

Draft Motor Vehicle Accident Reporting SOP
Applicable to:  All accidents involving government-owned vehicles, rental vehicles on travel authorizations, or personal vehicles where there is express permission to use these vehicles for government business.  These vehicles may be driven by NOAA employees and contractors (only those who are authorized to drive government vehicles in the scope of their contract).  A flow chart is provided at the end of this SOP.    

TEN STEPS if you are involved in an accident:

1. Stop immediately.

2. Take steps to prevent another accident at the scene.

3. Call a doctor or ambulance as necessary.

4. Notify the police.

5. Do not sign any paper or make any statement as to who was at fault (except to your supervisor or to a Federal government investigator).

6. Get the name and address of each witness.  Ask each witness to complete Standard Form 94, Statement of Witness, in the accident reporting kit.  
7. State your name, address, place of employment, name of your supervisor or project leader, and upon request, show your operator’s permit and vehicle registration card.  

8. Complete Standard Form 91, Motor Vehicle Accident Report.  

9. Notify your supervisor as soon as possible.  

10. If the vehicle is unsafe to drive, and you are unable to contact the motor pool manager or the GSA Maintenance Control Center (due to an accident after normal duty hours) have it towed to the nearest repair shop and contact the motor pool coordinator as soon as possible.  

Vehicle Breakdown Procedures

· If possible, move the vehicle to an off-roadway area

· Notify your supervisor as soon as possible

· On the reverse side of the vehicle’s government credit card are emergency numbers for the Maintenance Control Center (MCC) and Accident Management Center (AMC) for maintenance and body damage repair.  

Rental Vehicles for Government Use

Rental vehicles connected to official government travel must be reserved through ADTRAV in order to be considered for Department of Commerce OGC coverage of claims.  GSA reporting is not required in this case, but the rental car company may have its own reporting requirements.  Everything else pertaining to the accident reporting process is the same for rental vehicles.   
Initial Reporting

If you are in a GSA vehicle, GSA wants you to report accidents to the following number:  (800) 325-2958 (7:00 AM to 4:00 pm Pacific Time).

If you are in a collision involving a rental car, contact the applicable rental car company immediately.  

Accident Forms and the Police Report at the Scene

SF-95 (TORT claims Form)
After an accident has occurred wait for police and/ or ambulance assistance.  If there is another party(ies) involved in the accident, they may request insurance information from you.   Get a police report when there are other parties involved, even if the other party or parties leave the scene.  If there is damage to someone else’s personal vehicle, a SF-95 (TORT Claims Form) needs to be provided to the other party.  The SF-95 is submitted by the other party to the following address:
Department of Commerce

Office of General Counsel

Room 5890

14th and Constitution Avenue NW

Washington, D.C.  20230

Attention:  Gene Del Tredici

(202) 482-5858
SF-95 forms should be included in the clipboard and pre-completed with this address in the appropriate motor pool.  

If you are in a GSA-owned vehicle and asked for proof of insurance, the motor vehicle accident reporting kit constitutes “proof of insurance”.  The U.S. Government is self-insured.  

SF-91 and SF-94(witness statement)
The Motor Vehicle Accident Report (SF-91) requires information be submitted for the other vehicle(s) involved in the accident, therefore, this form must be started at the scene.  There is also a portion of this form that must be completed by the supervisor or project leader.  A third party is involved in investigating bodily injury, fatality, or damage to the vehicle exceeding $ 500.  If there is a police investigation, a copy of the police report should be submitted with the SF-91.  
How soon do SF-91, SF-94 and SF-95 need to be completed?

As soon as possible, regardless of damage or injury caused by the accident.   You are required to submit forms within 5 days.   
Who gets the SF-91 and SF-94 when completed?
ADDRESSES:

A.  The original SF-91 and the SF-94 (if there were witnesses), when completed, need to be submitted to the following:

Department of Commerce

Office of General Counsel

Room 5890

14th and Constitution Avenue NW

Washington, D.C.  20230
Attention:  Gene Del Tredici, Senior Counsel
 (202) 482-5858

B.  A copy should be faxed to:
Your Regional/ Local Traffic Manager
C.  If the vehicle is a GSA vehicle, a copy of the completed SF-91 and SF-94 needs to be provided to the Motor Pool Coordinator for a specific site, where applicable.  
D.  A copy should be sent to:

Ann Byar
NOAA Safety and Environmental Compliance Office

Room: 11124
Routing Code: SOU57542

1305 East West Hwy

Building: SSMC4

Silver Spring, MD 20910-3278
(301) 943- 2267.
E.  Internal copies should be provided to your line/ regional/ local safety contact.  

Additional Reporting

All accidents involving GSA owned or leased vehicles, or rental vehicles used by NOAA employees or contractors are required to be reported through the NOAA on-line reporting system within 24 hours, within 8 hours of a serious accident (a serious accident involves 3 or more hospitalizations, a fatality, or a loss of more than $1 million).  Therefore, if you are able, contact your supervisor immediately.  
Submit the NOAA on-line report by accessing the following website:

http://www.seco.noaa.gov/Safety/Incident_Reporting.htm
In addition to the on-line incident report for the motor vehicle accident, complete a separate NOAA on-line form for each NOAA person injured.  Reference the report number for the original on-line motor vehicle incident report in each related on-line injury report to tie them together.  
NOAA SECO can, your Line Safety and Environmental Compliance Officers (LECO’s), your regional/ local safety officers and other safety contacts, can also assist Project Leaders and Supervisors in on-line reporting processes and processing the CA-1 where injuries are involved.  

If you haven’t already done so, complete a separate NOAA on-line form for each NOAA person injured.  Reference the report number for the original on-line motor vehicle incident report in each related injury report.  





Follow up with OWCP forms for FTE’s (CA-1) or follow the specific contractor’s worker’s compensation insurance process as appropriate. 








Complete and mail to addresses in A, B, C (GSA vehicles only) D and E of SOP





Include a copy of the police report if you have one.











SF-95 to other parties- mail to address A of SOP
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