Instructions for Completing Form E-6B: Leased Passenger-Related Vehicles

PURPOSE OF FORM: To inventory currently leased vehicles, make requests for additional leases and requests for leases to replace vehicles. For complete rate information refer to the separate GSD rate schedule to enter all long-term and short-term rates.

INSTRUCTIONS:

Agency Name: 
REQUIRED. Enter the name of the agency initiating this document

Business Unit: 
REQUIRED. Enter a 5 digit number beginning with former “agency code” and followed by two zeros (e.g. 12300).

Program Name:
REQUIRED. Enter the statutory name of the agency’s program that is an approved appropriation level program.

Program Code:
REQUIRED. Enter the 4 digit code beginning with a P and followed by three numbers that must be consistent with the chart of accounts. .

LONG-TERM LEASES
1. Year. Enter year of long-term lease vehicle.

2. Make/Model. Enter the make/model of the current inventory of long-term lease vehicles.

3. Vehicle Type.  Enter vehicle type based on vehicle description on TSD FY26 rate schedule.
4. Enter A, R, or C for the appropriate type of request as follows:

A: Additional leased vehicle requested.

R: Request to replace previously purchased vehicle

C: Vehicle is currently leased by agency.

5. License number. Enter license number of leased vehicle.

6. Total mileage. Enter mileage of leased vehicle as of July 1, 2024.

LONG-TERM LEASES ONLY
7. Lease Type.  

A. Operational = Model Year 2019 and older (5 year life cycle)
B. Standard = Model Year 2020 and newer 

8. Monthly rate. Enter the long-term monthly rate.  Based on TSD FY26 rate schedule and lease type. 
9. Number of months to lease. Enter the number of months the vehicle will be leased.

10. Total Cost.  Calculate annual lease cost by multiplying monthly rate (Column A) by the number of months (Column B) which will be the total annual lease cost. (Column C).

SHORT-TERM LEASES ONLY
11. Daily rate. Enter short-term lease daily rate from the TSD FY26 rate schedule.

12. Number of days. Enter estimated number of days required (must be 30 days or less).

13. Total cost. Calculate the daily rate (Column D) times estimated number of short-term lease days (Column E) which will be the total annual short term lease cost.  (Column F) NOTE: for planning purposes all fuel used by short term lease vehicles are charged back to agencies.  
14. Federal. Place an X in the box if the vehicle is paid for with federal funds.
