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ERMN Government Vehicle Accident 

Standard Operating Procedure 

Version 1.0 

 

1. Purpose 

This Standard Operating Procedure (SOP) provides guidelines to be followed in case of an 
accident involving government vehicles. 

2. Scope and Applicability 

Note that some procedures are different if vehicles are National Park Service (NPS) owned versus 
Government Services Administration (GSA) owned. 

Also note that this SOP addresses Federal guidelines and requirements. Cooperators and 
contractors may have additional reporting requirements. 

Follow all procedures presented below and fill out Motor Vehicle Accident Report Form SF-91 
and Statement of Witness Form (SF-94). Because government vehicles are self insured, damage 
resulting from government vehicle accidents are generally paid by the driver’s project account 
(NPS if driver is NPS employee; University if driver employed by University). In cases of severe 
negligence, the driver found at fault for the accident may be personally liable. 

3. Reference Documents 

3.1 Vehicle Accident Reporting Kit (GSA Form 1627) [Appendix 1] 

3.1.1 Motor Vehicle Accident Report Form (SF-91) [Appendix 2] 

3.1.2 Statement of Witness Form (SF-94) [Appendix 3] 

3.2 NPS NER TORT Claims – Accident/Incident Reporting Process [Appendix 4] 

4. Procedures and General Requirements 

4.1 In case of an automobile accident in a GSA-owned vehicle, locate (typically in vehicle 
glove compartment) GSA Motor Vehicle Accident Reporting Kit (GSA Form 1627) and 
follow all instructions therein. 

4.2 In case of an automobile accident in an NPS-owned vehicle: 

4.2.1 Stop immediately and turn on emergency flashers. 

4.2.2 Take steps to prevent another accident at the scene. 

4.2.3 Call 911 or ambulance if necessary. 

4.2.4 Notify police and NPS law enforcement. 
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4.2.5 In the event of death, actual or potential serious injury, or significant property 
damage (damage greater than $2,500), the employee involved will immediately 
notify his or her supervisor and the NER Regional Tort Claims Officer (TCO), 
Dave Schuller (215-597-5368). 

4.2.6 In reporting an accident, employee should state the facts to the best of her/her 
knowledge. Conclusions as to fault or responsibility should not be stated. 
The employee should report the accident only to authorized representatives of 
the Government, the employee’s insurance company, and police officers 
investigating the accident. The employee shall also file any report required by 
law. 

4.2.7 Get name and address of witness (preferably two witnesses). Ask witness to 
complete Standard Form (SF) 94, Statement of Witness, contained in vehicle 
glove compartment. 

4.2.8 State/provide your name, address, place of employment, name of your 
supervisor, and upon request show your driver’s license and vehicle registration 
information. 

4.2.9 Complete Standard Form (SF) 91, Motor Vehicle Accident Report at the scene. 
If conditions prevent this, make notes of the following: 

a. Registration information for other vehicle(s) (owner’s name, owner’s 
address, tag number, VIN, and vehicle description); 

b. Information on other drivers (name, address, operator’s permit, and 
expiration date); 

c. Name and address of each person involved and extent of injury, in any; 

d. Name and address of company insuring other vehicle(s) and insurance policy 
number, and; 

e. General information such as location, time, measurements, weather, damage, 
etc. 

4.2.10 Encourage police to provide a Police Report and, if available, submit a copy 
with SF 91. 

4.2.11 If you have a camera, take pictures of the accident scene and any damage to the 
vehicles involved. Submit along with SF 91. 

4.2.12 If vehicle is unsafe to operate, arrange for a towing services and pay for these 
services on vehicle charge/gas card. 

4.2.13 Submit all reports and data to your supervisor within one working day. 

4.2.14 If federal employee is injured, workers compensation process needs to be 
initiated within 48 hours of incident. Supervisor will assist with this process. It 
is important for injured employee to receive prompt medical treatment. Make 
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sure the employee sees a doctor, not a nurse, nurse practitioner, or physician’s 
assistant. 

4.2.15 Supervisor will submit copies of all reports and data to the employee’s regional 
Tort Claims Officer (TCO) [Dave Schuller 215-597-5368] as soon as possible 
but no later than 10 calendar days after the accident. 

4.3 Accident/collision reports should be filed for: 

4.3.1 All motor vehicle accidents involving Federally owned or leased vehicles and 
employee-owned or rented vehicles while being used on official business, 
regardless of the amount of damage. 

