
POLICY / PROCEDURE NAME: Vehicle Inventory Certification  
POLICY / PROCEDURE NUMBER: Fleet Manager’s Manual 9.2  
DATE ISSUED: June 21, 2004  
DATE REVISED: June 13, 2006 
 
REFERENCE / LEGAL AUTHORITY: O.R.C. Sections 125.16, 125.832 and 126.21 (A) (9)  
 
POLICY:  
 
The Department of Administrative Services, Office of Fleet Management (OFM) is responsible for the 
preparation of an annual vehicle inventory certification. All state agencies are required to certify 
acquisition and operational data on all licensed active vehicles to OFM. The following explains the 
authority/structure given to the certification process and most importantly its purpose:  
 

1. In accordance with Ohio Revised Code 125.16, agencies are responsible for annually certifying 
the inventory activity of their tangible personal property with the Department of Administrative 
Services. State licensed vehicles are considered to be tangible personal property, and 
therefore require the annual certification.  

 
2. In accordance with Ohio Revised Code 126.21(A)(9), the statute charges the Office of Budget 

and Management (OBM) with issuing the official Comprehensive Annual Financial Report 
(CAFR) for the state. The statute also gives OBM the authority to prescribe procedures for 
collecting financial information from state agencies. OBM uses Ohio’s annual certified fleet 
financial activity from FleetOhio, thereby requiring all state agencies to provide this information 
using FleetOhio, unless exempted in writing by OFM.  

 
3. The Ohio Revised Code section 125.832 charges OFM with maintaining current and accurate 

data for the State’s fleet of vehicles.  
 
 
PROCEDURE:  
 
In May, agencies will receive instructions on how to complete the annual certification process, including 
relevant due dates. 
 
Beginning June 30th 

extending to a date determined by OFM, typically around the 10th working day of the 
new fiscal year, agency fleet managers should review their fleet data for completeness and accuracy and 
have discrepancies corrected. Agencies should be able to conduct reviews in a minimum amount of time 
if inventory and maintenance data are maintained in FleetOhio on a regular basis. Data entry 
requirements are as follows:  
 

1. Vehicles received during the fiscal year are entered into FleetOhio. This includes vehicles leased 
from vendors. It is expected that new vehicles are entered into FleetOhio within 20 working days of 
receipt. Refer to the attached “New Vehicle Data Entry Instructions” for details.  

 
2. Vehicles salvaged or sold during the fiscal year are reflected as such in FleetOhio. This includes 

vehicles disposed of through the Office of State and Federal Surplus or by other means, i.e. 
donations, trade-ins, insurance settlements, etc. Vehicles disposed of through The Office of State 
and Federal Surplus are entered into FleetOhio by OFM. It is the responsibility of agency fleet 
managers to contact OFM to report vehicles disposed of by other means. This reporting is to be no 
later than 20 working days from disposal.  

 
3. Vehicles are now categorized according to O.R.C. 125.832. In FleetOhio, this is listed in the ‘Cost  

Center’ field of the ‘Status’ tab.  
 

- “DASAUTH” – Vehicles that fall under DAS statutory authority.  



- “EX-CV” – Exempted vehicles categorized as cargo vans. This includes vans that were 
originally purchased as passenger vans, but are now used exclusively as cargo vans (i.e. 
the seats have been removed).  

- “EX-EO” – Exempted vehicles owned by offices of elected officials.  
- “EX-HT” – Exempted vehicles categorized as heavy trucks (over 12,000 GVW).  
- “EX-LE” – Exempted vehicles driven by individuals with arrest authority as defined in O.R.C. 

125.831.  
- “EX-SV” – Vehicles that have specialized equipment installed.  

 
4. Funding source codes must be entered for each vehicle. This code should be entered in FleetOhio 

in the ‘Status’ field of the ‘Status’ tab on the Fleet Equipment screen.  
 

5. Acquisition costs must be entered for each vehicle. These should be entered in FleetOhio in 
the ‘Original Cost’ field on the ‘Acquisitions’ tab of the Fleet Equipment screen.  

 
6. Current odometer readings must be entered for each active vehicle. This odometer reading 

date should be no earlier than June 21st. 
 

On a date to be determined by OFM, FleetOhio will be placed in ‘certification mode’ to prohibit new 
vehicle entry or mileage changes. FleetOhio will remain in this mode until the State’s vehicle fleet is 
fully certified. Agency fleet managers must complete and return the annual certification form, 
containing their agency’s active vehicle count, by the date established by OFM.

 


