
PRESENTATION TO  

VEHICLE USE REVIEW BOARD 
County Automobile Policy 

Monday, March 20, 2017 at 1:00 p.m. 

Room 2027 – County Administration Building 
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PRESENTERS:  
 

Gail D. Francis 
Director  

OFFICE OF FINANCE 
 

Roland L. Jones  
Director  

OFFICE OF CENTRAL SERVICES 
 

Richard “Rick” Hilmer 
Fleet Manager 

OFFICE OF CENTRAL SERVICES   



Administration and Oversight 
 

Guiding Policy = Administrative Procedure 610: Vehicle 
Assignments, Use and Charges (Attachment #1)  
• 2011 revamped Program – much easier to administer  

 
Administration and Oversight = The prudent and efficient 
management and oversight of the County’s fleet assets is a 
shared responsibility. Primary responsible parties include: 

 
• Office of Central Services  

 Overall management of vehicles owned and/or 
operated by the County 

 
• Office of Finance 

 Enforcement of Federal and State taxation of 
employees with County-provided vehicles  

 
• Appointing Authorities  

 Ensures that agency vehicles are used effectively, 
efficiently, and as authorized  

 Ensures drivers are informed of their operational 
and financial responsibilities involving the vehicle 
assignment 

 
• Authorized Driver (Employee) 

 Signs statement acknowledging assignment, terms, 
conditions, responsibilities and accountability for 
compliance 
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OPTION #1 
Work Day Use  

 

• County Vehicle  

 

• Processing Form – Vehicle Assignment Request 
(VAR) (Attachment #1 – Appendix 9.3)  

 

• 100% business use 

 

• Commuting and personal use prohibited  

 

• Park overnight at primary worksite  

 

• Non-taxable business expense 
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• Personal Vehicle 

 

• Biweekly reporting of business use on timecard 
or Payment Voucher Form 

 

• Non-taxable reimbursement of business expense 

 

• Excludes commuting and personal use 

 

• Reimbursement at 36 cents per mile (amount 
set during the annual budget process).  
Employees who itemize can deduct the 
difference between the Federal rate and the 
County rate with annual income tax filing. 

 

OPTION #2 
Mileage Reimbursement 

4 



OPTION #3 
Take Home Assignment 

IMPUTED VALUE OF ANNUAL LEASE COST – TAXABLE 
FRINGE BENEFIT 

 

• By mid-January following a Gubernatorial General 
Election, updated Vehicle Assignment Request (VAR) 
forms for all employees must be submitted for re-
approval (January 2019) 

 

• Fleet determines the Fair Market Value (FMV) of the 
assigned vehicle 

 

• The Annual Lease Value (ALV) of the assigned vehicle is 
derived from the ALV table (Attachment #3) reported in 
the IRS’ Annual Publication 15-B “Employer’s Tax Guide to 
Fringe Benefits” (Attachment #2) 

 

• Finance converts the Annual Lease Value to a biweekly 
dollar amount (ALV divided by 26 pay periods) which 
appears as “CAR” under both earnings and deductions on 
the biweekly pay advice 

 

• This method is used to add the “value” of the vehicle to 
taxable wages for collection of payroll taxes only for this 
taxable fringe benefit – there is no cash payment 

 

• Finance reports the associated taxable benefit on the 
employee’s W-2 tax form 
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OPTION #3 
Take Home Assignment (Cont.) 

TAXABLE WAGES ADJUSTED AT CLOSE OF TAX YEAR FOR 
VALUE OF COUNTY FUEL  
  
• By December 15 --- Fleet sends a mileage report to Finance with 

all miles driven and fuel withdrawn from County-owned pumps 
by the employee (reporting period is from December 1 to 
November 30) 

 

• Finance determines taxable cost by multiplying total miles driven 
by the IRS’ current fuel rate (5.5 cents per mile for tax year 2017). 

 

• Finance adds the fuel cost to employee’s year-to-date “MISC-
TAXABLE” earnings in the payroll system.  The employee is 
separately notified in writing of this dollar amount because it 
does not appear on the pay advice. 

