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Appendix K  

Attachments to the County’s Response  

 

Due to the number of attachments included in the County’s Response, they are included in 

the report as a standalone Appendix K in the order shown below.   
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Page 

Reference Name of Document Attached to County Response 

Number 

of 

Pages 

Appendix A Motor Vehicle Risk Management Policy and Procedure No. OMB-01A 26

Appendix B County Owned or Leased Vehicles Memorandum Dated 09/28/18 2

Appendix C Email dated 08/29/18 1

Appendix D Motor Vehicle Policy Acknowledgement Memorandum Dated 07/20/17 1

Appendix E Vehicle Assignment Authorization Form 1

Appendix F Separation of Service Form 1

Appendix G Notification of Requirement to Return County Property 1

Appendix H Interdepartmental Memo Dated 08/22/18 1

Appendix I Police Department Assigned Vehicle Procedure OPS3108 0 1

Appendix J Email Dated 09/11/18 1
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OFFICE OF THE COUNTY EXECUTIVE 
THEODORE ROOSEVELT EXECUTIVE & LEGISLATIVE BUILDING 

LAURA CURRAN 
NASSAU COUNTY EXECUTIVE 

MARK PAGE 
DEPUTY COUNTY EXECUTIVE 

M E M O R A N D U M 

TO: All Executive Staff, Commissioners, Department Heads, Acting Department Heads 
and Directors 

CC: Helena Williams, Chief Deputy County Executive 
John Chiara, Deputy County Executive for Compliance 

FROM: Mark Page, Deputy County Executive for Finance 

DATE:  September 28, 2018 

RE: County-Owned or Leased Vehicles 

To further strengthen our vigilance over use of county-owned vehicles, the following directive is 
being distributed so that everyone is aware of their role with regard to the assignment and use of 
County-owned vehicles. 

Vertical Deputy County Executives will be required to review and certify reports of take-home 
vehicles assigned to Departments in their respective verticals on a yearly basis.  All records 
regarding take-home vehicles will be managed centrally by DPW Fleet Management through 
approval forms including the Motor Vehicle Operators Approval Request and the Vehicle 
Assignment Authorization Forms.  Any and all corrections to the list must be sent to DPW Fleet 
Management, , to ensure a complete and accurate master inventory of take home 
vehicles is maintained.  Written approval must be obtained from the Chief Deputy County 
Executive, Deputy County Executive for Finance, and the Vertical Deputy County Executive 
before any take home vehicle can be re-assigned.   

Responsibilities of Department Heads, Commissioners, Directors, Agency Heads: 

1. Report on County-owned vehicles in use by their department every May 1 and December
31. This report will include a listing of who is assigned a car, the justification behind the
use of a county-owned vehicle, and the make and model of the vehicle assigned to that
employee.
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2. Ensure that all employees under their purview who have been assigned a vehicle have read, 
signed and submitted the Motor Vehicle Risk Management Policy and Acknowledgement, 
the Motor Vehicle Operators Approval Request, the Vehicle Assignment Authorization 
Forms and are entered into the NYS DMV LENS Program.  The Vehicle Assignment 
Authorization Form captures all necessary data for LENS and requires approval from the 
Department Head, the appropriate DCE and the CDCE, in addition to certifications from 
OMB-Risk Management and Human Resources that the individual is listed in LENS and 
has both a Motor Vehicle Policy Acknowledgement and Motor Vehicle Operators 
Approval Request Form on file before a take-home vehicle can be assigned. The 
Acknowledgement will be forwarded to the Departmental HR Representative for inclusion 
in the employee’s personnel file, as well as the County’s LENS Coordinator to supplement 
the entry into the LENS System. 
 

3. Responsible for recording and tracking all violations and fines incurred by their employees 
while operating County-owned vehicles and must hold their employees accountable for 
unjustifiable violations and fines. Violations and fines are received by DPW Fleet 
Management.  They will review and send to the appropriate Department copying OMB-
Risk Management on all emails regarding violations and toll bills. 
 

4. Take-home vehicles are accounted for at all time and returned to the Department when no 
longer being utilized. New line items have been added to the Separation of Service and 
Notification of Requirement to Return County Property forms for take-home and pool 
vehicles and keys to ensure all County vehicles are returned when an individual exits 
employment with the County. 

 
 
 
   
 
 
 
 
 

Appendix B



From:
Subject: Operating a County Vehicle
Date: Wednesday, August 29, 2018 11:01:00 AM
Attachments: image001.png

Good Morning,

In order to ensure that you have access and the appropriate approval to operative a County vehicle, a Motor Vehicle Operators
Approval Request Form and a copy of your current NYS DL must be on file.

Please complete the form provided in the hyperlink below, print, and provide me with the original copy. In addition to the document,
please provide me with a current copy of your valid New York State Driver’s License.
http://webconnect/agencies/RiskManagement/docs/Motor-Vehicle-Operators-Approval-Request-Form-2015.pdf

It is very important that with this additional responsibility that you take the time to review the County’s Motor Vehicle Policy. The
policy goes over the protocols and regulations for operating a County vehicle.
http://webconnect/agencies/RiskManagement/docs/Motor%20Vehicle%20Risk%20Management%20Policy%20and%20Procedure%201-
14-16.pdf. You were provided this when you last took the Motor Vehicle Test.

