Request an additional leased vehicle

Request an Additional
Leased Vehicle

GSAFleet.gov User Guide
June 2025




Request an additional leased vehicle

Table of Contents

Table Of CONEENES........oooo et e e e e et e e e e e e e s ettt e e e e e e e e s nnseeeeeeeeeeaannnnnneeaaeens 2
4o Xo 11T o Y o TR 3
What IS GSAFIEEE.GOV.. ..ottt e e e e e et et e e e e e et e e e e e e e e e nnnneeeeeeeas 3
Creating an Account and LOGGING IN......oooiiiiiiiiiiii et e e e e e e e e e e e e e e snneeeeeeeas 3
Overview: Request an additional leased VENICIE.............euveiiiiiiiiiiiiiiieeeeeee e, 3
How to request an additional leased vehicle...................ooo i 4
HOW tO FeVIEW FeQUESES... ..o oottt eeeeesesseesseeeseneeeas 17

APProval WOrKFIOW StePS. .. ... ettt ettt e et e et e e e e e e e e e e e eeeeeeeeeees 23




Request an additional leased vehicle

Introduction

What is GSAFleet.gov

The General Service Administration Office of Fleet Management's (GSA Fleet) mission is to
provide safe, reliable, low-cost vehicle solutions that assist federal agencies in effectively and
efficiently meeting their mission and federal mandates. GSA Fleet manages mandatory
Government-wide vehicle acquisition programs, provides Federal agencies full-service vehicle
leases, and offers short-term vehicle rentals. GSA Fleet users previously used 19 disparate system
applications to meet this mission. GSAFleet.gov consolidated those 19 systems into a single
integrated system enabling value-added fleet management services through enhanced automation
provided to agencies as service offerings to improve their fleet management. GSA Fleet's
modernization allows agencies across the government to reap the benefits of the resulting solution
and enhance a widely leveraged shared service.

Creating an Account and Logging In

This document details how to create an account in GSAFleet.gov and how to log in.

Overview: Request an additional leased vehicle

The leasing request process in GSAFleet.gov, outlined in this user guide, is how GSA Fleet
customers request an additional vehicle to add to their leased fleet. Users at any level can initiate
an additional vehicle request (Local, Bureau, Agency) and the request will flow through the
remaining approval levels. Bureau and Agency level fleet managers will review and ensure
additional vehicle requests meet agency guidance, policy, and budget. Please note that at each
level, a request can be returned to the initial creator of the request for changes.



https://gsafleet.gov/GSAFleet_gov_Account_Creation_User_Guide.pdf
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How to request an additional vehicle
Step 1: Log into GSAFleet.gov. There are two ways to navigate to the Request an additional vehicle
functionality.

Method 1: Navigate to “Offerings” on the menu and select “Lease Vehicles” from the dropdown
menu. After that, select the “Start here” button underneath “Request an additional vehicle”.

OHenings ~ Managa my Fesl ~ Ruh reparts = FRdouris cat e el

ease keep an eye out for Fined a vethicle
Bs we will roll them out regularly. . by Federal lcense plobe §

gov by taking a quick survey.

FLEET OFFERINGS

Home OMerings ~ Manage my flest ~ Run reporis ~ Resource center Help

Home » LeaseVehicles

Lease Vehicles

Request a replacement vehicle

Use this feature 1o view vehicles referred for replacement, request a replacement, and review and approve
pending requests

Request an additional vehicle

Use this feature to reguest an additional vehicle, and review and approve pending reguests.

Starthere > & |
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Method 2: On the homepage, find the Fleet Offerings tiles, and select the “Lease Vehicles” tile.
Then, click on the “Start here” button underneath “Request an additional vehicle”.

Get Started
Here are some links to get you started. Please keep an eye out for Find & vehicle
naw features and updates as we will roll them out regularly. 9 Enter federal loense plate I by Federal license plate =

Your voice matters.
Help us improve GSAFleat. gov by taking a quick survey.