 

• The value of County fuel is a taxable fringe benefit that Finance 
includes with the employee’s W-2 taxable wages for reporting 
purposes only – there is no cash payment 

 

• Employees who itemize can deduct business use as tax 
deductions with personal income tax filing – records to 
substantiate business use is responsibility of the employee 
(Attachment #1 – Appendix 9.2) 

 

 

 

 

 

 

 

 

6 Fair Market Value of Vehicle (based on 2015 Ford Escape) $16,925

Annual Lease Value of Vehicle (based on FMV above)

Annual Fuel Cost (average annual total miles driven of 

10,500 miles multiplied by IRS rate of 5.5 cents per mile)

Total Imputed Value (No Cash) $   5,178 

Example - Fringe Benefit Determination 

$   4,600 

$       578 



 
OPTION #4 

Automobile Allowance 
 

• Personal Vehicle 

 

• Processing Form – Application for Automobile Allowance 
(Attachment #1 – Appendix 9.4) 

 

• Legislative authority for taxable benefit is CR-78-2001  
“Exempt Employees Salary Plan” (Attachment #4) 

 

• Disallowed benefits / expenses from County  

 Use of County vehicles  

 Mileage reimbursements 

 County fuel withdrawals  

 Vehicle repairs / maintenance  

 Other similar costs  

 

• Employee is responsible for primary insurance coverage 
for any damages or liabilities that may occur while 
operating personal vehicle for County business purposes  

 

• 100% taxable compensation per IRS Code  

 

• Business costs can be reported as itemized tax 
deductions with annual income tax filing  

 

7 



OPTION #4 
Automobile Allowance (Cont.) 

 

CALCULATION OF ANNUAL AUTOMOBILE ALLOWANCE – 
TAXABLE FRINGE BENEFIT 

 

• By November 15 – Fleet computes annual Automobile 
Allowance utilizing the following cost components  

 

 Estimated vehicle purchase price  

 Annual amortization of vehicle over five years @ 
4% interest rate 

 Annual maintenance cost  

 Annual fuel cost (12,000 miles)  

 Annual insurance cost (provided by County 
insurance broker)  
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Example - Auto Allowance (CASH)  $10,315 

Average Amortized Vehicle Payments $4,952 

Average Maintenance Cost  $2,880 

Average Fuel Cost $983 

Average Insurance Cost  $1,500 

$10,315 



OPTION #4 
Automobile Allowance (Cont.) 

 

 

• By December 15 (or pay cycle when allowance begins), 
employee must submit annual application for 
Automobile Allowance for approval by either the 
Council Administrator (Legislative Branch employee) or 
the Chief Administrative Officer (Executive Branch 
employee) 

 

• Finance converts the blended value to a biweekly 
dollar amount that appears as “MISC-TAXABLE” 
earnings on the employee’s biweekly pay advice 

 

• This taxable fringe benefit produces a payment of 
“cash” to the employee 
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OPTION #4 
Automobile Allowance (Cont.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Value based on Full-Size Sedan (Crown  Victoria) vehicle category which 
was later replaced with the Intermediate -Size SUV (Jeep Liberty) vehicle 
category.  
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AUTOMOBILE ALLOWANCE HISTORY  

TAX 
YEAR  

INTERMEDIATE 
SEDAN 

INTERMEDIATE 
SUV 

MID-SIZE 
SUV 

BLENDED 
ANNUAL VALUE 

BIWEEKLY 
PAYMENT  

2017 $9,811 $9,979 $11,154 $10,315 $396.72 

2016 $8,892 $9,456 $10,716 $9,688 $372.62 

2015 $10,672 $12,160 $12,846 $11,893 $457.41 

2014 $9,803  $10,486 $12,058  $10,782 $414.71 

2013 $8,967   $9,212  $11,456    $9,878 $379.94 

2012 $9,082   10,366* $10,902  $10,117 $389.11 

2011 $8,180   $9,470* $9,518    $9,056 $348.31 

2010 $8,904   $9,857* $10,255    $9,672 $372.00 



SUMMARY  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

(1)Employees who itemize can deduct business use as tax deductions with 
personal income tax filing – records to substantiate business use is 
responsibility of the employee  
 

