
UNIFORMED SERVICES 
UNIVERSITY OF THE HEAL TH 

SCIENCES 

SUBJECT: Parking and Garage Management Policy 

Instruction 5526 
i RECEIVED DEC - 1 2017 

(SEC) 

This Instrnction implements the Uniformed Services University of the Health Sciences 
(USU) parking policy for all motor vehicles, bicycles and management of the USU garage. 

A. Purpose. 
This Instruction reissues USU Instruction 5526 and initiates policy for motor vehicle parking 

on the USU main campus. 

B. Reference. See Enclosure 1. 

C. Applicability. 
This Instruction applies to all personnel employed, assigned, volunteering or visiting the 

USU main campus. 

D. Policy. 
Naval Support Activity Bethesda (NSAB) maintains jurisdiction over the control of parking 

on the installation. The USU President and Director of Security will ensure that policy and 
procedures set forth in NSAB instructions are enforced. 

E. Responsibilities. 
NSAB enforces parking-policy for the installation while USU manages the main campus 

parking garage. 

1. President, USU: 

a. Approves USU parking policy and guidance. 

b. Approves allocation plan of parking tags and placards to each Responsibility Center 
(RC). 

2. Chief of Staff: 

a. Serves as final adjudicator of disputed issues. 



b. Maintains liaison with the Base Commander advising him/her on USU parking 
concerns. 

3. Director of Security: 

a. Oversees, manages and enforces USU parking policy and guidance. 

b. Meet with the USU Chief of Staff and Parking Champion and the Chair of USU Parking 
Committee on operations and management of USU campus parking on an as needed basis. 

c. Maintains liaison with the NSAB Security and Transp01iation departments regarding 
USU parking issues and concerns. 

4. Parking Champion: 

a. Will be the Security Depaiiment' s Master at Arms. 

b. Maintains routine liaison with NSAB Security Office regarding USU parking issues and 
concerns. 

c. Creates and manages the USU parking tag database in coordination with the RCs and 
the Office of the Chief of Information Officer, using existing ente1prise database systems, as well 
as manage/approve visitor and temporary parking pass distribution. 

d. Manages the USU parking garage spaces and notifies the supervisor of an employee 
who is violating USU and NSAB parking regulations. 

5. Responsibility Centers (RCs): Manage the USU parking tag assignment, and re
assignment, of their respective allocation of parkipg tags within their assigned RC. RCs will 
have to complete "Green Parking Permit Transfer/Issue form" (see Enclosure 4) and submit to 
Security Department's Master at Aims for action. RCs will ensure the Security Depaiiment's 
Master at Arms is updated with changes to tag distribution to ensure data base tracking system is 
current. Ensures all required information is updated and submitted to Security prior to 
distribution of pai·king tags. RCs will review and approve visitor parking requests prior to 
submission to Security using the Parking Workflow system. RCs will also manage, review and 
approve/disapprove temporary parking placard requests within their assigned RC. 

6. USU Parking Committee: 

a. The purpose of this Committee is to provide recommendations to the Committee Chair 
who will meet on a quatierly basis with the USU Chief of Staff and Director of Secmity on the 
operation and management of the USU parking garage. 

b. The Committee Chair rotates between the RCs represented on the Committee. 

c. The Committee is comprised of a representative from the Faculty Senate and a 
representative from each of the RCs, all of whom will represent faculty, staff, and students in 
their respective area of responsibility. 
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F. Procedures. See Enclosure 2. 

G. Effective Date. This Instrnction is effective immediately. 

Richard W. Thomas, -MD, DDS, F ACS 
President 

Enclosure: 
1. References 
2. Procedures 
3. Bicycle Parking Policy 
4. Green Parking Permit Transfer/Issue Form 
5. Vehicle Registration Form 
6. Rainbow Parking Map 
7. Report of Lost or Stolen Parking Control Device NSA Bethesda (NSAB) 
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Enclosure 1 

REFERENCES 

1. USU Instruction 5526, "Parking and Garage Management Policy," dated September 18, 2013 
(Cancelled). 

2. NAVSUPPACT Bethesda Instruction 5560.lA, "Parldng Management for Naval Support 
Activity Bethesda," dated September 28, 2017. 

4 USU Instruction 5526 



Enclosure 2 
PROCEDURES 

1. Individual Parking Tag Allocation and Management. 
USU receives an allotment of parking tags from NSAB based on the ratio of University 

employees compared to the total number of employees on the entire installation. USU leadership 
then dete1mines the number of individual parldng tags allotted to each USU RC. RC tag 
allocation is based on the number of assigned full-time Federal Government employees (staff, 
researchers, and faculty) and the RC mission. A separate tag allocation will be assigned to the 
students. USU Security Office will monitor garage utilization to advise the USU President on the 
total number of individual anci car pool tags to be issued with the goal of optimizing garage 
utilization while avoiding overflow situations. 

