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Introduction
The University of Wisconsin-Stevens Point is following the direction of UW System
Administration and the Department of Administration.

Purpose
The purpose of this policy is to provide requirements for the operation of use of all
University of Wisconsin-Stevens Point fleet vehicles.

Scope
These procedures apply to all University faculty, staff, students, volunteers, and agents
that must drive a UWSP fleet vehicle.

Authority

Wisconsin Department of Administration, UW System Administration, and the University
of Wisconsin-Stevens Point Transportation Services have provided requirements on fleet
vehicles and usage. Policy is subject to change without notice per UWSA and State of WI
DOA requirements. Questions regarding this policy can be directed to Transportation
Services Fleet Manager at ext. 2552.

Definitions

Agency: State departments, boards, commissions, institutions, and University campuses,
except agency heads.

Agency Fleet Manager: The employee who manages an agency's owned vehicle assets.

Agency Risk Manager: A state employee whose responsibilities involve administering the
agency’s risk management program.

Authority: Wisconsin state agency with administrative powers regarding enforcement of
policy compliance by other state agencies. DOA has authority over fleet driver fleet

management policies.

DOA: Department of Administration
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DUI: Driving Under the Influence of an intoxicant, controlled substance or other drug.

Non-availability Slips: Written authorization to use an employee's private vehicle at the
reimbursement rate stated in the current UTSA. — No longer available at UWSP.

Operator’s License: Defined in s. 340.01(41g), Wis. Stats.

OWI: Operating While Intoxicated, i.e., under the influence of an intoxicant, controlled
substance or other drug.

Personal Miles: Miles driven in a state vehicle that are not business-related. Commuting
is an example of personal miles.

Pool Vehicle: A work shared vehicle available for business use through reservation.

Reimbursement rate: The rates at which an employee may be reimbursed for use of a
personal vehicle for state business, or the rate at which an employee is required to
reimburse the State for personal miles in a state vehicle. For rates, please refer to the
current UTSA. If an employee exercises the option to use a personal vehicle when an
assigned or pool vehicle is available, the reimbursement rate is set in accordance with s.
20.916(4)(e), Wis. Stats., unless provided otherwise in the UTSA.

SGA: Student Government Association

State Vehicle: A vehicle owned by the State of Wisconsin for use to conduct official state
business. A state vehicle also includes a commercially leased or rented vehicle that is
assigned to an individual, agency or business sub unit for use to conduct official state
business.

UTSA: The most recent Uniform Travel Schedule Amount (UTSA) set by OSER with
approval by the legislative Joint Committee on Employment Relations. UTSAs are found
in the Compensation Plan.

Vehicle Packet-a vinyl pouch that contains pertinent vehicle information and general
maintenance instructions.
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Vehicle Use Agreement (VUA): An agreement signed by a driver of state vehicles and
his/her supervisor indicating the employee is eligible to drive a state vehicle.

Work Shared Vehicle: A state vehicle assigned to an agency or an agency sub-unit for
business use.
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6.0

Policies
6.1 Standards for Driving a State Vehicle

Only state employees, authorized University of Wisconsin System students and other
authorized agents of the state who sign a Vehicle Use Agreement may drive state vehicles.
They may only use state vehicles if they are on official state business, meet minimum
driving standards and are authorized by their agency.

State employees, authorized University of Wisconsin System students and other
authorized agents of the state may be allowed to drive a state vehicle if the following
minimum standards are met and approved by their employing agency:

e Must have a valid operator’s license,

e Must have minimum of two year licensed driving experience, and

e Must be eighteen (18) years of age.

Agency Fleet Managers/Coordinators should consult with their agency Risk Managers
regarding any requests for any exception to the minimum standards. Approval will be
documented and kept on file at the Transportation office. Drivers denied the use of a
state vehicle based on an unsatisfactory driving record may request a review of the denial
by their agency head.?!

! State of Wisconsin Fleet Driver Management Policies and Procedures Manual 1.1 Minimum Standards for Driving a State Vehicle

5
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6.2 Vehicle Use Agreement

All drivers must sign a Vehicle Use Agreement (VUA) (Appendix |) and submit the
completed VUA to their supervisor for approval prior to operating a state vehicle. The
VUA shall be reviewed and forwarded by the agency Fleet Manager/Coordinator to the
owner agency. The VUA describes the State’s minimum standards for driving a state
vehicle. All drivers who use state vehicles will have their driving records reviewed
annually. Itis the driver’s responsibility to immediately notify the supervisor and agency
Fleet Manager/Coordinator of any changes or updates in their driving record.

Prior to driving a state vehicle, each driver shall obtain a copy of and become thoroughly
familiar with the Preface and Chapter One of the Fleet Driver and Management Policies
and Procedures Manual. Once drivers sign the VUA, they acknowledge an understanding
of and future compliance with the directives in the manual. Any failure to comply with
the Fleet Driver Policies and Procedures will be reviewed by the drivers’ supervisor and
may be considered a violation of work rules resulting in a loss of state vehicle driving
privileges and possible discipline, up to and including discharge. Any questions should be
directed to the driver’s agency Fleet Manager. 2

Students VUA will expire on May 31 of each calendar year.

Individuals holding out of state licenses:

e A driver abstract from the state of issuance should be obtained and reviewed for
adherence to the driver authorization requirements for any individual with an out-
of-state license, military license, or international license.

e |t will be the driver’s responsibility to obtain such abstract and submit it to the
Transportation Department along with their Vehicle Use Agreement for processing
and approval.

e The following website lists all State Departments of Transportation:
http://www.fhwa.dot.gov/webstate.htm.

2 State of Wisconsin Fleet Driver Management Policies and Procedures Manual 1.2 Vehicle Use Agreements
6

University of Wisconsin-Stevens Point
Transportation Services

Fleet Vehicle Policy

December 2, 2016


http://www.fhwa.dot.gov/webstate.htm

Driver abstracts that are submitted to the Transportation Office must contain the
following information:

» Driver’s full name

» Driver’s date of birth

» Driver’s complete driver license number

» A minimum of 2 years past driving record

» Current driving status

e Drivers new to Wisconsin are required to apply for a Wisconsin driver’s license
within 60 days of establishing residency. Exceptions to this timeframe must be
approved by the UW System institution’s Risk Manager.

Drivers from other countries:
e The only acceptable international driving permit is from Canada. Any driver who

has an out-of-country license or permit and is requesting approval to drive on
University business must pursue a Wisconsin driver’s license within 60 days of
establishing residency.

e Exceptions must be approved by the UW System institution’s Risk Manager.

University of Wisconsin-Stevens Point
Transportation Services

Fleet Vehicle Policy

December 2, 2016



6.3 Driver Disqualification

State employees, authorized University of Wisconsin System students and other
authorized agents of the state may not drive a state vehicle if their driving record reflects
any of the following conditions:
e Three or more moving violations and/or at-fault accidents in the past two years
e An Operation While Intoxicated (OWI)/Driving Under the Influence (DUI) citation
within 12 months
e Suspension or revocation of driver’s license

The violation occurs when the citation is issued, not when the final court decision is made.
Exceptions to this policy are subject to a review. Agency Fleet Managers/Coordinators
should consult with their agency Risk Managers regarding any requests for an exception.
Approval will be documented and kept on file at the state agency risk management office.
Drivers denied the use of a state vehicle based on an unsatisfactory driving record may
request a review of the denial by their agency head.

Drivers’ must inform their supervisor and agency Fleet Manager/Coordinator in writing
whenever they become disqualified under these policies. Changes include, but are not
limited to, OWI/DUI citation, license revocation, restriction or suspension. Any change in
the status of a driver’s record resulting in disqualification or the failure to report such
change may result in revocation of the privilege of driving a state vehicle and/or discipline
up to and including discharge.?

