: 

(A) Completion of a “Request for Approval to Drive an Official 

County Vehicle form” by the employee with appropriate 

Commissioner or Department Head signature (Exhibit A ), 

which has been reviewed and approved by Risk Management. 

(B) Approval from Risk Management that the employee has 

met the insurance requirements: that the employee has on file a 

current automobile liability insurance certificate showing 

coverage of $100,000/$300,000 bodily injury and $25,000 

property damage. The document should indicate the effective 

dates of the policy and name the employee. This insurance 

requirement must be met whenever an employee wishes to use a 

personally owned vehicle for official County business. It is also 

a requirement in order to receive reimbursement for use of a 

personally owned vehicle. An employee’s failure to meet these 

requirements may result in the claim for mileage being refused. 

An employee’s failure to obtain the necessary insurance for a 
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personally owned vehicle does not excuse the employee from 

reporting to duty when directed to do so by the department. If 

an employee uses a personal vehicle for travel on official 

County business less than five (5) separate trips per month 

 (Casual use), that employee must present a valid automobile 

liability insurance certificate to the office of Risk Management 

(Coverage requirements in 3B above are waived). 

 

4. Vehicles are to be used for official purposes only. 

Official use shall be defined as being directly related to the 

performance of official duties or activities conducted under official 

authorization. 

5. Listed below are the guidelines to follow with regard to 

the use of County vehicles, during the other than normal 

working hours: 

(A) Emergency on-call status; 

 

(B) For official County business other than normal working 

hours; 

 

(C) In connection with approved travel whereby an employee 

or a non- County employee is en route to a destination and/or 

the hours of travel make start from and return to a County 

facility unreasonable; 

(D) For field personnel when travel distance between home and 

field location is significantly less than from duty station to field 

location and it is clearly to the County's benefit to have a 

vehicle so assigned; 
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(E) Other cases will be considered individually in regard to the 

nature of the job function and the demonstrated need for 

permanent, semi-permanent, or temporary assignment of a 

County vehicle. 

(F) Any contractual obligations relating to County vehicle use 

applicable to a third party, its officers, employees, agents and 

assigns whom the County has explicitly authorized to use a 

County vehicle in a duly executed contract pursuant to 

subsection I (1) above. 

  

6. Assignment of vehicles to commissioners and department 

heads will be subject to policies established by the County 

Executive; these personnel are deemed to be on call at any hour 

and may use their vehicles accordingly. 

7. Assignment of vehicles for the use of the principal 

subordinates of commissioners or department heads will be 

subject to general guidelines and will require recommendation and 

justification by the department heads with final approval by the 

County Executive. 

8. Other assignment of vehicles will be subject to general 

guidelines and will require recommendation and justification by 

the department head. 

 9. All parking and traffic laws and regulations must be 

strictly observed by drivers of County vehicles. Any fines will be 

the responsibility of the driver, and all violations and accidents will 

be reported to: 

• Risk Management   (995-2740). 
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• Central County Garage  (995-4961). 

In addition, drivers must comply with the notice provisions set 

forth in Section X of the Driver's Manual, "Driver Penalties." 

10. Any employee or non-County employee driving a 

County vehicle must be authorized to do so by the employee's 

department head or for a non-County employee pursuant to 

subsection I (1) above, and shall meet all requirements established 

by the Director of Risk Management. 

11. Any non-County employee driving a County vehicle 

pursuant to subsection I (1) above or riding in a County vehicle as 

a passenger must be participating in County business. 

  

12. In those instances where the employee or non-County 

employee driving a County vehicle pursuant to subsection I (1) 

above takes the County vehicle to his or her home, the vehicle is 

not to be parked on a public street overnight. 

13. County vehicles are not to be stored outside of the 

County unless specifically authorized. 

14. No additional equipment is to be installed in County 

vehicles without prior written consent of the Commissioner of 

Public Works & Transportation. This includes but is not limited to: 

telephones, radios, C/D players, GPS, window tinting, laptops, etc. 
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II. Compliance with Policies 

 

Compliance will be monitored, and where necessary, enforced 

through the following procedures: 

 

1. Department of Public Works & Transportation procedures. 

 

2. Department supervision of employees and assignments. 

 

3. Disciplinary procedures by Personnel and Law Department. 

 

4. Risk Management. 

 

5. Vehicle Safety Review Board (“VSRB”). The purpose of 

the VSRB is to help determine the cause or causes of an accident 

and to arrive at the necessary corrective action. The board is fact 

finding, not fault finding and this is the board most difficult and 

crucial responsibility. The VSRB responsibilities include: 

 Reviewing individual accident cases of employees within 

their functional area and/or department(s). 