· Parking tag allocation standards are established by each RC, with the President's office 
having oversight to ensure similar practices across RCs. RCs should establish reasonable criteria 
that support their unique missions while striving to accommodate individual circumstances when 
possible. Alternative transportation methods such as car-pooling, walking, biking, and public 
transportation must be encouraged. Alternate work schedules and teleworking are potential 
strategies to reduce the demand on the parking garage. 

RCs have full authority to approve individuals for parking tags within respective centers. 
RCs are responsible for maintaining their parking tag allocation lists within the centrally 
established USU database, as well as for updating the database on a semi-annual basis. 
Individuals are required to turn in their hang tags to the Security Office upon out processing. 
The Security Office will retain turned in parking tags until the "RC" provides the name of the 
new tag holder. Once the required forms (see Enclosure 4 and 5) have been filled out and 
submitted, the Security Office will issue the transferred tag to the new member. 

All vehicle information should be updated when necessary to ensure vehicles driven onto the 
base are registered to the appropriate tag. 

2. Car Pools. 
A USU car pool group requires a minimum of two members. All members must be employed 

full time within the NSAB installation or be a full time student, physically present on the NSAB 
installation. Students shall not enter in official car pool airnngements with faculty. If you receive 
the metro subsidy from the government then you are not allowed to car pool. Individuals 
identified in violation of this policy may have both the government metro subsidy and/or USU 
parking tag revoked. USU Security will designate spaces restricted to car pool tag holders from 
0500-0930. Car pool spaces open after 0930 may be utilized by individual parking tag holders. 

All car pool members must regularly (at least 3 days a week) ride in the car pool to and :from 
USU. All car pool members must adhere to their responsibilities as follows: 

a. Car pool members are responsible for the accuracy of car pool member information. Using 
false or incorrect information to obtain or maintain a parldng tag will result in revoking the tag 
holder's parking privileges. 
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Enclosure2 

b. Car pools are subject to random verification of information and participation. If USU 
Security determines that a member has left a ear pool (resulting in only one remaining registered 
pruticipant for that patticular car pool) for more than 20 working days ( other than leave or TDY 
not to exceed 20 days), their tag shall be revoked. 

c. When car pool membership falls below the required minimum, the remaining care pool 
members will be afforded 20 working days to acquire a replacement member. The new car pool 
member will rep01t to the Security Office to complete a new car pool application. At the end of 
the 20 day period, the car pool tag shall be revoked if not updated and the parking tag shall be 
turned in to USU Security. Failure to tum in the parking tag will result in revocation of carpool 
parking privileges. 

d. When carpool members are on alternate work schedule days, leave, or TDY, the carpool 
members utilizing the parking tag is required to submit prior email notification to 
usuparking@.usuhs.edu. 

3. Temporary RC Managed Parking Placards: 

A limited number of temporary parking placards will be assigned on a percent population 
basis to each RC for their judicious use and limited issuance to personnel who have not been 
assigned a parking tag. The RCs will maintain a common Google spreadsheet, developed by 
OCIO, depicting the allocation of their parking placards that can be viewed by the USU Security 
Office at any time. Temporary placard holders are subject to the same rules, regulations, and 
guidelines set fmth by this parking policy, as parking tag holders. The purpose of the pass is to: 

a. Provide a temporary pat·king solution for personnel newly arriving at USU, while alternate 
means of transportation or parking ai·e being evaluated by the recipient. This pass will not 
exceed two weeks in length. 

b. Provide temporary parking in case of physical impairment that precludes use of public 
transportation (cmtch or wheelchair use, for example). 

c. Provide temporary parking for other circumstances on a case-by-case basis, as determined 
appropriate by the RC, provided spaces are available. A temporary pass will not exceed thhty 
days. Temporary passes can be renewed from their original duration, depending on 
circumstances, however, individuals will generally not be on a temporat-y pass for longer than 
ninety days. 