3 State of Wisconsin Fleet Driver Management Policies and Procedures Manual 1.3 Driver Disqualification
8
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6.4 Fleet Vehicle Reservations

Reservations for all fleet vehicles can be made by phone, by e-mail, or via the
Transportation Services website

https://campus.uwsp.edu/sites/trnsprt/campus/SitePages/TransportationServices.aspx

When placing a reservation, the following information is needed:

« Type of vehicle needed

« Date and time of departure

« Date and time of return

o Name of the driver

o Destination

« Department account number
e Phone number

After the reservation has been made an e-mail will be sent to the driver and/or the
contact person. This e-mail will contain a confirmation number and a copy of the
reservation. The confirmation should be referenced for any questions in regards to
reservations.
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6.5 Vehicle Regulations

The Following policies govern state vehicles and do not include the policies of the State
Vanpool Program. DOA mandates the following when utilizing a state vehicle:

e Use of a state vehicle must be for official state business only. Incidental use associated
with official business away from the employee’s headquarters city is strictly limited
and may include incidental travel mileage (see Chapter One, 1.9., Incidental Travel and
Stops).

e A work-shared vehicle may only be used for business miles and associated incidental
travel and the guidance provided under Chapter One, 1.10.

e All drivers and passengers in state vehicles must comply with all Wisconsin laws,
including the Wisconsin seatbelt law.

e Drivers and/or their agency are personally responsible for the cost of all traffic
citations, parking tickets, locksmith calls for retrieving keys, etc.

e Drivers are responsible for compliance with IRS and Wisconsin Department of Revenue
requirements that are related to mileage reimbursement and personal use of a state
vehicle.

Compliance with state vehicle use policies is required of all drivers and passengers. No
person may use a state vehicle, or permit the use of a state vehicle, in the following
prohibited manners:

e Reckless driving or speeding
e The driver is impaired by fatigue, alcohol, drugs, or any other condition

O Any such vehicle use will be considered a violation of Fleet Driver and
Management Policies and Procedures and may be grounds for disciplinary
action up to and including discharge.

O Drivers of state vehicles who feel that their driving abilities may be impaired
must cease operating the vehicle immediately. Employees who believe another
employee is impaired have a duty to prevent that person from driving a state
vehicle.

10
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e Smoking is prohibited in state vehicles.
e Transporting non-state employee passengers, including family members, is not
permitted unless authorized under Chapter One, 1.12., Riding in a Sate Vehicle.
e Use for personal gain, such as delivering goods or services.
e Modifications including affixing signs, stickers, antennas, bike racks, ski racks etc.
O Modifications to state vehicles may be undertaken only with the prior written
consent of the owner agency Fleet Manager.
e Transporting animals
0 Allowed only with prior written consent of the owner agency Fleet Manager.
e Haulingloads that could structurally damage the vehicle (e.g., firewood, paper, gravel).
e Use of trailer hitches and towing
0 Allowed only with prior written consent of the owner agency Fleet Manager.
¢ Installation or use of any radar-detection devices.
e Transporting hitchhikers.
e Bicycles transported inside vehicles.
e Use for vacations or any other use not expressly authorized by this manual.

Drivers who have questions regarding the appropriate use of a state vehicle should
consult with their agency Fleet Manager.*

4 State of Wisconsin Fleet Driver Management Policies and Procedures Manual 1.6 Permitted and Prohibited Uses
11
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6.6 Incidental Travel and Stops

Drivers are not permitted to use a state vehicle for a personal purpose. The only
exceptions to this rule are incidental stops. Examples are stops at a restaurant for a meal,
an Automatic Tell Machine (ATM) or financial institution, urgent care or emergency room
or a gas station or convenience store.

Drivers should remember that public perception of state employees is important and
influenced by how and where the public sees state vehicles being used. Drivers should
not make incidental stops at locations the public would perceive as inappropriate.
Examples are gaming and sports venues, liquor outlets and other locations where it is
unlikely that any state business or allowable incidental use is involved.

Drivers required to stay overnight(s) away from home may, with permission of their
supervisor, use a state vehicle for the types of necessary activity that could be expected
of a traveler away from home. Examples include evening use to go to a pharmacy, grocery,
laundromat, fitness center, or other locations to purchase goods or conduct activities
necessary for the employee’s health and well-being.>

6.7 Mileage Reporting

Monthly mileage reporting is required for every state vehicle. The driver is required to
submit two documents when recording and reporting monthly mileage. Drivers are
required to maintain an Assigned Vehicle Log form, which records each leg of daily travel.
Vehicle logs must be submitted to and maintained by the Fleet Coordinator. At the end
of every month, the driver responsible for the vehicle must return a completed mileage

report to the owner agency. The mileage report indicates the beginning and ending

odometer reading for the vehicle along with any personal mileage. Reimbursement for
any personal miles must be included with mileage reports. A supervisor signature is

required on all mileage reports. ®

5 State of Wisconsin Fleet Driver Management Policies and Procedures Manual 1.9 Incidental Travel and Stops
6 State of Wisconsin Fleet Driver Management Policies and Procedures Manual 1.11 Mileage Reporting
12
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6.8 Riding in a State Vehicle

Non-state employees may ride in a state vehicle if on official business and authorized by
their agency Risk Manager. Approval will be documented and kept on file at the state
agency risk management office.’

6.9 Citations

Drivers are responsible for promptly paying all vehicle citations. Failure to pay parking
tickets immediately results in late fees and possible vehicle registration revocation or
suspension. The owner agency will pay the amount due upon notice and invoice the
driver and their employing agency, which may include extra charges. The responsible
driver may be subject to discipline, as determined by the employing agency.®

6.10 Fleet Vehicle Pick up and Drop off

Vehicle Pickup

e All vehicle packets must be picked up at the Transportation Office during office
hours.

e Every individual will be required to show a valid drivers' license. If a person other
than the driver will pick up the vehicle the Transportation office needs to be
notified and that individual must be approved to drive and/or listed on the
Transportation Managers list.

e Personal vehicles may be parked in the stall assigned to the University vehicle that
is assigned for the reservation.

e Record the beginning mileage on the form inside the vehicle packet.

Vehicle Drop Off
e When the vehicle is returned, complete the mileage form, and deposit the vehicle
packet in the slot outside the third garage door of the M&M building.
e Personal items left in the vehicle will be held in the Transportation Services Office
for 60 days to be claimed. After the 60 day period all items will be submitted to
Surplus Property Office.

7 State of Wisconsin Fleet Driver Management Policies and Procedures Manual 1.12 Riding in a State Vehicle
8 State of Wisconsin Fleet Driver Management Policies and Procedures Manual 1.14 Citations
13
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6.11 Non-availability Slips are no longer issued at UW-Stevens Point

Per the State of Wisconsin Fleet Driver and Management Policies and Procedures Manual,
employees should use a state vehicle whenever a vehicle is required and available for
conducting official state business. The reimbursement rates and rules for use of and
employee’s personal vehicle are defined in the USA.

Personal - $.575 for trips less than 100 miles round trip, $.352 for 100 miles or more
Employee’s insurance is primary

Losses incurred are employees’ responsibility

6.12 Fleet Vehicle Modification

Reservations that request modifications (seat removal, hitch) to the vehicle must
complete a vehicle modification request form and will be assessed a $25.00
Administrative Fee.

A modification made to a vehicle without the approval of the Transportation Services
Fleet Manager is strongly discouraged. If a vehicle is modified without approval and the
vehicle or vehicle equipment is damaged the party reserving the vehicle is responsible for
the insurance value of the damage or replacement. If a vehicle is modified without
approval and the vehicle equipment is not returned, there will be a daily rate of $25.00
charged to the party reserving the vehicle. This daily charge will continue until the vehicle
equipment is returned to the Transportation Services office.

14
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6.13 Cancellation

When a reservation needs to be cancelled, be aware that it must be cancelled no later
than noon the day before the pickup date, or within 30 minutes of making the original
reservation. If the reservation is not cancelled in time, there will be a $24.00 No-Show
fee charged to the reserving party.®

6.14 Additional Charges

Due to the many needs of our campus customers and the small fleet vehicle supply that
we have to meet those needs, more often than not, we have vehicles reserved back-to-
back. We must rely on our customers to provide us with accurate information in regards
to their travel. Therefore, a $15.00 fee will be charged to the reserving party’s account
for any of the following:

e Unauthorized Early Pickup
e Incomplete trip ticket
e Vehicle is returned after the trip ticket drop-off time

There is anticipated normal wear and tear on the fleet vehicles, however when it is
determined that a fleet vehicle has excess wear and tear or was not returned in similar
condition to which it was picked up there will be a $25.00 fee charged.°

6.15 Fleet Vehicle Maintenance

All fleet vehicles are serviced and maintained by the University of Wisconsin-Stevens
Point Auto Mechanic. All services, maintenance and repairs must have approval from
Automotive Resources International (ARI). Refer to the ARl pamphlet in the glove box or
blue zippered packet of each fleet vehicle.