 

 Making decisions as to whether accidents are preventable 

or not preventable. This determination is intended to 

enhance the County’s Loss Control Program. 

 Making recommendations to Department Heads as to ways 

to avoid accidents and improve safety in departments. 

 GPS is currently used in various vehicles to determine 

speed, idle time, location and time of use. Be aware of this 

while operating the vehicle. Results are handled by the 

VSRB. 
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 6. For a non-County employee, the employer ("non-County 

employer") of all such non-County employees shall notify all such 

non-County employees authorized to use County vehicles that use 

of a County vehicle in violation of the terms and conditions of this 

policy ("unauthorized use") will result in the immediate suspension 

of such non-County employee's privilege to drive County vehicles 

and appropriate disciplinary action, including possible termination 

of employment of such non-County employee by his/her non-

County employer. In the event that such non-County employer 

learns of unauthorized use of a County vehicle by its non-County 

employee, such non-County employer must promptly take 

appropriate disciplinary action against such employee to enforce 

this policy. Lack of timely enforcement of this policy by such non-

County employer will be grounds for termination of the contract by 

the County. To the extent that such a contract is with an individual 

or with a person who is both an owner and employee 

("owner/employee") of the company, violation of this policy by 

such individual or owner/employee may also be used as the sole 

grounds for termination of such contract by the County. 

NO SMOKING IS PERMITTED IN ANY 

COUNTY VEHICLE.  



14 
 

Seat Belts 

 

Seat Belts are required to be worn at all times when operating 

and/or riding in a County vehicle. NEW YORK STATE LAW 

requires seat belts to be worn at all times. 

 

Child Safety Seats 

 

Child Safety Seats should be property installed in a rear seat, not in 

the front passenger seat, due to new vehicle airbags and the seat is 

to be removed after use. 

 

Cell Phones and Portable Devices 

 

At no time shall cell phones or other devices be operated without 

use of “hands free” equipment while vehicle is in motion as per 

N.Y.S. law. Drivers shall not wear ear buds or headphones while 

driving as this might impair the driver’s ability to hear sirens or 

other critical warnings. 

 

Texting 

 

Texting while driving a County vehicle is strictly forbidden as per 

N.Y.S law. 

 

Penalties 

 

1. Unauthorized use of a County vehicle will result in the 

immediate suspension of the employee's driving privileges 

and appropriate disciplinary action, up to and including 

possible termination of employment with the County. 
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2. Failure to use seat belts will result in an immediate 

suspension of the employee's driving privileges. (This 

penalty will be invoked after one appropriate warning). 

3. For non-County employees, see Section II, subsection 6. 

 

4. Restoration of privileges to drive County vehicles will 

necessitate a written request from the department head and 

for non-County employees, a new grant of permission from 

the County Executive, Deputy County Executive, Chief 

Advisor to the County Executive or the County Attorney in 

accordance with Executive Order No.8-1998.  
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General Information 

 

I. Directory of Important Automotive Operations 

Phone Numbers 

 

Central County Garage 995-4961 or 995-6232 

 

Central Motor Pool  995-3905 or 995-3472  

Westchester County Police 864-7890 

(24 hours and emergencies) 864-7832 

 

II. Agency Responsibility 

 

Official vehicles in the County's motor pool are under the 

responsibility of the Department of Public Works & 

Transportation. These vehicles are serviced and maintained by 

Department of Public Works & Transportation personnel only. 

 

III. Materials in this Vehicle 

 

1. This manual 

 

2. Proof of Insurance card 

 

3. County Accident Forms  
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IV. Location of Dispatcher 

 

The Department of Public Works Dispatcher is located in the 

County Office Building Parking Lot. The Dispatcher staff is on 

duty 7:30 a.m. - 5:30 p.m. Telephone 995-3905 or 995-3472 

If an official vehicle is required after these hours, arrangements for 

a late pickup should be made with the dispatcher before 3 PM. 