FLEET OFFERINGS

Lease Vehicles _ Short-Term Rentals

Crante and manage requests for GSA Flest lease vehacles includng wehabe Creste mnd manage reguests for your wehale and egupment short-cerm rental

selaction and appraval lar replacement velacles needi GEA Fleel's Short-Term Renlal Program affers 8 wide vanely of vehicles ard
SGUADITEN 10 SUDDON ShaSona] work, spacial svents, SUES regquiraments, and
TEDLE SN U INE TERENS AR MANIENANTE

Lease Vehicles

Request a replacement vehicle

Usa this feature bo viesw vaficles refermed for replacement. request 3 replboament, and review and approve
panding raquasks

Request an additional vehicle

Use this fegture to request an additional vehicia, and revicw and appiove pendineg reguects

o I
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Step 2: You will be taken to the “Additional vehicle requests” page, where you can create a new additional
vehicle request or search for existing additional vehicle requests. To create a new additional vehicle request
select the “Create a new request” button on the top right portion of the page.

Additional vehicle requests

Additional requests will be reviewed and evaluated by your agency and GSA Flael, Al reqguests are subject

to funding availabdity, agency policy, and may be filled using existing mwentory

Search additional requests

Ueir thes filltiera balow to refing your resulta
Leasing arganization Leasing account Hequest management Funding management
Leasing agency Flest sarvice representaties email Reques? status Funding status

Select = =1 Soloct - Select -
Leasing buresu Zone Reques! type Funding details

-Select- - Select - Spdoct z Select s
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Step 3: The Create new request page is presented. To begin the process to create a new request, you'll
need to associate the request with an active customer account. To locate and choose customer accounts,
utilize the search filters to narrow down the results, then select the blue Search button.

Create new request

Additional requests will be reviewed and evaluated by your agency and GSA Flest. All reguests are subgect

to funding availahility, agency palicy, and may be fillad using existing mwentory

Find and select customer account

Usa the filtars below to find your customar account, &dd or remove fillors as needed to updste wesng resulis

X Hogal all

Leasing agency BOAC Lone Legacy customar number
022-Agency 22 = F2600 L Sebect = a
Lemsing bureau Customaer POC email Fleel managemen] cenler
01-TOP OVSGHT BOARD - a Eolect -
FSR email Customer sccount number
Q

=,
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Step 4: Once the table of Customer accounts are listed, select the Customer account to proceed with your
additional vehicle request.

Create new request

Additional requests will be reviewed and evaluated by your agency and GSA Fleet. All requests are subject
to funding availability, agency policy. and may be filled using exsting inventory.

Find and select customer account

Use the filters below to find your customer acoount. Add or remove filters as needed to update viewing

rosults,
® Resetall
Leasing agency BOAC Zone Legacy customear number
022-Agency 22 . 221600 . -Select - z a
Leasing bureau Customer POC email Fleet management center
01-TDP OVSGHT BOAI 3 a Select ==
FSR smail Customer account number
a A a
Select a customar account to continue
1 Customer account T Customer scoount name 1 BOAC 1 Delinguent account Select to continue
B 021698 ETRILEY FLEET MANAGEMENT 221600 Mo Salact
Address 386 DICKMAN AVENUE Legascy  OG0I002Z1600230
customer
FORT RILEY 66442
FMC KANSAS CITY FMC

FSRMICHAEL A POWELLEGSA.GOV
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Step 5: Once you have selected the Customer account to create your request, you will be taken to the first
page of the Additionals request. At the top of the page you’ll see the Customer account and POC
information. There is also a link should you want to change the selected Customer account.

Additionals request

Additional requests will be reviewed and evaluated by your agency and GSA Fleet. All reguests are subject
to funding availability, agency policy, and may be filled using existing inventory.

FT RILEY FLEET MANAGEMENT| 1021598 . chanse cusiom

@ SOCOUNT UMb

~

Agency Buresau Otfice

Customes account Legacy customen Default BOAC
022 - Agancy 22 01-TDP OVSGHT BOARD LEE 1021598 number 221600
FTRILEY FLEET 0601002 21800230
MANAGEMENT
Created by Primary Customer POC FSR Funding status

michasl.apowell@gsa.go rruchael & powel L@gia go

W W

Selection details Activity and comments

Additional vehicle Agency guidance

Provide reasen for request *

-Selact-

1]

Read and acknowledge statement below *
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Step 5 continued: If the requesting BOAC has an outstanding bill over 90 days, a delinquency notification
banner will appear at the top of the request and will be displayed throughout the approval process. Please
note that while additional vehicle requests can be submitted and moved through the agency approval
process, the request will not be fulfilled until the delinquency is resolved.