9 State of Wisconsin Fleet Driver Management Policies and Procedures Manual 1.15 Motor Pool Service Charges
10 State of Wisconsin Fleet Driver Management Policies and Procedures Manual 1.15 Motor Pool Service Charges
15
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6.16 Extended Travel Request

Due to the composition and size of the fleet, to adequately accommodate all customers
there are limits to the length of time a driver may have a pool vehicle in their possession.
Generally a driver may reserve pool vehicle for no longer than two weeks.!

Please contact the Fleet Manager for requests for extended travel. Special rates apply to
15-Passenger Vans and Mini-vans for travel over 3 days and 700 miles. Contact the Fleet
Manager to receive special rates.

6.17 Accident/Incident Report

Drivers are responsible for immediately reporting all accidents or any damage to a state
vehicle to the agency Fleet Manager and/or Risk Manager. Forms are provided for this
purpose in the vehicle incident kit. Reports must also be made to local law enforcement
personnel. If all paperwork is not submitted in a timely manner, the claim may be denied
and the agency is responsible for the cost of repairs.

All procedures included in the accident kit need to be followed. According to the
instruction in the kit, the driver of the state vehicle must follow these procedures after an
auto accident involving a state vehicle:

1. Contact the nearest law enforcement agency to notify them of an accident.
Obtain relevant information required from other parties involved to complete
the Accident/Incident Report (Appendix V).

e Ask for the case number and when the police report will be available.

e Driveris required to seek a police report for all vandalism or hit-and-runs
that exceed $200, accidents resulting in injuries, vehicle damage over
$1000, and/or property damage over $200.

2. Report the accident immediately to appropriate supervisor, agency Fleet
Manager/Coordinator and risk management staff.

e If outside of normal business hours, leave a voice mail or send an e-mail

to the owner agency Fleet Manager with the following details: name,

11 State of Wisconsin Fleet Driver Management Policies and Procedures Manual 1.13 Extended Use
16
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phone number, and a brief description of the loss. 715.346.2884;
transportation.office@uwsp.edu

If there is any bodily injury, immediately contact the Fleet Manager or
Protective Services. If after hours or on the weekend, call and leave a
message on voice mail with the driver’s name and number where he/she
can be reached.

3. Complete the Vehicle Accident/Incident Report form (Appendix IV) the same
day including a supervisor signature and scope box checked and return to Fleet
Coordinator within two working days.

The accident report form may be found in the vehicle packet, on the DOA
website (http://www.doa.state.wi.us or may be obtained from the Fleet
Manger.

If the driver is unable to complete the accident report form, the
supervisor is responsible for completing it. It is extremely important that
the information is accurate and all blanks are filled in, including the driver
and supervisor signatures.

If a state employee is injured, the appropriate worker’s compensation
forms should be completed by the employee or the employee’s
supervisor if the employee is unable to complete the forms.

4. Obtain and submit a copy of the police report to the agency Risk Manager or
Fleet Manager.

If the police do not respond or do not complete a Wisconsin Motor
Vehicle Accident report, but there is an injury, vehicle damage of $1,000
or more, or $200 or more damage to government owned non-vehicle
property, complete the Wisconsin Driver Report of Accident (Appendix
VIil).

If the driver report form is not in the vehicle, it is available at any DMV or
local law enforcement office. Send the original form to your Fleet
Manager along with the Accident/Incident Report.

5. Contact the vehicle owner agency. *2

12 State of Wisconsin Fleet Driver Management Policies and Procedures Manual 1.25 Driver Procedure
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6.18 Voyager Gas Card

The State of Wisconsin issues gas credit cards for the Transportation Department's fleet
vehicles. The Voyager Card is good at over 130,000 locations throughout the U.S. and over
2,700 locations in Wisconsin. The cards require that you enter a P.I.N. number and the
odometer reading of your fleet vehicle at the gas station.

When refueling the fleet vehicle, the following information is needed:

« Driver P.I.N. (Personal Identification Number) is equal to the last four digits of the
number in the lower left hand corner of the card plus two zeros added to the end
(____00). This number is also attached inside the gas fill door.

o The current odometer reading of the vehicle

These instructions are included in your vehicle packet.

Fleet cards are only to be used for vehicle needs such as gas and oil. No food or personal
charges are allowed. The account will be billed the amount of personal charges made plus
a $20.00 charge levied by DOA Fleet.

6.19 12/15 Passenger Van Requirements

Individuals driving 12/15 passenger vans for UWSP business purposes are responsible for
ensuring compliance with all 12/15 passenger van requirements. For 12/15 Passenger
Van Policy refer to Appendix V.

6.20 Student Government Association Reservations

All Student Government Association Organizations must fill out an SGA State Vehicle
Request Form. This form must be completed and submitted to the SGA office for approval.
The SGA office will submit all reservations to the Transportation Office. All other
reservation submissions from SGA organizations will be denied by the Transportation
Office.

18
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http://www.uwsp.edu/facserv/psds/Transportation/Fleet/StudentOrgvehiclerequestform.pdf
http://www.uwsp.edu/facserv/psds/Transportation/Fleet/StudentOrgvehiclerequestform.pdf

6.21 Rates

Rates are subject to change

Subcompacts
e under 57 miles per day = $24.00 per day
e over 57 miles per day = $0.42 per mile

Sedans
e under 50 miles per day = $24.00 per day
e over 50 miles per day = $0.48 per mile

Mini Vans
e under 38 miles per day = $24.00 per day
e over 38 miles per day = $0.63 per mile

15-Passenger Van
e under 26 miles per day = $24.00 per day
e over 26 miles per day = $0.95 per mile

19
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Appendix Directory

l.
Il.
Il
V.
V.
VI.

VII.

VIII.

Vehicle Use Agreement

Notarized Statement

Travel Expense Report

Accident/Incident Report

12/15 Passenger Van Policy

State of Wisconsin Fleet Driver and Management Policies and Procedures
Manual

UW System Safety & Loss Prevention Risk Management Policy and
Procedures Manual

Wisconsin Driver Report of Accident

UWSP Monthly Mileage Report
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Appendix |

Vehicle Use Agreement




University of Wisconsin-Stevens Point
Transportation Services Rm 120 M&M, 1848 Maria DriVC, Stevens Point WI 54481
715-346-2884
transport@uwsp.edu
http://www.uwsp.edu/facsv/Pages/Transportation

VEHICLE USE AGREEMENT

Permanent Employee [] Student[] Volunteer (] LTE [] Agent []
(check all that apply)

PLEASE PRINT or TYPE Student’s this form expires May 31st of every year.
Driver's Full Name (include middle initial) Driver's License Number. State
Local Address Driver's Date of Birth (mm/dd/yyyy)

Department Name Student ID Number
Email address (if none, provide supervisor’s) \Work or Personal Phone Number

Driver authorization is required for students, limited term employees, agents, volunteers and employees whose job
requires them to drive on university business. This includes using: a State/University owned vehicle, any rented/leased
vehicle or a personally owned vehicle while on university business.

Instructions: The first step in becoming an authorized driver is to complete this vehicle use agreement form. Completing
this form indicates the driver has read and understands the State Fleet Policy and Procedures Manual.

Individuals holding out of state licenses: A driver abstract from the state of issuance should be obtained and reviewed
for adherence to the driver authorization requirements for any individual with an out-of-state license, military license, or
international license. It will be the driver's responsibility to obtain such abstract and submit it to the Transportation
Department along with their Vehicle Use Agreement for processing and approval. The following website lists all State
Departments of Transportation: http://www.fhwa.dot.gov/webstate.htm. Drivers new to Wisconsin are required to apply for
a Wisconsin driver’s license within 60 days of establishing residency. Exceptions to this timeframe must be approved by the
UW System institution’s risk manager.

Drivers from other countries: The only acceptable international driving permit is from Canada. Any driver who has an out-
of-country license or permit and is requesting approval to drive on University business must pursue a Wisconsin driver’'s
license within 60 days of establishing residency. Exceptions must be approved by the UW System institution’s risk manager.

Completed forms are to be returned to the driver’'s immediate Supervisor/ Faculty/Staff for their signature. Then return to
the Transportation Office 120 Maintenance & Materiel Building at least two working days prior to departure for processing.