4. Visitor Parking Pass: 
A visitor pass shall be issued to official visitors of USU, as requested by the RCs. Visitors, 

when authorized, are encouraged to park in the designated USU visitor parking spaces. Visitor 
passes are to be requested through the RC representative, and the requests then submitted to USU 
Workflow via https :/ /workflow. usuhs.edu. All parking requests must be received NL T 24 hours 
prior to the expected visitation. Requests received within the 24-hour· window will not be 
reviewed until the next business day, thereby jeopardizing access to the parking garage for those 
visitors scheduled to visit the next business day. Last minute requests should be avoided, but 
when necessary such requests must be submitted directly to the Security Office for approval. 
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Enclosure2 

USU staff, faculty, and students (military, civilian, and contractor) that utilize alternate 
means of transportation may request a visitor pass through their RC for up to six days per 
calendar month but each request should not exceed more than two consecutive days. The RC is 
responsible for the tracking of these exceptions. Visitor pass holders are subject to the same 
rules, regulations, and guidelines set fmth by this parking policy, as parking tag holders. 

5. Tag Sharing: 
In an effmt to maximize the utilization of the garage and the hang tags distributed, tag sharing 
will be permitted. All individuals sharing a hang tag and theh- vehicles must be registered with 
both USU and NSAB. Along with the hang tag a paper pass will be issued by the Security 
Office listing all registered drivers. The paper pass should be displayed on the dash to ensure 
entry into the garage. 

6. Hours of Enforcement. 
Permitted parking will be enforced at USU, as well as on the NSAB installation, between the 
hours of 0500 to 1400 (Monday through Friday). 

a. During this time you must have an assigned NSAB individual parking tag, car pool tag, 
handicapped tag, temporary parking placard, or visitor pass issued by the USU Security 
Department. 

b. Temporary parking placards and visitor passes can only be used in the USU green hang tag 
parking lots. 

c. Authorized vehicles must park in designated parking spaces only. 

d. The USU garage will be secured at 1900, the lower levels of the parking garage will not be 
used and barricades will be in place unless overflow conditions require the use of the lower 
parking levels. 

e. Individuals needing to park overnight in the garage on a recuITing basis to conduct official 
duties will be required to pre-register with Security. Once complete they will be issued a 
specially designed overnight placard with an extended expiration date by the Security Office. 

7. Drivers with Disabilities. 
Drivers with a state issued handicapped placard or handicapped tags are authorized to 

park in any reserved handicapped space on the installation. Handicapped parking placards 
and tags must be registered to the individual USU driver. 

a. It is illegal to use another person's placard to park_ in handicapped parking. 

b. Since personnel in possession of a state issued handicap placard/tag are authorized to park 
in the USU garage, USU will .not issue this category of personnel a USU parking hang tag or 
placard. 
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Enclosm·e2 
c. USU or visiting handicapped personnel that are unable to find an available 

handicapped parking space are asked to check with the guard in the booth at the entrance to 
the USU garage for assistance. 

d. USU handicapped personnel must have an assigned NSAB parking tag to park in a 
non-handicapped parking space on the NSAB. 

8. USU Clinic Parking. 
Personnel visiting the USU Clinic have reserved parking spaces. The guard in the booth at 

the entrance of the USU garage will direct clinic visitors to the designated reserved spaces. 

9. Rainbow Parking. 
Rainbow parking will be authorized between 1100-1400 (Monday through Friday) except for 

reserved parking, handicapped parking, and patient parking. DUl'ing these hours, vehicles with an 
assigned NSAB parking tag of red/ green/purple or carpool placard holder can park in designated 
rainbow parking fots across the installation (See Enclosure 6). 

I 0. Open Parking. -
Open parking is authorized installation-wide from 1400 to 0500 (Monday through Friday, all 

day on weekends, and Federal holidays). During this time no NSAB J?arking tags are required. All 
parking must still occur in legal parking spaces. 

11. Motorcycle Parking. 
Motorcycles shall be parked in designated motorcycle parking areas within the USU garage. 

No parking tag is required. Drivers will follow all NSAB motorcycle regulations. 

12. Bicycle Parking. See Enclosure 3 

13. Parking during TDY/Leave. 
Due to the limited number of spaces· in the USU garage, personnel shall not leave their 

vehicles parked in the garage while on leave or TDY. 

14. Lost or Stolen Parking Tag. 
Please follow the process below to obtain a replacement parking tag: 

a. If a parking tag is lost or stolen, the tag owner must report it to the USU Security· 
· Department's Master at Arms and pick up a Rep01t of Lost or Stolen Parking Control Device -

NSAB form (see enclosure 7). 

b. Complete the NSAB form and then proceed to the NSAB Base Police (Security 
Department) located at Building 17 and make a voluntary statement ofloss. 

c. Retum to the USU Security Office with a copy of the filed form and a completed copy of 
the Lost/Stolen NSAB report. The NSAB f01m will then be endorsed by the USU Security 
Office. 

d. Proceed to Building I 02 on NSAB for issuance of new parking tag. 
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Enclosure2 

e. Info1m your RC parking POC and the USU Security Office of your new-parking tag 
number. 

