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GSA Fleet

GSA is the mandatory source of new non-tactical vehicle purchases for 
Executive Agencies, the DoD, and other eligible users
(Per 41 C.F.R. § 101-26.502 / FPMR 101-26.501)

AutoChoice online ordering tool to select and compare vehicles

Agencies purchase more than $1 billion in vehicles and automotive products 
annually at over 24% below dealer invoice  

Professional engineering services including technical assistance and vehicle 
design services

Professional contracting teams and customer service staff

Assistance with Multiple Award Schedule (MAS) ordering

What We Provide
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http://www.gpo.gov/fdsys/pkg/CFR-2014-title41-vol2/pdf/CFR-2014-title41-vol2-sec101-26-501.pdf
https://autochoice.fas.gsa.gov/


GSA Fleet

Ongoing disruptions and ongoing supply problems in automotive supply chains 
leading to:

• Low allocation across vehicle types 
• Early and unexpected model closeouts
• Outstanding/extended deliveries
• Potential order cancellations
• Accessories & options missing
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Current Challenges



GSA Fleet

Benefits of Using AutoChoice
● Online ordering tool

● Permits various levels of user rights 
defined by Agency Fleet Managers.

● Configure vehicles and choose 
optional equipment

● View side by side comparisons of 
vehicle models from vendors
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● Calculate total price

● View and compare fuel economy 
and fuel types

● Submit and track your vehicle 
orders online



GSA Fleet

Standard Order Program

●Ambulances
●Buses
●Incomplete light-duty cab and chassis
●Law Enforcement & Upfitting
●Light trucks 
●Light trucks with vocational bodies
●Medium and heavy trucks
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●Sedans 
●Station wagons
●SUVs 
●Vans
●Wheelchair vehicles
●Wreckers and carriers



GSA Fleet

Login to 
AutoChoice
Access AutoChoice at 
autochoice.fas.gsa.gov

Click on “Sign up” below the login 
prompt to create a new account
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http://autochoice.fas.gsa.gov


GSA Fleet

Register
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Agency and bureau code are required to 
register

Contact vehicle.buying@gsa.gov to 
determine your agency and bureau 
designation

Passwords must be 8-16 characters with at 
least one number, one upper-case letter, 
one lower-case letter and one special 
character

mailto:vehicle.buying@gsa.gov
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Issues with AutoChoice Login or Registration

Email vehicle.buying@gsa.gov
• Include your email address, first, and last name used to 

register

• Provide a screenshot of the error message including the URL

GSA locks an account if the user does not log in every 90 days.
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mailto:vehicle.buying@gsa.gov


GSA Fleet
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Get Started in AutoChoice

• Standard Order Program

• Express desk (Urgent & Compelling Needs)

• Multiple Award Schedule (MAS)

• Non-Standard Vehicles (Custom Design)
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View Minimum Requirements
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Select Optional Equipment & Delivery Options
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Find additional information about 
options and standards at the 
Federal Vehicle Standards.

https://vehiclestd.fas.gsa.gov/CommentCollector/Home
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Additional Requirements (AREQ)
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• Is an option code on the Optional Equipment 
page - requires additional documentation

• Allows customers to request specific equipment 
not listed in the optional equipment list such as 
an electric drive train for a school bus, a snow 
plow, or additional key fobs

• Will result in the manual processing of your 
order

• List requirements concisely and include enough 
information for GSA to obtain valid pricing

• Cannot be used to request 
makes/models not offered in 
AutoChoice 

• Cannot be used to request options 
shown as not available by the 
manufacturer
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Compare Prices and Choosing a Model
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GSA Fleet

Requisition Page
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The Requisition Detail Guide 
answers most questions about 
completing the requisition 
information.

If you need additional assistance, 
contact Vehicle Buying or your 
agency fleet management.

https://www.google.com/url?q=https://www.gsa.gov/buying-selling/products-services/transportation-logistics-services/fleet-management/vehicle-purchasing/important-information-and-notices&sa=D&source=editors&ust=1616079584554000&usg=AFQjCNEe2JI7kgdW9T1Oy51StVLVISIKQQ
mailto:vehicle.buying@gsa.gov
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Enter Mailing & Delivery Address

● Requisitioning Address: Enter the complete address of the office requisitioning the 
vehicle.