(2)The Internal Revenue Code permits limited exemptions from tax 
liability.  Clearly "marked" County vehicles are included in this category 
along with full-time Law Enforcement Officers authorized by law to carry 
a firearm, execute search warrants and make arrests.  Supporting 
documentation required for exemption. 
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Options  Vehicle Commuting / 
Personal Use 

Taxable 
Benefit 

Pool Vehicle 
Use  

County PROHIBITED  No 

Work Day Use  County  PROHIBITED  No 

Mileage 
Reimbursement 

Personal PROHIBITED  No 

Automobile 
Allowance  

Personal  ALLOWED  Yes(1)  

Take Home  County  ALLOWED Yes(1)(2) 



 
 

Red Flag Program 
Administrative Procedure 621 

 

• AP 621 (Attachment #5)  requires that all drivers of 
County vehicles complete a Driver’s License Consent 
and Verification form (Attachment #5 – AP621 
Attachment A) which is submitted to the Fleet 
Management Division 

 

• Fleet accesses the MVA database and verifies that the 
license is valid and meets the requirements (less than 
6 points) 

 

• The license is entered into the active driver’s license 
monitoring program which alerts Fleet of issues with 
the license (i.e. suspension, revocation, point 
accumulation, etc.) 

 

• Any adverse information is then confidentially 
communicated back to the Department for action to 
include suspension of driving privileges 
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RESOURCE DOCUMENTS  

and Relevant Forms 
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ATTACHMENTS DESCRIPTION 

Attachment #1 Administrative Procedure 610:  Vehicle 
Assignments, Use and Charges – Including 
Internal Revenue Fringe Benefit Costs 
• Appendix 9.2 – Sample Monthly Vehicle 

Mileage and Expense Log for Income Tax 
Filings  

• Appendix 9.3 – Vehicle Assignment 
Request (VAR Form #923)  

• Appendix 9.4 – Application for Automobile 
Allowance  

Attachment #2 IRS Annual Publication 15-B “Employer’s Tax 
Guide to Fringe Benefits”  

Attachment #3 IRS Annual Lease Value Table  

Attachment #4 Council Resolution 78-2001  

Attachment #5 Administrative Procedure 621:  Red Flag 
Program 
• Attachment A – Driver’s License 

Verification and Consent Form  
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   NAME: TAX YEAR: MONTH:

Year     Model

DATE

OFFICIAL COMMUTE OTHER TYPE AMOUNT

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

ENDING ODOMETER

0 0 0

0

*Receipts should be attached as supporting documentation

ATTACHMENT #1

SAMPLE MONTHLY VEHICLE MILEAGE AND EXPENSE LOG FOR INCOME TAX FILINGS
THIS IS NOT AN OFFICIAL INTERNAL REVENUE FORM

   VEHICLE INFORMATION:

ODOMETER READINGS

BEGIN

0

END

BEGINNING ODOMETER

BUSINESS PURPOSEDESTINATION EXPENSES*

TOTAL MILES DRIVEN THIS MONTH

(City, Town, Area)

0

0

TOTAL MONTHLY EXPENSES

TOTAL BUSINESS, COMMUTING AND OTHER PERSONAL MILES THIS MONTH

ADMINISTRATIVE PROCEDURE 610 - APPENDIX 9.2

  Make 

(Gas, oil, tolls, etc.)

MILEAGE BREAKDOWN
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ADMINISTRATIVE PROCEDURE 610 - APPENDIX 9.4 

ATTACHMENT 1 

   

PRINCE GEORGE’S COUNTY – APPLICATION FOR AUTOMOBILE ALLOWANCE 

 

_________________________________            _________________________________     __________ 
Employee Name (Print or type)                                    Driver’s License:  State – ID No.                         Exp. Date 

 
This application is submitted to request an automobile allowance under the following terms and conditions: 

 

1. I meet the eligibility criteria established by the County Council Resolution (CR-78-2001) creating this automobile 

allowance program.  It is my responsibility to notify County officials immediately of any disqualifying change of 

employment status.  

 

2. The annual amount of the automobile allowance is equivalent to the average cost of providing a County vehicle to an 

employee.  By November 15, the Office of Central Services will calculate the average cost each calendar year.   

Unless notified otherwise, I will submit a renewal application by December 15 to either the Chief Administrative 

Officer or Council Administrator for approval.  The Director of Finance will convert the allowance to a biweekly 

dollar amount for each tax year.  