15. Electric Vehicle Charging. 
The only legal charging stations are located in Building 33 garage in front of the NEX. 

16. Violation Policy. 
In addition to tickets, citations, and other actions described in the NSAB parking policy, 

violation of the USU parking policy will result in the following actions by the USU Security 
Office: 

a. First Offense: Written notification to parking tag holder & supervisor. 

b. Second Offense: Revocation of parking privileges for 30 days. 

c. Third Offense: Written notification to the USU President for recommendation on further 
actions, to include possible permanent revocation of parking privileges. 

17. Questions or Concerns. 
If you have any questions or concerns related to parking or the current policy, please send 

them to usuparking@usuhs.edu . The USU Parking Champion will do his/her best to answer in a 
. timely manner. · 
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Enclosure 3 

University Bicycle Parking Policy 

This University bicycle policy applies to all personnel that operate a bicycle on the USU 
campus pertaining to daily use and bicycle parking. 

1. General Rules of Operation. 

a. Storing in Office or University Buildings. An operator shall not take a bicycle inside any 
University building for daily or long-term storage. All bicycles must be parked at the daily bike 
rack located on campus. 

b. An operator may ride a bicycle on a bicycle path, sidewalk, or roadway. An operator shall 
not ride the bicycle while in the University comiyard. 

2. Parking of Bicycles. 

a. When parking the bicycle on campus, operators shall only attach the bicycle to a designated 
bicycle rack. 

b. The USU bike racks are for daily use only and are not to be used for long-te11n storage of 
any bicycle. 

c. Bicycle locks may be left on the USU bike racks only if the cyclist is using the lock on a 
daily basis. Unused bicycle locks left longer than a week on the bicycle rack will be removed by 
the USU Security Office. 

d. USU will exhaust all reasonable means to identify owners of bicycles left on our bicycle 
racks for greater than 60 days, at which point the bicycles will be considered abandoned property 
and the USU leadership will use their discretion to properly dispose of the bicycles. 

e. Bicycles shall be parked on campus at places clearly designated by the presence of bicycle 
racks. Specifically, a bicycle must not be parked in automobile parking spaces; on lawn areas; 
shrubs or flower beds; streets; driveways or in any building. This also includes sidewalks, trees, 
all hand railing, light poles, entrance ways to buildings, or places that hinder pedestrian travel. In 
the event a bicycle rack is full, the bicycle may be parked upright in the general vicinity, 
provided it does not impede pedestrian traffic. 

f. Any bicycle parked at any location of USU shall be parked at the risk of the owner, and 
should be locked at all times when unattended. 

3. Violation of Policy. 

Violation of bicycle policies stated above can result in operator losing all bicycle privileges on 
the USU campus. 
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Enclosure4 

PLEASE PRIJ.\'T .ALL JJllFORldATION 

___ _ 

ChedtOne 

Cr-eem.Parlmig Pe:rmit No. _

OLDHOLDER: 

FUU.NAME: _________ _ 

DEPARThmNT: ________ _ 

ST.AFFTI'PE: ___________ _ 
(.w, al; ,n) 

POSIDONTin.E: ________ ____ 

NEWHOLDER: 

FULLN,Al-m: ____ --'-----

DEPAllD.mNT: ________ _ 

. S.TAFF'n"PE: ________ _ 

. (.\i'll., a;~. C1.t) 

.•.POSITION'TITL-E: _______ _ 

DepartmentAO mCbsir Sjgmture: .· _____________ Date: ___ _ 

USUP.mdngChampion Sigmtu;re: Date: ___ _ 
(USU Security) -----------
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Enclosure 5 

UNIFORMED SERVICESUNIVERSITY OFTIIE HEAL1H SCIENCES 

VEHICLE RE GHITRA TION FORM 

AJtplica.nt Inmnnatnn 
1.Ld.N;,m.e 

4.USUIDTh. 

1.D~erit 

JO. ,...,...Dlltu, 

13. m ~,.m,emngllfus 'lmlst 
Bmefb? � 'JES ONO 

2. Ft.r;t N11m.e 

S. CAC E!(pimimDll!a 

8.Rw(/&f.e 

11. llfd)il! Ph:me 

14. Sm a. Drl,er's Li:eue 

3. Midlle h'lli\l 

6.SU!fl')'pe(Mll., C:W,C'l'R) 

9. J,;bT:ll! 

J2. \l.°bd,: J!m.illll<lm!SS 

IS. In,er's Licms,e Th. 