Home Task Manager Offerings ~ Manage my fleat ~ Accident and maintenance Marketplace ~ Run reports ~ Resource center

Home ease Vehicles » Additional vehicle request » Create new request

Additionals request

Additional requests will be reviewed and evaluated by your agency and GSA Fleet, All requests are subject
to funding availability, agency policy, and may be filled using existing inventory.

I . You are creating an order for a BOAC that has outstanding bills over 90 days. Until those hills are paid, the request will not be fulfilled.
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Step 5 continued: Scrolling down the page, enter the following information:

Provide reason for request - Options include:
o Expansion of Mission
o Replace agency owned vehicle
o Replace commercial lease
Acknowledge that the request will fulfill a long term vehicle need
Provide garage address - Country, State and Postal Code are required
Towing Requirements - If applicable
Select Standard Item Number (SIN) - Enter directly into search field or select Vehicle Type tile and
browse available vehicle types

Selection details Mctivity and comments

Additional vehicle

Provide reason far regquest *

-Selel-
Ruead and acknowledge siatemant balow *

D By requesting & leased vehicls through GSA Flast. | sconowledge that thes = 5 ooy -term vehicls nesd intended for regulsr. ongoenig cperational use For shoet-term vekicle
needs. | can viiles the Short-Term Rental Progrem ratesd

Provics garage acddrass i)
Country *

United States of Amenca MW
Addreas line 1
Addrass lina 2
City
State *

-gelact state-

Postsl code *

Wil the additsanal vehicle be wied for towingT *

Ow @
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Select Standard Item Number

In accordance with FMR 102-34 .50, vehicle selections should be limited to the minimum vehicle and engine size that is mission essential,

and achieve maximum fuel efficiency

Search Vehicles

o  Search by Standard Item Number

Search by Type

SO0 =

Sedans and Station Wagons

=

Light Trucks (4X4)

=
L Y
Right Hand Drive Vehicles

To'o=0o~

Wreckers and Carriers

L

Police Use Vehicles - Sedans

T

Light Trucks Cab and Chassiz
(Incomplete Vehicles) 4x2

—Y
LEL T Y

Medium and Heavy Trucks, 13,501
LBS. GVWR and Greater

OCONUS AlL

T

Police Use Vehicles - SUVs

T

Light Trucks Cab and Chassis
{Incompiete Vehicles) 4x4

il

Buses

55

1
o0
Police Use Vehicles-PUs

Lt Trks with Vocational Bodiea [4x2)

O —Ow

Ambulances

=

Light Trucks {4X2)

s

Lt Trks with Vocational Bodies (dx4)

o)

Wheelchair Vehicles
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Step 5 continued: When searching by vehicle type, you will be able to review all available vehicle
Standard Iltem Numbers (SINs) within that category. Use the “Select” button next to the preferred vehicle
Standard Iltem Number to make your selection. Once the SIN has been chosen, select the “Next” button to
continue with the request. You can also choose to “Cancel” the request or “Save/Exit” to return to the

request at a later time.

NOTE: While all SINs that are available in the Federal Vehicle Standards will be listed here for
selection, not all SINs necessarily have an open contract for ordering. Please refer to the Vehicle
Availability Listing (VAL) in GSAFIeet.gov Fleet Offerings section for open/close contract dates of

specific vehicle SINs, makes and models.