 

3. The automobile allowance will be deducted from the agency appropriation as a compensation expense item.  The 

automobile allowance is taxable compensation because this program would be considered a non-accountable plan as 

defined by IRS regulations.  The allowance will be paid with the biweekly payroll and reported along with other 

taxable wages in box one on my annual W-2 information form.   

 

4. It is my personal responsibility to maintain adequate records and other documentation to support expenses associated 

with operating my personal vehicle for business purposes.  If actual business expenses exceed the amount of the 

automobile allowance, it is my responsibility to include these items with my annual income tax filing and I am not 

entitled to any additional reimbursement from the County.  [Note:  Before submitting this application, the County 

strongly recommends checking with a knowledgeable advisor(s) about the legal and tax consequences of your 

participation.]  

 

5. Prior to submitting this request for an automobile allowance, I have returned all County-owned vehicles and gasoline 

cards previously assigned to me and have also submitted any outstanding vehicle logs, if any.  (Note: The automobile 

allowance will not start before these matters are resolved.) 

 

6. By accepting this automobile allowance, I am required to use my personal vehicle when driving for County business 

purposes.  I will refrain from using County pool vehicles; submitting any expense reimbursement requests for 

mileage and any other costs, fines, or penalties associated with operating my personal vehicle; or utilizing County-

owned credit cards or County-owned facilities for gasoline, oil, maintenance, repairs, or similar costs.  [Note:  

Limited use of a County vehicle is permitted when approved by the Chief Administrator Officer, e.g., repair/service 

of personal vehicle.]  I will notify the Chief Administrative Officer and the Director of Finance if my personal 

vehicle is unavailable for business use for any period exceeding fourteen consecutive calendar days.  

 

7. I will maintain a valid driver’s license and keep my personal vehicle in good working order.  I will immediately 

notify County officials of withdrawal or significant restrictions of my driving privileges.  

 

8. By accepting this allowance, I agree to obtain insurance coverage at a level consistent with minimum requirements 

for the jurisdiction where my personal vehicle is registered.  This insurance policy will provide primary coverage for 

any damages or liability that may occur as a result of my negligence or other authorized users while utilizing my 

vehicle for County business purposes.   

 

9. Failure to comply with these requirements will jeopardize future participation in this program.  

 

My below signature signifies confirmation, agreement, and understanding of these terms and conditions.  

 

 

______________________________________________________                                   __________________________ 

Employee Signature and Date                                                                                                                      Agency  

 

 

_____________________________________________________                                       _________________________ 

Approving Signature and Date                                                                                                                Effective Date                                             
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Table 3-1. 2017 Annual Lease Value Table  

(1) Automobile FMV (2) Annual Lease 

$0 to 999 $ 600 

1,000 to 1,999 850 

2,000 to 2,999 1,100 

3,000 to 3,999 1,350 

4,000 to 4,999 1,600 

5,000 to 5,999 1,850 

6,000 to 6,999 2,100 

7,000 to 7,999 2,350 

8,000 to 8,999 2,600 

9,000 to 9,999 2,850 

10,000 to 10,999 3,100 

11,000 to 11,999 3,350 

12,000 to 12,999 3,600 

13,000 to 13,999 3,850 

14,000 to 14,999 4,100 

15,000 to 15,999 4,350 

16,000 to 16,999 4,600 

17,000 to 17,999 4,850 

18,000 to 18,999 5,100 

19,000 to 19,999 5,350 

20,000 to 20,999 5,600 

21,000 to 21,999 5,850 

22,000 to 22,999 6,100 

23,000 to 23,999 6,350 

24,000 to 24,999 6,600 

25,000 to 25,999 6,850 

26,000 to 27,999 7,250 

28,000 to 29,999 7,750 

30,000 to 31,999 8,250 

32,000 to 33,999 8,750 

34,000 to 35,999 9,250 

36,000 to 37,999 9,750 

38,000 to 39,999 10,250 

40,000 to 41,999 10,750 

42,000 to 43,999 11,250 

44,000 to 45,999 11,750 

46,000 to 47,999 12,250 

48,000 to 49,999 12,750 

50,000 to 51,999 13,250 

52,000 to 53,999 13,750 

54,000 to 55,999 14,250 

56,000 to 57,999 14,750 

58,000 to 59,999 15,250 
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DR-1 