 

V. Minimize Wear & Tear/Save Fuel 

  

1. Avoid jack-rabbit starts. Moderate starts allow a vehicle to 

reach its best operating range in the shortest time interval. 

2. Reduce idling time. Excessive idling not only burns 

gasoline unnecessarily, but also contributes to engine problems 

and adds to environmental hazards. 

3. Drive at moderate speeds. High driving speeds burn 

gasoline at an excessive rate. Reduce your speed and allow 

yourself a little more time to reach your destination. Compliance 

with posted speed limits is mandated. 
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VI. Driver Responsibilities (see also Section X) 

 

1. A County employee must first have his or her department’s 

approval to use a County vehicle (see Section VII). County 

employees authorized to use a County vehicle must have a valid 

Operator's License from the State of New York or the state in 

which the employee resides. The Operator's License must be 

carried on your person when using a county vehicle. 

 

2. A copy of the registration for each vehicle is located in the 

glove compartment and the inspection sticker should be current. 

If it is not, please report this to the dispatcher as soon as possible. 

3. You are permitted to use a County vehicle only for 

approved official purposes in the performance of your job. 

Abuses are subject to appropriate disciplinary action. 

4. County vehicles permitted for overnight assignment are not 

to be parked on the public street. 

  

VII. Getting an Official Vehicle from the Motor Pool 

 

The following conditions must have been met prior to an employee 

withdrawing a vehicle from the motor pool: 

 That the employee has filed a Request for Approval to 

Drive an Official County Vehicle (Exhibit A) form with the 

Director of Risk Management. 

 

 That the employee's Department/Division has really asked 

the questions "Is this trip necessary?", "Could better 

administrative scheduling have avoided the use of the car?" 

and "Is carpooling an option?"  
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A. Motor Pool Policy 

 

1. Daily reservations can only be made a maximum of one 

work day in advance. Those made earlier will be cancelled 

without notice. 

 

2. Overnight reservations can be made up to one month in 

advance. Send an e-mail with all the information pertaining 

to the trip to DPW Motor Pool- White Plains. However you 

must still have the existing paper form approved by the 

Budget Department, in addition to making your on-line 

reservation. 

 

3. Reservations may only be made in the Motor Pool to which 

your department is assigned. If your department has a 

Motor Pool at a different location it is up to the employee 

to contact that division to obtain authorization to use those 

vehicles. 

 

4. Only the employee(s) whose name appears on the 

reservation will be allowed to pick up the vehicle. If you 

have multiple drivers you must enter them under the 

primary operator's name. All employees must present ID 

when picking up their vehicle. 

 

5. In the event of computer failure the paper forms will be 

used as temporary backup. 

 

6. It is recommended that drivers picking up a vehicle have 

the reservation form with them. Even though the 

information is available at the dispatch window, having the 

printed reservation will accelerate the process, and will be 
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the only proof of a reservation if the motor pool is having a 

problem with their computer. 

 

 

7. If you do not claim your vehicle within 1 hour after your 

pick up time, your reservation will be cancelled. 

 

8. If your vehicle breaks down, flat tire, etc. the current policy 

of calling the motor pool remains in effect. If motor pool is 

closed call Westchester County Police at 864-7890. 

 

9. Be aware that the number of vehicles is limited, so the 

unnecessary use of vehicles for stand-by purposes is 

discouraged. 

 

10. Grounding of County Fleet is done by the DPW 

Automotive Division only! 

11. This will be done though the Fleet Focus System Message 

Board. 

 

 

B. How to Reserve a Vehicle 

 

1. Complete the electronic Department of Public Works 

Motor Pool Vehicle Reservation. 

 

2. Take the Department of Public Works Reservation Form to 

Department of Public Works Motor Pool or your 

departmental dispatcher. 

 

3. If all is in order, the dispatcher will assign you a vehicle; 

give you a set of car keys, and a dispatch ticket. You take 
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the keys and ticket, and go to the parking lot or the parking 

structure. 

 

4. Upon entering the assigned pool car, check the odometer 

reading which has been recorded by the dispatcher. If the 

reading doesn't match, please notify the dispatcher. 