● Mailing Address: The Certificate of Origin (COO), Parts and Service Manuals (if 
ordered), Maintenance, Warranty and vehicle recall notices are sent to the mailing 
address.  Please verify the accuracy of the mailing address. The address must be a 
valid USPS address and not include a person’s name.

● Delivery Address: Enter the complete address of the ultimate location where the vehicle 
will be used even if the vehicle is being delivered to a dealership.
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Selecting a Dealership
• Usually applicable for sedans and light trucks.

• Dealer delivery is the default delivery type for sedans and light trucks.

• Excludes orders with option CNS or other delivery options.

• Use the dropdowns to select a dealership location for delivery.

• If you do not specify a dealer or choose consignee delivery option, the 
vendor will choose one based on the zip code listed in the Consignee 
Delivery Address field.

• The dealership delivery program is a contract between the vehicle 
manufacturer and the dealership.  Not all US dealerships participate in 
the delivery program.  Dealerships wanting to participate will need to sign 
up with the manufacturer.
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Dealership Delivery
• Pre-delivery inspection and courtesy delivery is included in the vehicle cost. Dealerships 

are paid by the vendor.

• Customers must pick up the vehicle within 5 days of notice from the dealership

• Customers should bring the Motor Vehicle Delivery Order document or Certificate of 
Origin and government license plates when picking up the vehicles. 

• Customers are responsible for any state-specific inspection required.

• Do not pick up a vehicle from a dealership that is damaged or incomplete.

• Contact Vehicle Buying if you have any issues picking up a vehicle.

mailto:vehicle.buying@gsa.gov


GSA Fleet
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Consignee Delivery
● Delivery address must be an accessible location.

● Customer must be available between the hours of 8:00am and 4:30 PM, Monday 
through Fridays, holidays excluded. Transport drivers are asked to contact the order 
POC prior to delivery.

● No pre-delivery inspection is completed. Items normally installed by the dealer as 
part of the pre-delivery servicing will be shipped loose in the vehicle.

● Customer inspects vehicle for damage and missing items and records that on the 
delivery receipt. The transport driver should provide a signed copy of the delivery 
receipt. Customer should contact vehicle.claims@gsa.gov as soon as possible if 
any damage in transit is noticed.

● Report any damage to vehicle.claims@gsa.gov or missing items to 
vehicle.buying@gsa.gov.

mailto:vehicle.claims@gsa.gov
mailto:vehicle.buying@gsa.gov
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Delivery Address POC
• On the Requisition Details page, fill in the Delivery Address of the final destination even 

if Dealer Delivery will be used.

• The Contact Person and Phone Number fields will be used by dealers to let customers 
know when vehicles are ready for pick up or by transporters to arrange CNS deliveries.
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“Compare Prices” tab includes 
the base shipment days.

Law Enforcement and Specialty 
vehicles take longer to ship than 
Light Vehicles

Shipment Days

Additional Information

Shipment Days - Base 180
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Estimated Shipment Times

NOTE:  Shipment times may vary more significantly during unique circumstances such as 
natural disasters or emergencies such as COVID-19. 

Vehicle Type
Days After Receipt of 

Order (ARO)
Current days 

ARO
Ambulance 195 - 255 360
Bus 150 - 300 240
Light Truck or Sedan 90 150-360
Light Truck with Vocational Body 90-275 425
Medium and Heavy Trucks 180-300 450
Law Enforcement (base) 90-120 180-300
Law Enforcement (upfit) 120-300 120-300
Wrecker 210-270 450
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Pending Orders
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• Access and edit saved orders. Yellow warning icons indicate Incomplete Orders

• You can copy pending orders to create new orders 

• Orders with incomplete Requisition Details are deleted after 14 calendar days 

• Orders with complete Requisition Details are saved until finalized or deleted

• If you do not have ordering rights, notify your agency’s authorized ordering contact that orders are ready 
for their review
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• Only users that have been granted ordering rights by their 
Agency Headquarter Fleet Manager or designee will be able 
to submit an order 

• Once an order is submitted, funds are considered obligated to 
GSA

• Funds must be available at the time the order is submitted

• If funds are not available at the time of submission, your 
agency will be in violation of the Anti-Deficiency Act

• Ensure your order is correct before submitting–changes or 
cancellation may be denied after submission.