1 

COUNTY COUNCIL OF PRINCE GEORGE'S COUNTY, MARYLAND 

2001 Legislative Session 

Resolution No.    CR-78-2001 

Proposed by  The Chairman (by request – County Executive) 

Introduced by Council Members Russell, Bailey, Wilson, Gourdine and Shapiro 

Co-Sponsors  

Date of Introduction   November 6, 2001 

    

RESOLUTION 

A RESOLUTION concerning 1 

Exempt Employees - Salary Plan 2 

For the purpose of providing for certain leave and benefits for exempt service employees.  3 

 WHEREAS, Section 402(5) of the Prince George’s County Charter provides for the County 4 

Executive to prepare an Executive Pay Plan establishing compensation of the Chief 5 

Administrative Officer and the head of each agency of the Executive Branch, subject to approval 6 

of the County Council; and 7 

 WHEREAS, Section 903 of the Prince George’s County Charter provides for the approval 8 

of Salary Plans by the County Council after having first been submitted by the County 9 

Executive; and 10 

 WHEREAS, by CR-179-1985, CR-4-1986, CR-77-1986 and CR-14-1988 the County has 11 

previously established certain benefits for exempt service employees of the County; and 12 

 WHEREAS, the County Executive has recommended that certain additional benefits be 13 

approved for certain exempt service employees. 14 

 NOW, THEREFORE, BE IT RESOLVED by the County Council of Prince George's 15 

County, Maryland, that the following provisions relating to leave and benefits for certain exempt 16 

service employees, submitted and recommended by the County Executive on November 6, 2001, 17 

be and the same are hereby approved as an amendment to the salary plan adopted by  18 

CR-179-1985 and previously amended by CR-4-1986, CR-77-1986 and CR-14-1988: 19 

 B.  Annual Leave 20 

  1. The Chief Administrative Officer, the head of each agency, the [aides to] 21 

immediate staff of  the County Executive, the Council Administrator, the County Auditor and the 22 
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CR-78-2001 (DR-1) 
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aide to each Council Member shall be entitled to a beginning annual leave balance of eighty (80) 1 

hours unless said exempt employee has an existing annual leave balance as an employee of 2 

Prince George’s County of more than eighty (80) hours.  This benefit may be granted to other 3 

exempt employees, except elected officials, by the appropriate appointing authority. 4 

  2. The annual leave earning rate for all exempt service employees except elected  5 

officials shall be as established by the appropriate appointing authority up to the maximum rate 6 

provided [in the County Code] for classified service employees. 7 

 C.  Sick Leave 8 

  1. The Chief Administrative Officer, the head of each agency, the [aides to] 9 

immediate staff of the County Executive, the Council Administrator, the County Auditor and the 10 

aide to each Council Member shall be entitled to a beginning sick leave balance of eighty (80) 11 

hours unless said exempt employee has an existing sick leave balance as an employee of Prince 12 

George’s County of more than eighty (80) hours.  This benefit may be granted to other exempt 13 

employees by the appropriate appointing authority. 14 

  2. The sick leave earning rate for all exempt service employees except elected 15 

officials shall be as established [in the County Code] for classified service employees. 16 

 D. Insurance 17 

  1. All exempt service employees are entitled to the same insurance benefits as are  18 

provided pursuant to the Personnel Law to classified service employees of the County, including, 19 

but not limited to, health insurance, life insurance, optical care plan, dental plan, and prescription 20 

plan. 21 

  2.  The County Executive may grant to the Chief Administrative Officer, the immediate 22 

staff of the County Executive and the head of each agency, and the County Council may grant to 23 

the Council Administrator, the County Auditor and the aide to each Council Member additional 24 

life insurance benefit, provided that the cost of premiums for such insurance shall not exceed 25 

seven percent (7%) of annual salary. The County Executive and members of the County Council, 26 

with a term beginning after November 2002, are entitled to this same benefit. 27 

 E. Retirement, Defined Contribution and Deferred Compensation Plans. 28 

  1. All exempt employees are entitled to and subject to the same retirement and 29 

pension benefits as are provided by the Personnel Law or other law to classified service 30 

employees of the County. 31 
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  2. The Chief Administrative Officer, the head of each agency, the [aides to] 1 

immediate staff of the County Executive, the Council Administrator, the aide to each Council 2 

member and the County Auditor shall be entitled, from the time of entry into the position, to 3 

payment to an alternate [pension] defined contribution or deferred compensation plan of Prince 4 