 

5. Check, notate on the Trip Ticket and notify Dispatcher of 

any damage to the interior or exterior of the vehicle before 

leaving. 

 

6. Before leaving the parking area, please check to see that 

lights, horn, turn signals, brakes and windshield wipers are 

in proper working order. Preventive maintenance is the 

responsibility of the Department of Public Works & 

Transportation motor pool personnel; they will see to it that 

oil, fuel, radiator coolant, tire pressure, and battery 

charging are sufficient to keep the County vehicle in safe 

operating condition. Interior and exterior cleaning of the 

County vehicle will also be taken care of by the 

Department of Public Works motor pool personnel. Should 

you note any problems, please call them to the attention of 

the dispatcher as soon as possible. 

 

C. Returning a Vehicle to the Motor Pool 

1. Record return mileage and time (military 00:00 to 24:00) 

on Trip Ticket. 

2. Sign Trip Ticket. 

 

3. Note any problems or body damage on dispatch Trip Ticket 

and bring to the attention of the Dispatcher. 
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4. Return keys and Trip Ticket to the dispatcher. Remove any 

child safety seats from vehicle. 

5. Remove any trash from the vehicle and properly dispose of 

it. 

6. Pick up any business and personal items left in the car. 

 

D. Late Returns of Vehicles 

 

Should it be necessary to return the vehicle to the Michaelian 

Office Building (MOB) after 5:30 PM, complete the steps listed in 

Section VII (C) above. Do not leave the key in the car. An after-

hours deposit box is located at the Motor Pool office. Keys and 

dispatch ticket are to be deposited in this box. All vehicles returned 

after 5:30 PM are to be parked in the open MOB lot. 

 

E. Tolls and Parking Fees 

 

EZ Pass is installed on 90% of all Motor Pool vehicles. If your trip 

will involve going through a toll or over a bridge, verify the EZ 

Pass tag is installed on the front license plate. If a Tag isn’t 

present, check with the Dispatcher for another vehicle. 

Reimbursement for parking fees paid by the employee while using 

a pool vehicle must be processed by the employee's respective 

department. In purchasing an item required for the operation of the 

County vehicle, you are exempt from the Sales Tax. Give the 

vendor the Employer Identification Number 13-6007353W, which 

will exempt you from paying tax. 
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F. Special Situations 

 

For special arrangements not covered by the above basic steps, 

please call the dispatcher as far ahead of time as possible at 995-

3905 or 995-3472. 

  

G. Inclement Weather 

 

Due to deteriorating weather conditions the automotive fleet may 

be grounded by DPW Automotive Division. All vehicles if on the 

road should return as soon as possible to their assigned locations. 

No vehicles will be allowed to be used except approved designated 

emergency vehicles. 

 

 

VIII. ROAD PROBLEMS 

 

Your first phone call should always be to the Motor Pool at  

995-3905. The backup telephone number at the Central County 

Garage is 995-4961. If after hours call Westchester County Police 

864-7890. 

 

Obtaining Gasoline 

County-owned gasoline pumps may be found at the following 

locations: 

 

Hawthorne - No Lead 

Department of Public Safety  

(24 Hour - For Emergency Service Only) 

Saw Mill River Parkway 

Hawthorne Circle 

Phone: 864-7890 County I.D. required 
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Peekskill (24 Hour) - No Lead 

Peekskill District Office Building  

Main Parking Lot - County I.D. required  

Phone: 862-5000 

  

Valhalla (24 Hour) - No Lead and Diesel Fuel 

Department of Public Works 

Division of Auto Operation - County I.D. required  

Valhalla Campus behind operations building 

 

White Plains - No Lead and Diesel Fuel 

Central County Garage 8 AM - 4 PM  

38 Brockway Place - County I.D. required 

Phone: 995-4961 or 995-6232  

 

County Office Building (24 Hours) - No Lead 

Parking Lot Open Monday - Friday 7:30 AM - 5:30 PM  

Court Street, White Plains - County I.D. required 

Phone: 995-3905  

 

In using the above mentioned locations, the driver is responsible 

for using the Automated Fuel Dispensing System.  
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IX. Incurred Costs and Equipment Failure 

 

1. To cover those situations where a County-owned gasoline 

pump is not available, you are authorized to purchase up to 

$10.00 worth of gasoline and/or oil and proceed to the nearest 

County gas pump location. Use County locations whenever 

possible. 