Reminders Before Placing Orders
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● You will be emailed an AutoChoice Order acknowledgment.  

● If you notice any discrepancies with your order, email vehicle.buying@gsa.gov or call 
(844) 472-1200 immediately.

● Customers are responsible for obtaining license plates through UNICOR. Contact your 
agency HQ Fleet Manager for your agency’s specific policy
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After you Place an Order

mailto:vehicle.buying@gsa.gov
https://www.unicor.gov/Category.aspx?idCategory=1637
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Motor Vehicle Delivery Order (MVDO)
● Requisitions are electronically sent to the vendor through AutoChoice and 

the customer will receive the MVDO the next business day. Exceptions 
include when an MVDO requires Engineering or Contracting Office review.

● The MVDO is emailed to the addresses listed in the requisition and 
delivery block of your vehicle order.

To print the MVDO:
1. Select “Motor Vehicle Delivery Order” under the “Your History” tab at
2. Enter the requested information and click “submit”.
3. If you select by Case Number, enter the last 5 digits of the RPN number.  

Example RPN-N-AB123 would be entered as “AB123”.
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● After a vehicle ships, the vendor submits the invoice to GSA 
Finance

● GSA Finance validates the invoice and pays the vendor

● GSA Finance invoices the customer agency based on the Activity 
Address Code, BOAC or DoDAAC provided on the order (how-to)

● Bill is due within 45 calendar days (40 U.S. Code § 321)

● You will not receive a paper invoice. You can access your invoice 
through VCSS
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Billing

https://www.gsa.gov/cdnstatic/Travel_Vehicle_Card_Services/Requisition_Detail_Guide%20Dec%202018.pdf
https://vcss.ocfo.gsa.gov/
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View Order Status in AutoChoice
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Build Reports
● Build reports in AutoChoice to view orders and check delivery 

status
● Select a variety of data elements. 
● Run by date range or range of case numbers. 
● Save and name report for future use.
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AutoChoice Account Managers
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• There are two types of account managers. Some agencies may only have one 
level or both levels of account managers.

• Agency-level Managers: can manage all agency users 
• Bureau-level Managers: can only manage bureau users 
• Agency/Bureau-level Fleet Managers can assign a designee(s) to manage 

user accounts.
If you need access to manage accounts, contact your Agency/Bureau Manager (or 
designee).
Agency/Bureau-level Managers that need to change their accounts should contact 
vehicle.buying@gsa.gov. 

mailto:vehicle.buying@gsa.gov
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AutoChoice User Roles
Level 2 User Rights

Headquarter Fleet Manager

● Authority over all bureaus
● Has authority to research available 

vehicles, create and order vehicles 
on behalf of one or more bureaus.

● View, edit or create vehicle orders

Supervisor or Bureau/Multi 
Bureau Manager

● Authority over a bureau or multiple 
bureaus.

● Has authority to research available 
vehicles, create and order vehicles 
on behalf of one or more bureaus.
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Express Desk

Multiple Award Schedule

Non-Standard Vehicles

Leasing
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Reserved for an urgent & compelling need 
(FAR 6.302-2(c))

• Request is submitted in AutoChoice 
• GSA is required to and will seek three sources of 

competition for the procurement. 
• Customer provides:

• Names of dealerships within the delivery 
area to be solicited by GSA

• Justification for urgent & compelling need 
and timeframe

• If non-standard vehicle is required or there are 
specialty needs provide vehicle specifications

• If a “brand specific” vehicle is required, a 
complete and comprehensive Justification for 
Other than Full and Open Competition (JOFOC) 
must be provided.