Select a Standard [tem

FILTERS e & F
i filter applied -
ahicls Typa &
Sedans and
Station L=}
iagons {'I_'T_"-”!
Vahicls Typa -

Sedans are Stali =

Vahicle Sub-type =

melact

STD ltem: 5P, SEDAN. COMPACT, 5 PASSENGER. PLUG-IN HEV

STD hemc 9H, SEDAN, COMPACT, 5 PASSENGER, HYBRID ELECTRIC VEHICLE

STD em: 9F, SEDAN, COMPACT, 5 PASSENGER. 4 DOOR, FUEL CELL VEHICLE

STD ivem: S, SEDAN, COMPACT, 5 PASSENGER, ELECTRIC VEHICLE

Sainct

Gelect

Select

Balaci

STD em: 9C. SEDAM, COMPACT, 5 PASSEMGER, 4 DDOR. 4 CYL ENGINE — Beiect

- STD hnwm: 9887, 08D TEST MULE (OPTION)

STD hem: 87 SEDAM, SUBCOMPACT, 4 PASSENGER, PLUG-IN HEV

STD hem: BH, SEDAN. SUBCOMPACT, 4 PASSENGER. HYBRID ELECTRIC WEHICLE

STD item: BE. SEDAN, SUBCOMPACT, 4 PASSENGER. ELECTRIC VEMICLE

STD e BC, SEDAN, SUBCOMPACT, 4 PASSEMGER, 4 DDOR

[ems Der page . £ | *l

felnc|

Belect

Balact

Select

Galact

Displaying 1-10 of 20 items



https://store.gsafleet.gov/vehicle-availability
https://store.gsafleet.gov/vehicle-availability
http://gsafleet.gov
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Step 6: The next screen will allow you to review all details of the request thus far and then:

1. Request Options: Once the SIN has been selected, you will be prompted to select any additional
options they may require to meet your mission. And, if desired, provide a comment regarding the
option selection (i.e. gty required, install location, justification for why option is mission essential).
Once all of the options have been selected, choose “Next” to save and progress through your
request.

Select options

In accordance with FMR 102-34 50, cphonal squpment selechons should be lemimed 1o whial & Messon sesential Mot all selacted aptions ane guarantead Options selectad may affect
the final lease rate

P i P e e iF amanis GEA P P F i el D -

AFY CAFE Cradit

CFEB MPG FOR EBS -
Body Chassis
BRMD BRARD
CW BASE CURE WEIGHT W/ GSA MIN REQMTS-LES
MFMC MFG. MODEL CODE -
PYWOL PASSEMNGER COMPARTMENT VOLLME -CLUFT -
THNE BODY STYLE FUKE
TWOL TRUNE WVOLUME -CUFT
WH WHEELBASE
ELT THIM LEWEL
Add Gptions -
Adational Regquiremants
I__] AREC-ADDITIONAL REQUIREMENTS

Aletsrnatree Fusl
D EBG-ETHANDL FLEXIBLE FUEL
Body ' Chassis

D PI-REAR SPOILER

Dhalivsay

W CHS-COMSIGMNER DELIVERY INO DEALER PREF

Note: In accordance with FMR 102-34.50, optional equipment
selections should be limited to what is mission essential. Not
all selected options are guaranteed. Note that previous vehicles
may have had options included that now may need to be selected.
Options selected may affect the final lease rate.
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2. Supplementary Information:

a. Users are then prompted to add supplementary information if needed. For some select
agencies, this is where you can enter if a specific Make/Model is required, and upload
supporting documentation to justify the need. When entering a specific Make/Model, you
must mark the uploaded documentation as Make/Model justification type in order to submit
the request.

b. Additional documentation can be uploaded here as well, including the Vehicle allocation
methodology (VAM), technical specifications for Medium and Heavy vehicles, etc.

c. Special Instructions: this section is for leasing customers to tell their FSR anything that may
not have already been covered in the other areas. Have a preferred color? Need the vehicle
to be delivered to a specific location? All of these notes should be entered here.

d. Read and acknowledge statement: It is required that all users submitting an additional vehicle
request request read and acknowledge the statement that GSA will order a low-GHG vehicle
if mandated by EISA and available in the selected SIN. GSA will take into account the size of
the vehicle requested, the SIN, the vehicle’s location etc. when ordering the vehicle for the
customer.