2. In the event of having a dead battery, Employees are not to 

attempt jump starting the vehicle. Call the Motor Pool at (914) 

995-3905 / (914) 995-3472, or the County Garage at (914) 995-

6232 / (914)995-4961 for assistance. 

3. In the event of a flat tire, employees should be able to 

change tires with the equipment provided in the trunk. Employees 

who are not able to do so should call the Motor Pool at (914) 

995-3905, (914) 995-3472 or County Garage at (914) 995-6232 /  

(914) 995-4961 for assistance. 

4. If mechanical problems occur with a County vehicle 

between the hours of 8:00 AM to 5:00 PM weekdays, call the 

dispatcher at (914) 995-3905. The dispatcher will assist you on 

the basis of the information you provide and will relay the 

information to the Head Automotive Mechanic or his assistant at 

the Central County Garage who will either send out a mechanic 

or call the towing service for you. If you have a problem and the 

Dispatcher's Office is not open call County Police at  

(914) 864-7832 or 864-7890. 
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Things to Remember: 

 DO NOT permit local garages to do work on County 

vehicles without authorization from Department of 

Public Works & Transportation. 

 Provide a phone number where you can be reached. 

 Describe the problem to the dispatcher to the best of 

your ability. 

 Provide an accurate description of your location. 

 Stay with the vehicle until you are advised otherwise by 

the dispatcher. 

5. Notify the dispatcher immediately at 995-3905 in all 

accident cases. Call the local police and request that a police 

report be taken of the accident. The driver is responsible to obtain 

a copy of the police report and submit it to the Westchester 

County Office of Risk Management. Whether another car is 

involved or not, an accident report must be completed 

immediately. Get all information at the scene of the accident and 

submit the accident form MV-104 (see Exhibit B). NOTE: This 

form is also available to download at 

http://www.dmv.ny.gov/forms/mv104.pdf) and the Supplemental 

Accident Report form to Risk Management and the Central 

County Garage within 24 hours. Blank forms are in the glove 

compartment. 

6. In the event of any accident, regardless of how minor, the 

vehicle(s), if drivable, must be brought to the Central County 

Garage, 38 Brockway Place, as soon as possible; certainly within 

24 hours. This, of course, does not apply to more serious 

accidents where the vehicles must be towed to the Central County 

Garage. 
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 7. If it is necessary to make an emergency purchase of an item 

required for the operation of the County vehicle, you are exempt 

from New York State Sales Tax. Give the vendor the Employer 

Identification Number 13-6007353-W, which will exempt you 

from paying the tax. 

 

X. DRIVER PENALTIES 

 

Drivers whose licenses have been suspended, revoked or otherwise 

restricted by a State Department of Motor Vehicles, a court or a 

police authority must notify the Westchester County Office of Risk 

Management in writing at the time of said suspension, revocation, 

or other restriction. This notice is intended to impose upon an 

employee or non- County employee authorized to drive a County 

vehicle under Section 1, above, the responsibility of immediately 

notifying County Risk Management of his or her suspension, 

revocation or restriction of driving privileges. An employee or 

non-employee authorized to drive a County vehicle whose license 

to drive has been suspended, revoked or otherwise restricted 

should not attempt to drive a County vehicle or any other vehicle 

while on County business. Operation of a County vehicle by an 

employee or non-employee authorized to drive a County vehicle 

whose license has been suspended, revoked or otherwise restricted 

is an unauthorized use of a County vehicle and is subject to 

discipline. 

The commission of driving infractions while operating a County 

vehicle or the unauthorized use of a County vehicle may be the 

subject of appropriate disciplinary action in addition to the 

suspension or revocation of County driving privileges. 
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XI. Alternative Fuel Vehicles 

 

The County of Westchester has three types of Alternative Fuel 

Vehicles: 

 

1. Hybrid 

 

2. Plug-in Hybrid 

 

3. Battery Electric 

 

All of the County policies and procedures in this manual apply to 

the use of these vehicles.  
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