Driver Agreement: | acknowledge that | have received and/or read a copy of the State Fleet Policy and Procedures
Manual, Chapter One: Fleet Driver Policies. | understand the contents and agree to comply with the policies. Failure to
comply is considered a violation of work rules. | understand that my driving record will be checked periodically and
authorization ends when my driving record fails to meet the minimum driving standards or when employment is terminated.

| further agree to inform my Supervisor/ Faculty/Staff of any negative change in the status of my driving record, such as
license revocation, restriction or suspension. | understand that any negative change in the status of my driving record or
the failure to report such change may result in the revocation of the privilege of driving on university business.

Driver Signature Date (mm/dd/yyyy)
Supervisor/Faculty/Staff Sighature Date (mm/dd/yyyy)
Supervisor/Facility/Staff Name (please print or type) E-mail address

Fleet Manager Signature __Approved _ Denied Date Record Check (mm/dd/yy) Meets Minimum driving standards __Y__N



https://fleet.wisconsin.gov/FW_Document.asp?DocumentID=4
http://www.fhwa.dot.gov/webstate.htm
https://fleet.wisconsin.gov/FW_Document.asp?DocumentID=4
https://fleet.wisconsin.gov/FW_Document.asp?DocumentID=4
https://fleet.wisconsin.gov/FW_Document.asp?DocumentID=4

Appendix Il

Travel Expense Report
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Travel Expense Amount] Dept ID Project ID Acct Last Name | First Mame | ML Contact Narne]
Contact Email.l | Contact Phune.l
Select & UWSPENployes (> StateEmp @ Nonststeemployes ¢ Student] From (Originating City/State) - To (Destination City/State): Dates of Travel
Home or Campus Mail Address Explain business purpose of trip - E ions, Justifications, Cost Comparisons
- Total Travel Expense Amount
rravel Advance to Repa Twl Adv Dept ID & Acct Email address Agency Name & Headguarter City
021601 | 6166
021601 | G166 Employee Payroll ID (8 digits) Student ID #
- Net Amount = Pro-Travel Cardholder Hame:
M#D Y of ¥ | Personal Drescribe/Explain Travel Expense (air, hotel, rental car, registration, etc.) LIE Exp-ensef SO DS M & IE Per
Travel far ehicle Enter Meals in Appropriate Columns —> > > Hosted Day Trip Meal Diemn Total
Expense Flest Miles Provide additional city/state destinations Prepaid * PT Card T Card Cash/Other Meals Allowance Allowance Expenses
Total Pers. Miles 0 Totals = = — — — — -

leerity claimls] being submitted are: HDotual costs personally incurred net of any enpenses provided or covered by
other sources. Business related and support missions of my unit, U or the State. Allow able and in compliance with
all policies, regulations and limits. Supported by required receipts, documentation or other additional justifications
when required. Allow able and appropriate for flunding sourcels] indicated. | am aware of consequences far
Fraudulent unethical claims., including: Intentionally Falsifying or filing a fraudulent claim is consideredto be aclass C
felony in wl Statues 339 50(3], for which penalty is a fine not to exceed $10,000 of imprisonment not to exceed two
wears of both. | am accountable for the claimis) being submitted and accept responsibilivy ta justify any costs or
claims subject ta review or scruting bu: Federal, State or University officials and auditars: State tazpayers, interested

PERSONAL VEHICLE MILEAGE CALCULATION

TOTALS ANMD LIMITATIONS

public: and media outlets; Sponsors of funds. ‘

Claimant's Signature Date Office Phone #

Distance traveled per round trip:

100 Miles orless 3 [
Ower 100 Miles = I:

Rates effective October 5, 2015

Miles at

Miles at

per mile =

er mile =

Total:

Expenses:| $ -

Mileage:

5
Travel Total:| § -
Prpd & PT Amcunt| $

Total
Reimbursable| $ -

Travel Budget
Limited to:

| zemify that | have review =d this travel claim and find it ta be reasonable and incompliance with establizhed ravel

| zertify that | have reviewed this travel claim and find it ta be reazonable and in compliance with
established travel policy and the mission of the department.

| zertify that this document has been audited for
compliance with provisions of the Uw Sustem Travel

policy and the mission of the depatment. [Supervisor Signature Required]
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Wisconsin Department of Administration
DOA-6496 (R08/2000)

Instructions:

Vehicle Accident/Incident Report

In case of an accident involving a state-owned vehicle, the driver of the vehicle must:

Bureau of State Risk Management

1. Report the accident promptly to a local law enforcement agency and obtain a copy of the officer’s report.
2. Contact your supervisor and fleet manager as soon as practical to report the accident.
3. Within 24 hours of the accident, submit this completed & si?lned form to your supervisor.
4. Submit this completed form, signed by your supervisor, to the appropriate Fleet Office within 48 hours. )
5. If the police do not respond or complete the accident report and the accident has caused bodily injury, vehicle property damage is
$1,000 or more and/or government-owned property damage is $200 or more the driver must submit a completed MV-4002 Driver's
Report of Accident to the Department of Transportation within ten days. Forward a copy to the fleet office.
Agency/Department Name Division/Institution/Campus Agency Number
Agency/Dept. | Supervisor's Name Phone Number ( )
Location Street Address City ZIP + 4
1 Street/Highwa Accident Date (mm/dd/cc
Location of the ey ( )
Accident City County State Accident Time (] AM
[1PM
State Vehicle Owner Agency/Dept. Name Reason for Vehicle Use
State
x Year | Make/Model Body Type Mileage Color
Vehicle
Information Fleet Number Vehicle Identification Number License Plate Number
Describe Parts Damaged Circle numbered areas of vehicle damage.
1 6 7
[] Assigned %
H €
[] Pooll 5 (& 2 1
Functional
4 3 2
Driver Name [ Driver Injured Home Phone ( ) |Work Phone ( )
Information [0 Wearing Seat Belt
Email Address Date of Birth Driver's License Number
on
Driver Work Address City State ZIP+4
of Home Address City State ZIP +4
State Were There Passengers in This Vehicle? [] Yes [J No Injuries Wearing Seat Belt
Vehicle If Yes, List Names: D Yes D No D Yes D No
(] Yes [J No|[]Yes []No
(Please indicate what type of | Describe Parts Damaged If automobile, circle numbered areas of
property was damaged.) vehicle damage.
[J automobile 6 L 8
[ fence 5 £
[ building 5 |@ e )1
] guard rail
[ other 4 3 2
Property Owner (if different from driver) Home Phone ( ) Work Phone ( )
Other _——
Home Address City State | ZIP +4
Party(s)
Year | Make/Model Body Type License Plate Number
Involved
(add additional | Vehicle Identification Number Insurance Company Phone ( )
sheets if more
than one other Agent Name Address
party involved) Driver Name [] Driver Injured Home Phone ( )|Work Phone ( )
[[] Wearing Seatbelt
Home Address City State | ZIP+4
Driver's License Number
Were there passengers in this vehicle? [ Yes [ No Injuries Wearing Seat Belt
If Yes, List Names: [JYes [ No|[]Yes [ No
[0 yes [ No|[]Yes []No




DOA-6496 (R08/2000)
Pg.2of2

Was the accident investigated by a law
enforcement agency?
[] No

] Yes

Were photographs taken at the scene?

1 Yes O No

By whom?

Name of the Investigating Officer

Law Enforcement Agency Name

" | Case Number

Were citations issued? | To whom?
[ Yes [J No
Road Conditions Did the state vehicle have lights on? Did the other vehicle have lights on?
(if other vehicle involved)
Wet D |
[J we O bry [ ey Eléegrigm 5 om O No ] Yes OINo
[ Other [ Bright [ Dim

At what speed were you (state vehicle) traveling?

At what speed was the other vehicle traveling?

Posted Speed Limit

What traffic controls were in effect?

For whom?

Who had the right of way?

What signals were given by you?

What signals were given by the other driver?

“What did you do to avoid the accident?

What did the other driver do to avoid the accident?

Name of Witness

Witness Home Address

Phone Number (

)

- Information
i : City

State ZIP + 4

Driver Description of the Accident/Incident

[J Attached sheets include additional description, withess and passenger information.