George’s County in an amount equal to [the normal contribution rate for the employer’s share of 5 

retirement costs for municipality members of the Maryland State Retirement/Pension System, as 6 

such rate is adjusted from time to time (4.13% of salary for FY-1985)] five percent (5%) of 7 

salary, as long as the employee does not participate in the State system. The County Executive 8 

and members of the County Council, with a term beginning after November 2002, are entitled to 9 

this same benefit.   [Provided, however, that if any of the specified members of the exempt 10 

service are participating in the Maryland State Retirement/Pension System and choose to 11 

exercise their option to decline or modify that participation, which would result in a lower 12 

contribution rate for the employer, said employees shall be entitled to compensation in the form 13 

of payment to an alternate pension or deferred compensation plan of the County in an amount 14 

equal to the difference between the lower employer share and the employer’s share had the 15 

employees continued to participate in the State system at the previous level.]  16 

 G.   Automobile Allowance 17 

  1.  The Chief Administrative Officer, the head of each agency, the immediate staff of  18 

the County Executive, the Council Administrator, and the County Auditor may be granted an 19 

automobile allowance in an amount equivalent to the cost of providing a County vehicle to said 20 

employee. The County Executive and members of the County Council, with a term beginning 21 

after November 2002, are entitled to this same benefit. 22 

 H.  Relocation Expenses 23 

  The County Executive may grant to the Chief Administrative Officer, the head of  24 

each agency, and the Deputy Chiefs of Police, and the County Council may grant to the Council 25 

Administrator and the County Auditor, reimbursement for the reasonable costs of relocation to 26 

Prince George’s County. 27 

 SECTION 2.  BE IT FURTHER RESOLVED that all other provisions of the exempt salary 28 

plan adopted by CR-179-1985 and amended previously by CR-4-1986, CR-77-1986, and CR-14-29 

1988, not amended by this Resolution shall remain in full force and effect. 30 

 SECTION 3.  BE IT FURTHER RESOLVED that the increase in the County contribution 31 
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to 5% of salary to payment to an alternate defined contribution or deferred compensation plan of 1 

Prince George's County set forth in paragraph E.2. of the Executive Pay Plan shall be effective 2 

retroactive to July 1, 2001. 3 

 SECTION 4.  BE IT FURTHER RESOLVED that all existing Executive Orders and 4 

Resolutions approving and establishing additional individual benefits for current exempt service 5 

employees are hereby confirmed and ratified and remain in full force and effect. 6 

 SECTION 5. BE IT FURTHER RESOLVED that the provisions of the exempt pay plan as 7 

established by CR-179-1985, CR-4-1986, CR-77-1986, CR-14-1988 and this Resolution shall 8 

apply, as applicable, to the following exempt employees: the County Executive; members of the 9 

County Council; the Chief Administrative Officer; the immediate staff of the County Executive 10 

(not to exceed five persons); the heads of offices and departments in the executive branch, 11 

including executive directors of boards and commissions; the Council Administrator; the County 12 

Auditor; the aide to each Council member; persons hired as attorneys-at-law , including attorneys 13 

in the Office of Law, the Legislative Officer, and the Principal Counsel to the District Council; 14 

and Deputy Chiefs of Police (limited to three).  The provisions of the exempt pay plan do not 15 

apply to members of boards and commissions, 700-hour employees, experts or specialists 16 

performing temporary services, employees required to be covered by the State merit system, and 17 

hearing examiners. 18 

 Adopted this 19
th

 day of November, 2001. 

        COUNTY COUNCIL OF PRINCE 

GEORGE'S COUNTY, MARYLAND 

 

 

 

       BY: _________________________________ 

Ronald V. Russell 

Chairman 

 

ATTEST: 

 

 

 

______________________________ 

Joyce T. Sweeney 

Clerk of the Council 
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