• No guarantee
• 2% Fee / 5% fee August-September
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Express Desk
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Multiple Award Schedule (MAS): 
Transportation & Logistics Category Motor Vehicles (non-combat)

● Fire Fighting apparatus and 
attachments

● Law Enforcement vehicles and 
attachments

● Special Vocational vehicles and 
attachments

● Construction equipment and 
attachments

● Snow Maintenance equipment

● Trailers and attachments

● Aircraft Ground Support vehicles 
and equipment

● Upfitting services

● Low-Speed vehicles

● Tires

● Leased heavy-duty vehicles and 
accessories

● Automotive body and repair 
services
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Self-Service Option
Submit a Request for Quote (RFQ) for automotive 
offerings

● through eBuy if the value is over simplified 
acquisition threshold ($250K)

● obtain a minimum of three written quotes 
(Federal Acquisition Regulation requires 
documentation)

GSA Fleet

Need Assistance?
GSA’s Center for Vehicle Acquisition can help put your acquisition package through AutoChoice
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GSA will assess a 
surcharge

Find contract and product 
information on gsaelibrary.gsa.gov

GSA can help walk you 
through the ordering process

MAS Purchasing

http://gsaelibrary.gsa.gov
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Non-Standard Vehicles
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● Custom vehicle builds
● For unique and specialized 

requirements which are not under the 
SOP contracts or MAS programs

● Work one-on-one with a vehicle 
engineer to customize any vehicle and 
the design & build services

● 10% fee for the first vehicle, 2% for 
every vehicle after the first within the 
same project Questions? 

Call or email GSA Vehicle Buying
(844) 472-1200 

vehicle.buying@gsa.gov

mailto:vehicle.buying@gsa.gov
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Leasing Services
• Full-service leasing provider 

(non-mandatory)
• GSA Vehicle Leasing provides

     15 cents per mile savings on 
average, over agency owned fleets*

• Over 227,000 leased vehicles
• Domestic and overseas operation
• Reliable funding (revolving fund)
• Vehicle Delivery & Sale
• Loss Prevention

• Automated Agency approval process
• Recall & Vendor Management
• Vehicle Maintenance & Accident 

Management
• Telematics
• Comprehensive Inventory Management 

System
• Select Replacement vehicles within 

Customer Acquisition Module in GSA 
Fleet Drive-thru

37*Per 2021 Federal Fleet Report

https://drivethru.gsa.gov/fmdtsys/dthome
https://drivethru.gsa.gov/fmdtsys/dthome
https://www.gsa.gov/policy-regulations/policy/vehicle-management-policy/federal-fleet-report
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Leasing Solutions

GSA Fleet

STR Program - Short Term Vehicle & Equipment Rental
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Seasonal or Surge Requirements

<120 days for vehicles

Up to 1 year for equipment

STR On Demand

gsa_rental@gsa.gov

Request vehicles at https://str.gsa.gov/str/

https://str.gsa.gov/str/gsa_rental@gsa.gov
https://str.gsa.gov/str/
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Sign up for Updates
Receive our Rules of the Road and Vehicle Availability Listing (VAL) updates to 
ensure you have up‐to‐date vehicle ordering information on the offerings currently 
available from GSA!

Sign up through our website: gsa.gov/vehiclepurchasing

39

https://autochoice.fas.gsa.gov/AutoChoice/VehicleAvailability
http://gsa.gov/vehiclepurchasing
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Other Links
GSA's vehicle ordering program: www.autochoice.gsa.gov

GSA Fleet home page:  gsa.gov/gsafleet

Federal Vehicle Standards:  https://vehiclestd.fas.gsa.gov/

GSA’s products and services:  www.gsaadvantage.gov

GSA contract award information:  www.gsaelibrary.gsa.gov

Eligibility to use AutoChoice:  
https://www.gsa.gov/policy-regulations/policy/acquisition-policy/eligibility-determinations

GSA’s Vendor and Customer Self Service (VCSS): https://vcss.ocfo.gsa.gov/

Buy used government vehicles:  www.gsa.gov/gsaauctions
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http://www.autochoice.gsa.gov/
http://gsa.gov/gsafleet
https://vehiclestd.fas.gsa.gov/
http://www.gsaadvantage.gov/
http://www.gsaelibrary.gsa.gov/
https://www.gsa.gov/policy-regulations/policy/acquisition-policy/eligibility-determinations
https://vcss.ocfo.gsa.gov/
http://www.gsa.gov/gsaauctions
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Customer Support 
vehicle.buying@gsa.gov

 844-472-1200

Vehicle Purchasing
www.gsa.gov/vehiclepurchasing

mailto:vehicle.buying@gsa.gov
http://www.gsa.gov/vehiclepurchasing