4.3.2 All public/visitor accidents will be reported on a SF-91 when a government-
owned vehicle is involved, government property is damaged, fatality occurs, 
medical treatment is required and/or a reasonable possibility of a tort claim is 
expected. 

4.3.3 Thefts and Vandalism should be reported to Park Law Enforcement Officials 
rather than reported on SF-91. 

4.3.4 Reporting Multiple Vehicle Accidents – when a privately owned vehicle 
damages Government property, two reports (SF-91) are required: one report for 
the Government property and one for the private operator. 
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Appendix 1. GSA Form 1627 Motor Vehicle Accident Reporting Kit 

 



 

04/27/10 5 of 12 



 

04/27/10 6 of 12 

Appendix 2. SF 91, Motor Vehicle Accident Report  
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Appendix 3. SF 94, Statement of Witness  
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Appendix 4. National Park Service – Northeast Region. TORT Claims – Accident/Incident 
Reporting Process 

Regional office employees travel on official government business and may be injured and/or 
involved in a motor vehicle accident while in travel status.  Use this checklist to ensure all 
required report information is gathered and proper notifications have been made immediately 
following an injury and/or accident that may result in a possible TORT claim against the 
Government in accordance with Departmental Manual, Part 451, Claims. 

REPORTING GUIDELINES 

 

□ Employees will immediately report any incident or accident involving a private person or 
private property which may give rise to a TORT claim against the Government. 

 

□ In the event of death, actual or potential serious personal injury or significant property 
damage the employee involved will immediately notify his or her supervisor and the 
Regional Tort Claims Officer (TCO), Dave Schuller [215.597.5368]. 

 

□ Employee supervisor will immediately follow up with the regional TCO to ensure the 
employee report was received and determine if additional information is needed. 

 

□ Damage to a government motor vehicle (GMV), as defined by Reference Manual 50B, 
Occupational Safety and Health Program as any vehicle owned, leased, rented or otherwise 
acquired for official purposes, or to private property resulting from GMV operation will be 
reported immediately as described above.   

 

□ Standard Form (SF) 91, Motor Vehicle Accident Report, and SF 94, Statement of Witness, as 
necessary must be completed for all motor vehicle accident cases and promptly submitted to 
the regional TCO.  These forms should be printed and kept with you while on official 
government travel when operating a GMV.  Copies of all accident reports will be furnished 
to the employee’s regional TCO as soon as possible but no later than 10 calendar days after 
the accident. 

 

□ In reporting an accident, employee should state the facts to the best of his/her knowledge.  
Conclusions as to fault or responsibility should not be stated.  The employee should report 
the accident only to authorized representatives of the Government, the employee’s insurance 
company, and police officers investigating the accident.  The employee shall also file any 
report required by law. 

 

□ If an employee involved in an accident carries liability insurance which may cover the 
employee or the Government, the employee shall report the accident to the insurance 
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company and shall also furnish the regional TCO a copy of the insurance policy together 
with applicable endorsements and amendments. 

 

DEFINITIONS 

 

Government Motor Vehicle: Any vehicle owned, leased, rented or otherwise acquired for 
official purposes. 

Incident: An event involving National Park Service employees or other personnel directly 
supervised by the NPS, that results in a near-hit, injury, illness, fatality, damage to government 
property, or damage to other property being used for government business. 

Minor Incident/Accident: An event involving National Park Service employees, or other 
personnel directly supervised by the NPS, that results in:  

1) Injury or illness requiring only first-aid treatment (per OSHA definition) and is not 
otherwise a recordable injury/ illness; and/or  

2) Property damage of less than $2,500. 

NPS Employee: All NPS employees, or other Federal, State, or local agency employees under 
NPS supervision/jurisdiction, and/or contractors and volunteers directly supervised by NPS or 
under NPS jurisdiction. 

Significant Property Damage/Operating Loss Incident: Incidents that result in property 
damage or operating loss from $2,500 up to, but less than $250,000. 

Serious Accident: An incident involving National Park Service employees, or other Federal, 
State, or local agency employees under NPS supervision/jurisdiction, and/or contractors and 
volunteers directly supervised by NPS (e.g. volunteers, SCA, emergency workers, etc.), that 
results in: 

1. One or more work-related fatalities, or imminently fatal injuries or illnesses;  

2. Hospitalization of three or more employees from a single occurrence; 

3. Property damage under Departmental/NPS control, and/or operating loss of $250,000 or 
more; and/or consequences that the NPS Designated Agency Safety and Health Official 
(DASHO) or the Regional Designated Safety and Health Official (RDSHO) judges to 
warrant investigation under the serious accident investigation procedures. 

 