Please complete this diagram. Indicate names of streets, direction, position of vehicles and point of contact. Use a solid line to show
path before the accident and a dotted line to show path after the accident.

As the driver of the state owned vehicle described in this report, |
acknowledge that all information provided is true and accurate to

the best of my knowledge.

<=4

Indicate North

State Vehicle
Other Vehicle
Third Vehicle
% Pedestrian
O Stop Sign
v Yield Sign
O Stop Light

Scope of Employment Statement
As supervisor of this position, | affirm that the individual named
driver was operating the vehicle within his or her authorized scope
of employment at the time of the accident. [] Yes [ No

Signature of Driver (Required)

Date (mm/dd/ccyy)

Signéfure of Supervisor (Required)

Date (mm/dd/ccyy)




Appendix V

12/15 Passenger Van Policy

12/15 Passenger Van Policy can be viewed at

https://campus.uwsp.edu/sites/trnsprt/campus/SitePages/VanTraining.aspx



https://campus.uwsp.edu/sites/trnsprt/campus/SitePages/VanTraining.aspx
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Executive Summary

This manual combines into a single document the policies and procedures previously published separately as the
Fleet Drivers Policies and the Fleet Management Policies. The Department of Administration (DOA) has
chosen to consolidate the policies to (1) align more closely the use and management of State vehicles, (2)
eliminate confusion between previous versions, (3) increase employee and public understanding of the overall
state fleet program and (4) provide for greater accountability of fleet policies.

The following overview provides a general sense of the state fleet policies. However, the reader should
thoroughly read Chapters One (fleet drivers) and Two (fleet managers) of the manual for a clear
understanding of enforceable policies.

Fleet Driver
f Only state employees, authorized University of Wisconsin System students and other authorized

agents of the state may drive a state vehicle. All drivers must meet minimum standards and execute an
approved Vehicle Use Agreement.

f Authorization to drive a state vehicle may be denied or revoked if the employee, student or
agent’s driving record reflects certain violations.

f Use of a state vehicle must be for official state business only. Incidental use associated with
official business is strictly limited.

f State vehicles shall not be used for personal purposes except commuting under strictly limited
circumstances.

f An employee must reimburse the state for personal miles traveled and adhere to all IRS reporting
requirements.

f Non-state employees may ride in a state vehicle only if authorized and on official state business.

f Drivers and passengers must comply with all Wisconsin laws. Drivers are responsible for paying
all vehicle citations.

f Employees should use a state vehicle whenever a vehicle is required and available for conducting
state business. State vehicles are categorized as personally assigned, work shared, motor pool and

qualified non-personal use vehicles.

f Drivers are responsible for immediately reporting all accidents or any damage to state vehicles.

Fleet Management

f DOA is responsible for developing uniform state policies for vehicle acquisition, use and
maintenance.

f State agencies must adhere to DOA policies. Any deviations must be authorized in writing by the
DOA Secretary.

f All driving records of employees with active Vehicle Use Agreements will be reviewed annually.
Agencies may void agreements of any employee that fails to meet minimum driving standards.

f Fleet managers/coordinators are mandated to monitor the assignment and use of vehicles by all
agency employees on a semi-annual basis (or more frequently if necessary) and submit a complete report to the
DOA Secretary.

f Fleet managers will develop and maintain a preventative maintenance program and procedures for
unscheduled maintenance.

f All state vehicles are required to have red state-owned license plates (with the exception of
vehicles authorized by DOA,; for instance, undercover law enforcement).

f All agencies are required to report their vehicle information in the FleetAnywhere database.

State of Wisconsin Fleet Driver and Management Policies and Procedures Manual 1



Preface

Authority

The Fleet Drivers and Management Policies and Procedures Manual is based on the collection of statutes,
administrative codes, memoranda and collective bargaining agreements that govern the use of state vehicles.
DOA approved and issued this Fleet Drivers and Management Policies and Procedures Manual to control the use
of all state vehicles. Fleet policies reflect minimum requirements that state agencies and drivers must abide by
to use vehicles owned by the State of Wisconsin.

This manual provides drivers with the basic regulatory requirements for operating a vehicle owned by the State
of Wisconsin. It also provides agencies with the basic regulatory requirements for managing a vehicle owned
by the State of Wisconsin.

It is each driver’s responsibility to obtain supervisory approval to travel. Authority to travel—both in state and
out-of-state—is regulated. Statutes authorizing employees to travel for state business are contained in Chapters
16 and 20, Wisconsin Statutes. A number of collective bargaining agreements also contain provisions relating to
travel and state vehicle usage. Drivers should consult with fleet managers regarding those provisions.

Likewise, the laws granting state government the authority to own and operate a fleet of vehicles are
contained in Wisconsin Statutes and Administrative Codes. The following statutes and rules are among those
that govern the use and management of the State fleet:

s.11.37 Travel by public officers

s. 16.003(1) Department of Administration-Purpose (Enterprise Fleet Management)

s. 16.04 Fleet management and maintenance

s. 16.045 Storage and use of gasohol and alternative fuels

s. 16.70(le) Definition of “agency”

s. 16.70(2) Definition of “authority”

s. 20.505(2)(k) Risk management (State Self-funded Property and Liability Program)

s.20.915 State motor vehicles and aircraft

s.20.916 Traveling expenses (Uniform Travel Schedule Amounts governed by this statute)
s.20.916(4) Use of privately owned automobiles

s. 20.916(7) Personal use of state vehicles and aircraft

s. 20.916(8) Uniform travel schedule amounts; allowances

5. 20.916(9) Reimbursement for travel expenses

c. 102 Conditions of liability

5.340.01(419) Operator’s license

s. 341.14(3) Private plates for law enforcement vehicles

s. 893.82 Claims against state employees; notice of claim; limitation of damages

s. 895.46 State and political subdivisions thereof to pay judgements taken against officers

State of Wisconsin Fleet Driver and Management Policies and Procedures Manual 2



Definitions of Terms

Agency: State departments, boards, commissions, institutions, and University campuses, except agency
heads.

Agency Dispatcher: The agency employee who reserves and issues pool vehicles.

Agency Fleet Coordinator: The employee in a state agency who manages vehicles leased from DOA. Agencies
that lease vehicles instead of owning them have a Fleet Coordinator instead of a Fleet Manager.

Agency Fleet Manager: The employee who manages an agency's owned vehicle assets.
Agency Head: The head of a department (secretary), board (chairperson), commission (commissioner), or
university campus (chancellor). Agency heads may delegate their duties to an appropriate agency employee.

Delegation of duties must be documented and a copy filed with the DOA Bureau of Enterprise Fleet Director.

Agency Risk Manager: A state employee whose responsibilities involve administering the agency’s risk
management program.

Agency Supervisor: An agency employee who monitors the driver’s compliance regarding mileage reports, fuel
usage and maintenance issues and reports to the agency fleet manager/coordinator.

ADA: Americans with Disabilities Act

Authority: Wisconsin state agency with administrative powers regarding enforcement of policy
compliance by other state agencies. DOA has authority over fleet driver fleet management policies.

BSRM: DOA Bureau of State Risk Management.

Business Miles: Miles driven in state vehicles by state employees, while performing official state business.
Commuting: Direct travel from home to headquarters or headquarters to home.

DOA: Department of Administration

DUI: Driving Under the Influence of an intoxicant, controlled substance or other drug.

Employing Agency: The board, commission, committee, council, university campus, or department in state
government that appointed an employee to the employee's current state position (or the employee's position at
the time in question).

Headquarters City: The area within the city, town or village limits where an employee’s permanent work site is
located and the area within a radius of 15 miles (based on odometer mileage) from the employee’s permanent
work site.

Home: The employee's place of residence.

Incidental Use: Typically occurs while enroute on official business. Stops at an ATM or financial institutions or
for lunch would qualify as incidental use and are not considered personal miles if in work status and do not

require reimbursement. Incidental use may also occur during commuting when personal miles are to be
reimbursed. During commuting, mileage for incidental use must be reimbursed.

State of Wisconsin Fleet Driver and Management Policies and Procedures Manual 3



IRS: U.S. Internal Revenue Service

Motor Pool: Motor pool vehicles are available to all employees without regard to funding source, and are billed
back on a daily use basis to the appropriate funding source.

Non-availability Slips: Written authorization to use an employee’s private vehicle at the reimbursement rate stated
in the current UTSA.

