[bookmark: _GoBack]

PROCEDURES FOR PARKING DAS VEHICLES AT DOT FACILITIES
The Department of Transportation (DOT) will assist the Department of Administrative Services (DAS) on allowing DAS vehicles to garage at our facilities (both gated and un-gated) on a space available basis, in accordance with the Department of Administrative Services  GL115 Regulations.  This procedure is written in an attempt to provide an outline of the process to be followed.  The first step is for the Agency Transportation Administrator (ATA) to seek permission of DAS Fleet via an e-mail to das.fleet@ct.gov
Upon receiving DAS Fleet written approval, please ensure compliance with the following    DOT Business Rules.
· To see a list of DOT locations for parking, please review on the DAS Fleet website the DOT fueling locations.  This also gives an indication if it is a gated and locked site.
· Once a site is identified, please meet on site with the Supervisor at the specific facility to obtain parking permission and be shown where to park and any other site considerations.
· Should a key be needed, contact david.hartley@ct.gov for the key number needed and download the key request form on the DAS website.
· The fully completed typed key request form that includes the name of the supervisor of the facility granting parking permission should be sent to Michael.morrison@ct.gov for processing, along with the e-mail from DAS Fleet authorizing the parking.
· Should a key not be needed, an e-mail from the ATA transmitting parking information including the drivers name, contact information, and the name of the supervisor of the facility granting parking permission, along with DAS Fleet approval should be sent to david.hartley@ct.gov