Supplementary information

Do wou require a specific make and moded to meet your messon? *

() Yes (@) Mo

DOCUMENTATION

You may losd multple fldes, howeosr, the manmum Sz of a0 eplosded il cannol encesd 1 MEB Fde types suppored

nclude Word, Excel, PDF, IFEG. GIF and PNG

+  Upload Fle
SPECIAL INSTRUCTIONS
Read and scknowledge statement below *
D i acoordance with EISA S&chon 141, & Low greennouss g vehecls woll be ordersd for the SIN setected f apphcable If mo low GHG velucle s available then & funcional

Neals exempTon will Nesd 10 De on Fee Wil your Sgency

15

o o 4
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Step 7: The final action for a user is to either ‘Submit for approval”, which will save the request and
progress the request to the next approval level or to ‘Save/exit” and return later. The request will be
assigned a unique “Additional request ID” that can be used to track the request through the approval
process. Requests must be submitted and approved by the Agency’s respective approval hierarchy before
GSA will attempt to fulfill the request through available inventory or new vehicle order.

« Pravious ‘ m | &, Save/exit ‘ < Submit for approval
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How to review requests:
(For users with the Agency and Bureau approver permissions only.)

Step 1: Log into GSAFleet.gov, there are two ways to navigate to the Request an additional leased vehicle
functionality.

Method 1: Navigate to “Offerings” on the menu and select “Fleet Offerings” from the dropdown
menu.Then, select the “Lease vehicles” tile. After that, select “Start here” underneath “Request an
additional vehicle”.

OMerngs Manags my fesl - Run reparts = Fgdaduris cafle Heg

Federal Venicla STandards

ease keep an eye out for Find a vehicle
g5 we will roll them out regularly. . by Faderal lienss plate

gov by taking 8 quick survey,

Basing Rateg

FLEET OFFERINGS

Home Offerings Manage my fleat ~ Run reporis ~ Resource center Help

Home : Lease Vehicles

Lease Vehicles

Request a replacement vehicle

Usa this feature lo view vehicles referred for replacement, requesl a replacement, and review and approve
pending requests

Request an additional vehicle

Use this feature to request an additional vehicle, and review and approve pending requests

Starthere > & |

17

. 2
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Method 2: On the homepage, find the Fleet Offerings tiles, and select the “Lease vehicles” tile.
Then, select the “Start here” button underneath “Request an additional vehicle”.

Get Started
Here are some links to get you started. Please keep an eye out for Find & vehicle
naw features and updates as we will roll them out regularly. 9 Enter federal loense plate I by Federal license plate =

Your voice matters.
Help us improve GSAFleat. gov by taking a quick survey.

FLEET OFFERINGS

Lease Vehicles _ Short-Term Rentals

Crante and manage requests for GSA Flest lease vehacles includng wehabe Creste mnd manage reguests for your wehale and egupment short-cerm rental

selaction and appraval lar replacement velacles needi GEA Fleel's Short-Term Renlal Program affers 8 wide vanely of vehicles ard
SGUADITEN 10 SUDDON ShaSona] work, spacial svents, SUES regquiraments, and
TEDLE SN U INE TERENS AR MANIENANTE

Lease Vehicles

Request a replacement vehicle

Usa this feature bo viesw vaficles refermed for replacement. request 3 replboament, and review and approve
panding raquasks

Request an additional vehicle

Use this fegture to request an additional vehicia, and revicw and appiove pendineg reguects

o I
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Step 2: On the “Additional vehicle requests” page, use the various filters to populate the vehicle request
table at the bottom of the page. Depending on your review level, you can use the Leasing organization,
Leasing account, and Request management filters to locate all of the vehicles at Bureau or Agency review
level that await your action.

For example, if you are a Bureau reviewer for the Department of the Army, you first need to select the
Leasing agency = 021 - Department of the Army, then Leasing bureau = 38 - Material Command (AMC). To
further refine your results to only vehicles in Bureau review status, use the Request status filter under
Request management. Then select search. Any vehicles in Bureau review status will be displayed in the
table at the bottom of the page.

Search additional requests

Use the filters below to refine your results

Leasing organization Leasing account Request management
Leasing agency Fleet service representative email Request status

021-Department of the Army - Q johndoe@email com -Select- -
Leasing bureau Zone Reguest type

38-Materiel Command (AMC) - -Select- - -Select- -
BOAC Fleet management center Requested SIN

q -Select - v -Select- -
Customer POC email Legacy customer number Additional request ID

q, o, q,

Customer account number Submitter email
o a ohndoa@emai T
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Step 3: To review what has been requested, select the “Additional request ID” highlighted in blue.