On-Call: Generally, when the Employer requires that an employee must be available for work and able to report
for work in less than one hour. Definition of “on-call” may vary between collective bargaining
agreements/Compensation Plan and may also be called “standby.”

Operator’s License: Defined in s. 340.01(41g), Wis. Stats.

OSER: Office of State Employment Relations

OWI: Operating While Intoxicated, i.e., under the influence of an intoxicant, controlled substance or other drug.

Owner Agency: The board, commission, committee, council, university campus, or department in state
government that owns the vehicle.

Personal Miles: Miles driven in a state vehicle that are not business-related. Commuting is an example of
personal miles.

Personally Assigned Vehicle: A state vehicle assigned to an individual state employee for business use.
Pool Vehicle: A work shared vehicle available for business use through reservation.

Qualified Non-Personal Use Vehicle: Those vehicles used primarily by law enforcement or firefighting
personnel. See Chapter One, 1.23., for a complete definition.

Reimbursement rate: The rates at which an employee may be reimbursed for use of a personal vehicle for state
business, or the rate at which an employee is required to reimburse the State for personal miles in a state vehicle.
For rates, please refer to the current UTSA. If an employee exercises the option to use a personal vehicle when
an assigned or pool vehicle is available, the reimbursement rate is set in accordance with s. 20.916(4)(e), Wis.
Stats., unless provided otherwise in the UTSA.

SBOP: DOA State Bureau of Procurement
State Vehicle: A vehicle owned by the State of Wisconsin for use to conduct official state business. A state
vehicle also includes a commercially leased or rented vehicle that is assigned to an individual, agency or business

sub unit for use to conduct official state business.

UTSA: The most recent Uniform Travel Schedule Amount (UTSA) set by OSER with approval by the
legislative Joint Committee on Employment Relations. UTSAs are found in the Compensation Plan.

Vehicle Assignment Transfer (VAT): An authorization to change vehicle assignment status.

Vehicle Use Agreement (VUA): An agreement signed by a driver of state vehicles and his/her supervisor
indicating the employee is eligible to drive a state vehicle.

Work Shared Vehicle: A state vehicle assigned to an agency or an agency sub-unit for business use.
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Chapter One: Fleet Driver Policies

Who May Drive a State Vehicle
1.1. Minimum Standards for Driving a State Vehicle

Only state employees, authorized University of Wisconsin System students and other authorized agents of the
state who sign a Vehicle Use Agreement (VUA) may drive state vehicles. They may only use state vehicles if
they are on official state business, meet minimum driving standards and are authorized by their agency risk
manager. Approval will be documented and kept on file at the state agency risk management office. If the
agency does not have a risk manager, the request for authorization should be submitted from the agency head of
the employing agency to the BSRM for approval.

State employees, authorized University of Wisconsin System students and other authorized agents of the state
may be allowed to drive a state vehicle if the following minimum standards are met and approved by their
employing agency:

e Must have a valid operator’s license,
e Must have minimum of two years licensed driving experience, and
e Must be eighteen (18) years of age.

Agency fleet managers/coordinators should consult with their agency risk managers regarding any requests for
an exception to the minimum standards. Approval will be documented and kept on file at the state agency risk
management office. If the agency does not have a risk manager, the request for exception should be submitted
from the agency head of the employing agency to the BSRM for approval.

Drivers denied the use of a state vehicle based on an unsatisfactory driving record may request a review of the
denial by their agency head.

1.2. Vehicle Use Agreements

All drivers must sign a Vehicle Use Agreement (VUA), DOA-3103 or equivalent (Appendix I) and submit the
completed VUA to their supervisor for approval prior to operating a state vehicle. The VUA shall be reviewed
and forwarded by the agency fleet manager/coordinator to the owner agency. The VUA

describes the State’s minimum standards for driving a state vehicle. All drivers who use state vehicles will have
their driving records reviewed annually. It is the driver’s responsibility to immediately notify the

supervisor and agency fleet manager/coordinator of any changes or updates in their driving record.

Prior to driving a state vehicle, each driver shall obtain a copy of and become thoroughly familiar with the
Preface and Chapter One of the Fleet Driver and Management Policies and Procedures Manual. Once drivers
sign the VUA, or equivalent, they acknowledge an understanding of and future compliance with the directives in
this manual. Any failure to comply with the Fleet Driver Policies and Procedures will be reviewed by the
driver’s supervisor and may be considered a violation of work rules resulting in a loss of state vehicle driving
privileges and possible discipline, up to and including discharge. Any questions should be directed to the
driver’s agency fleet manager.

1.3. Driver Disqualification

State employees, authorized University of Wisconsin System students and other authorized agents of the state
may not drive a state vehicle if their driving record reflects any of the following conditions:
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e Three or more moving violations and/or at-fault accidents in the past two years
e An Operating While Intoxicated (OWI)/Driving Under the Influence (DUI) citation within 12 months
e Suspension or revocation of driver’s license

The violation occurs when the citation is issued, not when the final court decision is made. Exceptions to this
policy are subject to a review. Agency fleet managers/coordinators should consult with their agency risk
managers regarding any requests for an exception. Approval will be documented and kept on file at the state
agency risk management office. If the agency does not have a risk manager, the request for exception should be
submitted from the agency head of the employing agency to the BSRM for approval. Drivers denied the use of a
state vehicle based on an unsatisfactory driving record may request a review of the denial by their agency head.

Drivers must inform their supervisor and agency fleet manager/coordinator in writing whenever they become
disqualified under these policies. Changes include, but are not limited to, OWI/DUI citation, license
revocation, restriction or suspension. Any change in the status of a driver’s record resulting in disqualification
or the failure to report such change may result in revocation of the privilege of driving a state vehicle and/or
discipline up to and including discharge.

1.4. Special Certifications

Depending upon the type of vehicle driven, special training and/or licensing may be required prior to vehicle
use. For example, training is required for driver certification for the operation of twelve and 15 passenger
vans. Commercial Drivers Licenses (CDL) are also required for certain state positions (see Chapter One,
1.5.). Drivers should consult with the agency fleet manager, risk manager or BSRM to determine eligibility.

1.5. Commercial Driver License (CDL) Requirements

Under s. 340.01, Wis. Stats., a commercial driver’s license is required to operate certain commercial motor
vehicles (CMV). The following CMV and CDL guide is provided by the Wisconsin Department of
Transportation (WisDOT):

e A combination vehicle 26,001 or more pounds is a Class "A" CMV only if the trailer being towed has a
gross vehicle weight rated, registered weight or actual gross weight of more than 10,000 pounds.

e When the weight of the combination vehicle is exactly 26,000 pounds, it is not a CMV and does not
require a CDL. Example: A tractor weighs 16,000 pounds and the towed unit weighs 10,000 pounds.

e When the towing vehicle is 26,000 or less pounds and the towed unit is 10,000 or less pounds, it is not
a CMV and does not require a CDL. Example: A tractor weighs 25,500 pounds and the towed unit
weighs 8,000 pounds.

e A CDL with an "N" tank vehicle endorsement is required only when the capacity of the tank is 1,000
gallons or more and the vehicle fits the description of a CMV.

e A CDL with a "P" passenger endorsement is required when the vehicle is designed to transport or is
actually transporting the driver and 15 or more passengers.

A driver with a CDL hired by the State must be drug tested prior to driving a state CMV and may be subject to
random testing. A driver receiving a CDL after employment is required to be drug tested prior to driving a
state CMV.

The driver is responsible to ensure that the vehicle meets State and Federal regulations regarding permits, safety
devices, equipment (e.g., pre-trip inspections) and loads prior to operating vehicle. The driver must also comply
with all applicable State and Federal regulations.
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Using a State Vehicle

1.6. Permitted and Prohibited Uses

The following policies govern state vehicles and do not include the policies of the State Vanpool Program. DOA
mandates the following when utilizing a state vehicle:

Use of a state vehicle must be for official state business only. Incidental use associated with official
business away from the employee’s headquarters city is strictly limited and may include incidental
travel mileage (see Chapter One, 1.9., Incidental Travel and Stops).

A work-shared vehicle may only be used for business miles and associated incidental travel and the
guidance provided under Chapter One, 1.10.

All drivers and passengers in state vehicles must comply with all Wisconsin laws, including the
Wisconsin seat belt law.