Should you have specific questions regarding the Motor Vehicle Policy, please reach out to Steve Munzig in Risk Management. If
possible, please return the form and copy of your valid driver’s license to my attention as soon as possible.  

Thank you,

Nassau County Human Resources
One West Street, Mineola
(516) 

Please consider the environment before printing this
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Initial
 

HR Approval: 
☐ The above listed employee has a Motor Vehicle Risk Management Policy & Procedure
Acknowledgement and a Motor Vehicle Operators Approval Request Form on file.    _____

EFFECTIVE 9-28-2018 

Vehicle Assignment Authorization Form 

Name: ________________________  Dept: _________________________ 

Home 
Address: ______________________________________________________________________ 

Drives License #: _____________________ Employee ID #: ________________ 

Department Head Approval: 

OMB-Risk Management: 

Vertical DCE Approval: 

CDCE Approval 

☐ The above listed employee has been enrolled in the NYS DMV LENS System and holds
a valid NYS Drivers License.

________________________________    _____________
Sign          Date 

________________________________    _____________
Sign         Date 

________________________________    _____________
Sign           Date 

________________________________    _____________
Sign           Date 
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Nassau County 

 Separation of Service 

Revised 09/13/2018 

EMPLOYEE INFORMATION 

Name:  
Department: 
Title: 

CHECKLIST 

Item Date Comments 

Cancelled Direct Deposit 

Reviewed Health Benefits 

Reviewed Dental Benefits 

Reviewed Optical Benefits 

Reviewed Pension Options 

Unemployment Insurance Form 

Returned Photo ID 

Returned County Keys 

Returned Parking Decal 

Returned Take-Home Vehicle/Keys (if applicable*) 
*Vehicle must be returned to fleet

Returned Pool Car Vehicle Keys (if applicable) 

Returned Cellular Phone 

Returned Laptop/iPad/Surface Pro 

Returned Other 

Received Completed Deferral form (if applicable) 

Received Completed Lag form(s) (if applicable) 

I certify that the information form, notifications and policy statements as listed above regarding 
program benefits or obligations pertaining to Nassau County separation were given/returned by 
me on this date(s) listed above  

Employee Signature ____________________________________________________________ 

      Department   
 Date  Representative Initials 

Notification to Communications  _____________ _____________ 
Notification to IT  _____________ _____________ 
Notification to Risk Management _____________ _____________ 

DEPARTMENT REPRESENTATIVE SIGNATURE _____________________________________ 
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 Notification of Requirement to Return County Property 

 Revised 08/24/2018 

EMPLOYEE INFORMATION 

Name:  
Department: 
Title: 

I, the undersigned, do hereby state that I am an employee of Nassau County and that I have been 
issued the following Nassau County property authorized for my use only during my employment at 
the County.  

Received 
(check) 

Item Issue Date Return Date Comments 

Photo Identification 
Desk Keys / FOB 
Building Keys 
Pager 
Cellular Phone 
Laptop/iPad/Surface Pro 
Parking Decal 
Take-Home Vehicle/Keys 
Pool Car Vehicle Keys 
Other 
Other 

I understand and agree that upon termination of my employment the above listed items must be 
returned to my most recent department’s Human Resources representative. I also understand that 
my failure to do so may result in a delay or withholding of my final pay check and/or further action.  

I verify that I have read and received a copy of this notification. 

Employee Signature  Date 
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Police Department Assigned Vehicle Procedure OPS3108 0 

 

The Nassau County Police Department provided the Auditors with their “Assigned Vehicles” 

Departmental Procedures for their review.  

At the request of the Police Department, the full procedure document is not being published.  

 

 

 

 

 

 

 

 



From:
Subject: NC Motor Vehicle Policy Acknowledgment
Date: Tuesday, September 11, 2018 4:25:00 PM
Attachments: image001.png
Importance: High

Good Afternoon,

County Records indicate that you have been authorized to operate a County vehicle.  It is very important that with this responsibility
that you take the time to review the County’s Motor Vehicle Policy.
The policy goes over the protocols and regulations for operating a County vehicle. The policy is available for your review at
http://webconnect/agencies/RiskManagement/docs/Motor%20Vehicle%20Risk%20Management%20Policy%20and%20Procedure%201-
14-16.pdf.

It is necessary that you acknowledge that you have received and will adhere to this policy. This can be done electronically at
https://apex4.nassaucountyny.gov/apex/apexprod/f?p=360:1:4351366332194::NO:1:P1_TEST_ID:430.  

Should you have specific questions regarding the Motor Vehicle Policy, please reach out to Steve Munzing in Risk Management.

If possible, please return your Certificate of Completion as soon as possible.

Thank you,

Nassau County Human Resources
One West Street, Mineola
(516) 571-

Please consider the environment before printing this
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