1 Pequet statu

1 Additisnal request ID 1 BoOac 1 Cusfomar scoount number I Deguerisd SN 1 Raguee! fyps
A2E50554 FIH020 1002 BE0 B45 Eapangicn of misson & Buréau réview
AIETO040 — 212000 002BAE o fa pangion of MIgson ® Bureau review

Expansion of misson ® Bureau review

42538808 21018 1000007 2
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Step 4: Review all pertinent information on the additional vehicle request. . As a reviewer, you can also see
the Agency guidance, post a comment, and review the activity and comments.

Selecton delmls Bctivity and comments _
Additional vehicle Agency gusdance _

Salectad SIN
8H - SEDAN, COMPACT, 5 PASSENGER, HYBRID ELECTRIC VEHICLE

Garage address Projected towing weight
il 20 =
us

Reason for request

Expanscn of mission

(] By requesting & leased vehicle through GSA Flest, | acknowledge that this is 8 long-term vehicle need intendad for regular. ongoing operational use. For short-
tarm vahecle reeds_ | can utiloe the Short-Term Rental Program instead

Gabad tind oustiaies
N B oevinnE st FIVER T2 34 TD el SRidDames ! Seday TRt Sasedil B L 0wl O el SUnarTunl Won Sl salersd Gt etE S0 Bulrsmieaad Ol s aadaaredl imaiy BT

s Il ledss rals

P e T ORI

T T e A PR e e P —

&

DCE L R TATEA

e e

BPECLAL S TRUCTIONS

n Inacoondarcs sdth EISA Secmon 415 o gresnfgems mes ssbecis asl e pedered b the S priered # sopscsbie B ra loss GHG sehecie o pepdable, the= s Punciossl
rrasths ERErrarhory w i wesed G b on Dis e fS ooy b

—/\
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Step 5: Once you have reviewed the request, then you can either:

1. Approve and submit to the Agency level for their review, or if the review is being done at the Agency
level, approve and send to GSA for review.

2. Return the request to the submitter (Primary POC for the leasing account) with a comment as to why
the request is being returned. If you select return, an email will be generated by the system to the
Primary POC on the account letting them know it was returned.

« Returnto search v Return to submitter + Submit to agency reviewer

Once the Agency reviewer has approved a vehicle request, no further action is required on the part of the
customer agency. The status will be updated to “Pending GSA Approval” and GSA’s Business Management
team will review the request to determine if funding is available to fulfill the requirement. Once approved, the
status will update to “Approved at FSR”.

The FSR will then fill the request via available inventory or create the vehicle requisition, and the status will
update to “Filled with Inventory” or “Requisition Created”. You can check with your FSR for a status on your
vehicle order once it has been placed.
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Defining the approval workflow steps

Below is the list of ‘Request statuses’ in order of workflow.

Draft: The initial step in the request process where leasing customers initiate an additional vehicle
request. This action can be completed at the Local, Bureau, or Agency level.

Bureau review (if applicable): Step 2, where the Bureau approver reviews the request and either
sends it forward, or returns to the submitter for changes.

Agency review (if applicable): Step 3, where the Agency approver reviews the request and either
approves the request, or returns to the submitter for changes.

Pending GSA Approval: Step 4, where GSA’s Business Management team reviews the request for
funding approval. FSRs may also attempt to fill via existing inventory during this period.

Approved at FSR: The request has been reviewed and funded by GSA’'s Business Management
team. The FSR can create a new vehicle requisition or attempt to fill via existing inventory.

Filled with Inventory: The FSR has determined that an inventory vehicle can be used to fulfill the
request and coordinates with the local customer prior to assigning the vehicle.

Requisition created: The FSR has determined that there are no current inventory vehicles to meet
the requirement and creates a new vehicle requisition.

Returned: The request was returned to the submitter for changes to be made.

Cancelled: The request is no longer required and has been cancelled. Cancelled requests cannot
be reopened. A new request must be created.
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