Drivers and/or their agency are personally responsible for the cost of all traffic citations, parking
tickets, locksmith calls for retrieving keys, etc.

Drivers are responsible for compliance with IRS and Wisconsin Department of Revenue requirements
that are related to mileage reimbursement and personal use of a state vehicle.

Compliance with state vehicle use policies is required of all drivers and passengers. No person may use a state
vehicle, or permit the use of a state vehicle, in the following prohibited manners:

Reckless driving or speeding

The driver is impaired by fatigue, alcohol, drugs or any other condition
«»+ Any such vehicle use will be considered a violation of Fleet Driver and Management Policies and
Procedures and may be grounds for disciplinary action up to and including discharge.

«»+ Drivers of state vehicle who feel that their driving abilities may be impaired must cease
operating the vehicle immediately. Employees who believe another employee is impaired have
a duty to prevent that person from driving a state vehicle.

Smoking is prohibited in state vehicles

Transporting non-state employee passengers, including family members, is not permitted unless

authorized under Chapter One, 1.12, Riding in a State Vehicle.

Use for personal gain, such as delivering goods or services

Modifications including affixing signs, stickers, antennas, bike racks, ski racks, etc.
+«+ Modifications to state vehicles may be undertaken only with the prior written consent of
the owner agency fleet manager.

Transporting animals
« Allowed only with prior written consent of the owner agency fleet manager.

Hauling loads that could structurally damage the vehicle (e.g., firewood, paper, gravel)

Use of trailer hitches and towing
« Allowed only with prior written consent of the owner agency fleet manager

Installation or use of any radar-detection devices

Transporting hitchhikers

Bicycles transported inside vehicles

Use for vacations or any other use not expressly authorized by this manual

Drivers who have questions regarding the appropriate use of a state vehicle should consult with their
agency fleet manager.
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1.7. Personal Use of State Vehicles

With the exception of commuting, state vehicles shall not be used for personal purposes. State vehicles may
be used for commuting under the following circumstances only:

e The agency requires the employee to commute in the state vehicle for valid business needs of the
agency, and

e The agency requires the employee to use the state vehicle; the employee may not volunteer to use the
state vehicle.

Work shared and pool vehicles may not be used for commuting unless required by the employer. Further, work
shared or motor pool vehicles are to be parked at the agency when not being used by an employee.

1.8. Political Use of State Vehicles and Aircraft
Section 11.37(1) and (2), Wis. Stats., state the following:

(1) No person may use any vehicle or aircraft owned by the state or by any local governmental unit for any trip
which is exclusively for the purposes of campaigning in support of or in opposition to any candidate

for national, state or local office, unless use of the vehicle or aircraft is required for purposes of security
protection provided by the state or local governmental unit.

(2) No person may use any vehicle or aircraft owned by the state or by any local governmental unit for purposes
which include campaigning in support of or in opposition to any candidate for national, state or local office,
unless the person pays to the state or local governmental unit a fee which is comparable to the commercial
market rate for the use of a similar vehicle or aircraft and for any services provided by the

state or local governmental unit to operate the vehicle or aircraft. If a trip is made in part for a public

purpose and in part for the purpose of campaigning, the person shall pay for the portion of the trip

attributable to campaigning, but in no case less than 50% of the cost of the trip. The portion of the trip
attributable to campaigning shall be determined by dividing the number of appearances made for

campaign purposes by the total number of appearances. Fees payable to the state shall be prescribed by the
secretary of administration and shall be deposited in the account under s. 20.855 (6) (h). Fees payable to a local
governmental unit shall be prescribed by the governing body of the governmental unit.

1.9. Incidental Travel and Stops

Drivers are not permitted to use a state vehicle for a personal purpose. The only exceptions to this rule are
incidental stops. Examples are stops at a restaurant for a meal, an Automatic Teller Machine (ATM) or financial
institution, urgent care or emergency room or a gas station or convenience store.

Drivers should remember that public perception of state employees is important and influenced by how and
where the public sees state vehicles being used. Drivers should not make incidental stops at locations the public
would perceive as inappropriate. Examples are gaming and sports venues, liquor outlets and other locations
where it is unlikely that any state business or allowable incidental use is involved.

Drivers required to stay overnight(s) away from home may, with permission of their supervisor, use a state vehicle
for the types of necessary activity that could be expected of a traveler away from home. Examples include evening
use to go to a pharmacy, grocery, laundromat, fitness center, or other locations to

purchase goods or conduct activities necessary for the employee’s health and well-being.
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1.10. Reimbursing Personal Miles to the State

Internal Revenue Service (IRS) rules provide that the personal use of a state vehicle includes commuting to and
from work, even if the vehicle is taken home for the convenience of the state. Personal use is considered a fringe
benefit by the IRS unless the employee reimburses the State for the full value of the personal mileage based on
the IRS Valuation rules. The value of the fringe benefit must be included in the employee’s wages and is subject
to income and employment taxes. No additional employee wages will need to be calculated if the employee
reimburses the State for the value of the benefit, derived in accordance with the appropriate IRS rule.

Per the IRS, if a vehicle is generally taken home more than once a month, the employee is required to
reimburse the state for personal miles traveled. This section applies to motor pool, work share, rental and
personally assigned vehicles. IRS examples include:

e A state owned pickup truck has the name of the state marked on the vehicle. Usually the employee is
allowed to take the vehicle home because he/she is “on call.” The vehicle is not a qualified non-
personal use vehicle, thus the commuting is a non-cash taxable fringe benefit.

o Anemployee takes a state vehicle home in order to avoid exposing it to harm. The vehicle has a state
seal on the door and is not to be used for personal use. If the vehicle is not a qualified non-personal use
vehicle, the employee would have a taxable commuting benefit if he/she takes a state vehicle home.

o Anemployee uses a motor pool vehicle for a business meeting. The employer requires that motor
pool vehicles are returned at the end of the business day but the employee is delayed and motor pool is
closed when the employee arrives back at the office. The employee takes the vehicle home and
returns it the next morning. Is the commute home and back to the office the next morning taxable to the
employee? Per IRS: Assuming that this is an infrequent occurrence for that employee, that is, generally
happens no more than once a month, the commuting value of the trip would be considered a
non-taxable de minimis fringe benefit. If not an infrequent occurrence, the commute would be taxable to
the employee.

Reimbursable personal miles are determined as follows:

o Actual miles driven between an employee’s home and headquarters are considered commuting miles,
or,

e For trips that start or end at an employee's home, the lesser of actual miles driven between an
employee's home and the work site removed from the assigned headquarters or the mileage between
an employee's assigned headquarters and the work site, are considered business miles. Any miles
driven in excess of this amount would be considered personal miles that need to be reimbursed to the
state.

The operator of the vehicle is required to keep track of all business miles by keeping an Assigned Vehicle Log
(Appendix 1V) on a daily basis containing the information described below. Any undocumented mileage will be
considered personal miles and considered compensation provided to the employee. Unless otherwise authorized,
all personal mile reimbursements must be submitted along with the monthly mileage report to the vehicle owner
agency. Reimbursement to the State shall be calculated using one of the following two valuation rules:
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1. Vehicle Commuting Rule: This method applies only to the employee who is required to commute in the
vehicle for valid business reasons and the employee is not compensated for such use. The following method is
used to calculate reimbursement to the State:

e Qualifying Employees must reimburse the State at the greater of $1.50 per state employee each way
of the commute or $0.325 per mile plus appropriate tax.

o Example: John has a personally assigned vehicle which he drives 20 miles each way to his
headquarters in Madison. 20 miles x $0.325 x 2 ways = $13.00 plus tax which John must
reimburse to the State.

2. Automobile Lease Value Rule: This method applies to all elected officials or state employees whose
compensation rate is at least as great as federal government employees at Executive Level V ($128,200 in
2004) or to any employee whose use of the vehicle does not qualify under the vehicle commute rule. The
following method is used to calculate reimbursement to the State:

Determine the Annual Lease value of the vehicle as shown in IRS Publication 15-B.