Vehicle Information 
16. VIN# 

al. Wuca Yeu-

23. VIN# 

Zl. Vwid! Yeu-

30. VIN# 

34. Vtbid1 Yeu-

11.Col(r 

21,S!111eRe~d 

24. Cola 

23. S!1l1e Regl!tmd 

31,Coor 

35.S'lltteRe~d 

18.l\Wce 19.Modi!l 

22. Lictruil! Phte H 

25.lltlkt 26.Mo&l 

29. Licwit Phte H 

32. Mike 33.l\to&l 

36. Lktruil! P.hte H 

PRlVACY AtT STATEMENT 
'ltile:5 of&e u.s Cole a,Jfhuirei: tol1Kbnof-lwi11mmuim. D.tprlrimy11.u,ofiwinf~u'l)ymmaga\111'lt G4J;y6.e 
Setudly O:f&e, Tlm~mllf le1J1e.tforgrmfi\.fPaddng~. MUi.(,:nal,lu4,,in,J ct~-, bew(d. 
:fwria&ticelpi.ap~e, udinihe COUDt ct ahwjJ!iwEriiJ!m,m. 

Dae 

l'0R tsUSEt1JRll'Y 1.SE ONLY I N:tcilg Pamit fype 

�- �,-

USU FORM 5526 !SEC 
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Enclosure7 

NSAntm-IINST 5560.IB 
SEP 82017 

NSA BETI-IESDA (NSAB) 
REPORT OF LOST OR STOLEN PARKING CONTROL 

DEVICE 

I My slgnaturn 0,1 this fonn indk11tcs tll11! tho lnformntlon contained herein ls !too nnd conwl 10 tho lie.~I ofmy 
knowledge. -

LOST PARKING PERMIT 

I. I hereby omclnlly i·e1>or1 that the following park ins pormit (hanger lag) 1111d/m p;u·kii1l,I control device: 

lllmgcrTltg Color: ____ _ Tog Number: _________________________ _ 

DevlceNnmoor. ____ _ lJ.wd lo Acocs11 l.ac:atlon: ____ ,, ______________ .,.,_ --------•----------

Was (cll"cfo one}: I.OST STOLEN I · NOT TURNED JN BY STAFF MEMBEll WHO DEPA1U1iD 

2. I u11ders1n11d iho following: 
Prfor 11.1 laking this fonn to my comu1and Pa1klng Champion, I 111t1st s11b11dt a Vol11oi111y Stat,;mc;nt 10 NSAn na~c l'olice 
(St.·ct11-ity De,iMtdmiuit). 
eqt1es1 lo be issued a new 11a1ki11g pom1it or pa1f,;i11g c;onlrol device, I wtll take tllls fulm to my wmnmnd Pa1'klng Chnmplon 
and reoolYO nppro\''lll or disapp10v11l AT TH HIit DISCRETION to m;c.:ivc 1111ollwr- pi:rmil ur device. 
I may be placed at the botlo1,1 o>fthe walclng list, 111the dlscre1lon ofmy co11una11d Parking Cf111mpion nnd hnscd c,n my 
commend'$ ct11'i'\lnl pMklng 1:n1$iness mh,1f, · 
ltq1htCen1c11t pctrnils 1md device~ are issulld based on availability orpemlits. 

NAMli (Prim) Sig11a111rc 

-------••••w•--•-•••-••••---------
Commaml Wotk Phc,uc# 

ENDORSEMEN'f BY COMMAND PAUKING CHAMPION 

Al\ my eommand'a l'111klng Cluunplon, I (circle one): APPRovg I DISAl'PROVB i~:111i11g ohnothcr parking pcnnit han1;1cr Ill 
the following time (cllcl¢ one): 

NOW IF' one is available in MY COMMANO's CORRECT color code or PLACBD ON \VAl'l'ING UST 

!f pl<1<•1t<l on tire ,i,aill11g /fit, /, th,, Parkhrg Clta111plo11 1;Jll 11otl/J• the Tmrupartathm Prngrom 11/anag<!r ir/Jen the 11/wl'C 11a111ed pcn'QII I., dda,-,1J loNpm-t to /'ass mid IOfora 11e11 parki11K p,11·mit f1111rgd1\ · 

As my comnmnd's Pmking (:1111mpion, I (circle on<J): APPROVE / DISAPPROVE Issuing of anothcr JlMkiog coulrol dcvi« 
ANO llllfffiBY VERIFY the above 1111111"'1 person PAID FOR II PllW dllvioo thmugb the proper cli11nnels 11ml (lfO\'hled me with a 
receipt of p11ymenl. 

PARKING CHAMPION'S NAME (Piint) D11tc $igm;d 

Work Phone, 
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