Multiply the vehicle’s annual lease value by the percentage of non-business use of the vehicle.
Add the value of fuel, if provided by the employer, per non-business miles traveled. Value of fuel
(if provided) is at $0.055 per mile.

e Example: The annual lease value of the vehicle is $3,000. Jane put 2,000 non-business miles on the
vehicle during the year, which equals 20% of the total miles put on the vehicle. The value of non-
business miles under the “lease value rule” is 20% of $3,000, or $600. The value of fuel for
2000 non-business miles is $110.00. The total lease value of the non-business mileage is $710.00.

e Employees subject to this rule shall make monthly payments for personal miles at $0.325 per mile. By
January 10 of each year, the employing agency shall calculate the annual value of personal use as
described above. If the annual value of personal use under the Lease Value Rule is higher than the sum
of monthly payments made during the year, the employee must submit the
difference to the owner agency along with a copy of the calculation of value.

e Example: Jane reimbursed the State for 2000 miles at $0.325 per mile during 2004, for a total of
$650.00. Assuming that the annual value under the “lease value rule” is $710.00, Jane must
submit $60.00 ($710.00 minus $650.00) to the State.

IRS Liability: If an employee utilizes a state vehicle for personal use, including commuting, and the personal use
of the vehicle is not reimbursed to the State, the value of any non-reimbursed personal use is considered a taxable
fringe benefit. This rule does not apply to a qualified non-personal use state vehicle as long as the employee is
complying with the assignment requirements. Under strictly limited circumstances, there may be exceptions to
this rule. For example, an agency requires that the motor pool vehicle is returned at the end of the business day,
but the employee is delayed and the motor pool is closed when the employee arrives back at the office. The
employee takes the vehicle home and returns it the next morning. Assuming that this is an infrequent occurrence
for that employee, that is, generally happens no more than once a month, the employee would not be required to
reimburse the state for these miles. If the employee frequently experiences circumstances of this nature, the
employee must reimburse the State for the commuting miles.

1.11. Mileage Reporting

Monthly mileage reporting is required for every state vehicle. The driver is required to submit two documents
when recording and reporting monthly mileage. Drivers are required to maintain an Assigned Vehicle Log

form, DOA 3472 (Appendix V) or equivalent, which records each leg of daily travel.

Vehicle logs must be submitted to and maintained by the fleet coordinator. At the end of every month, the driver
responsible for the vehicle is to return a completed Mileage Report (envelope), DOA-3223 or

equivalent, (Appendix 1X) to the owner agency. The mileage report indicates the beginning and ending
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odometer readings for the vehicle along with any personal mileage. Reimbursement for any personal miles
must be included with Mileage Report. A supervisor signature is required on all Mileage Reports.

If reporting personal/commute miles, a personal check including tax (state, county, and/or local taxes, if
applicable) must be submitted according to owner/agency procedures. The tax rate is based on the employee’s
county of residence. Vehicle reassignment may occur if monthly mileage reports are late or missing three
times in a twelve-month period.

1.12. Riding in a State Vehicle

Non-state employees may ride in a state vehicle if on official state business and authorized by their agency risk
manager. Approval will be documented and kept on file at the state agency risk management office.

If the agency does not have a risk manager, the agency head of the employing agency should submit a

request for authorization to the BSRM for approval.

1.13. Extended Use

Due to the composition and size of some agency fleets and the need to adequately accommodate all customers,
there are limits to the length of time a driver may have a pool vehicle in their possession. Generally, a driver may
reserve pool vehicle for no longer than two weeks. Please contact the agency fleet manager for more
information.

1.14. Citations

Drivers are responsible for promptly paying all vehicle citations. Failure to pay parking tickets immediately
results in late fees and possible vehicle registration revocation or suspension. The owner agency will pay the
amount due upon notice and invoice the driver and their employing agency, which may include extra
charges. The responsible driver may be subject to discipline, as determined by the employing agency.

1.15. Motor Pool Service Charges
Services charges only apply to pool vehicles. Charges may occur if there is:

e Failure to cancel a reservation

e Failure to pick up a vehicle on the day that it is reserved

o Failure to return a vehicle on the designated return date (charge will be waived if prior approval for an
extension is granted by an agency fleet manager)

Drivers should contact agency fleet manager with questions regarding rates and timelines.

1.16. State Vehicle Related Purchases

Drivers of state vehicles are strongly advised to find out from their agency fleet manager, fleet coordinator, or
procurement manager which automotive service vendors and gas stations to use. The driver should be aware
that purchase card (p-card) use is not allowed for fleet expenses. Fuel or other supplies and services needed to
operate a state vehicle are primarily acquired through state contracts. These contracts include goods and services
available throughout the state, as well as supplies and services.
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contracts in particular geographic areas. Some contracts for supplies are only available for use by specific
agencies. In other instances, different vendors might be available under a single contract.

1.17. Vehicle Fuel Policies and Fuel Card Uses

State-owned gasoline dispensers should be used whenever possible. Agency fleet managers/coordinators must
provide written directions to these locations and instruct their assigned drivers on the use of these dispensers.

Public self-service, regular unleaded dispensers should be used if state dispensers are not available. The most
cost-effective vendor must also be used. The driver of the vehicle must be trained how to use the fleet fuel
card found in the vehicle when operating a self-service dispenser. Use of Driver ID (PIN) and accurately
recorded odometer readings are required to use these dispensers.

Fuel cards may not be used for the purchase of non-vehicle items such as food. If an attendant error

occurs and non-vehicle items are charged to the fuel card, it is the responsibility of the driver to notify and
reimburse the owner agency. Fleet managers are responsible for reviewing fuel card charges and identifying
non-qualified purchases. Failure to reimburse for such purchases may result in the loss of driving privileges.

The driver should also be aware that there are cost limits related to vehicle services and an agency fleet manager
must approve purchases above established limits. For example, vehicle wash rates for personally assigned and
work shared state vehicles are calculated on a yearly basis and drivers seeking vehicle

washes exceeding the maximum allowable cost must receive approval from their fleet manager. Drivers

will be billed for any amount in excess of the set rate. Wash frequency is also limited to once a week during

the period November through March (winter months), if needed, and limited to two times per month from April
through October. Washes and other vehicle services will be reviewed. Drivers with excessive wash frequency
will be notified. Detailing of a vehicle must be done at the leasing agency’s expense and with the leasing
agency approval. Typically, detailing occurs if the vehicle has been used to haul dirty or odorous materials or
has been used off-road.

The State contracts with a fuel card vendor that issues credit cards and has established a transaction processing,
reporting and payment system with respect to purchases of motor fuels and vehicle related purchases. Often,
such fuel card vendors offer to process and pay for a variety of fleet related purchases at the point of sale. State
policy restricts the use of the fuel card to purchase fuel, motor oil products, and related automotive consumables.
Drivers are advised to verify which purchases are permitted with the fuel card prior to use.

The purchase of personal items such as food, beverages and air fresheners with a state fuel card, as well as
automotive products for personal use, is strictly prohibited. Disciplinary action may be taken for improper use of
a state fuel card. If an inappropriate charge occurs, the driver is responsible for reimbursing the State for the full
amount of the inappropriate purchase. For additional information or clarification of fuel card use, drivers should
contact their agency fleet manager/coordinator.

1.18. Repairs, Preventive Maintenance and Recalls

It is the driver’s or work shared vehicle coordinator’s responsibility to ensure that all preventative maintenance is
performed on schedule and have the vehicle serviced in a timely manner when notified of a recall or preventive
maintenance. Failure to perform the maintenance and repairs in accordance with agency policy may result in loss
of the vehicle or, in the event of damage to the vehicle, payment for vehicle repair.
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If a state owned repair shop does not provide maintenance on the state vehicle, a statewide mandatory contract
for maintenance services must be used. In addition, the vehicle’s owner agency may have special procedures to
follow for emergency repairs. Consult the owner agency’s procedures on repairs and preventive maintenance,
including tires and glass breakage.

The following types of services are available through mandatory statewide contracts for fleet related items.
Consult the owner agency’s procedures on making purchases from the mandatory state contracts.

Tires: new, retread, service

Auto, light truck: maintenance and repair
Towing and storage

Fleet maintenance referral

Vehicle lease - 30 or more days

Rental passenger vehicles - In state
Rental passenger vehicles - Out of state
Glass repair or replacement

All drivers of state vehicles must know how to handle unscheduled emergency repairs. Instructions should be in
the information/incident kit found in the state vehicle. If not available, contact the vehicle’s owner agency to
obtain a copy.

Vehicle Assignments
1.19. Vehicle Assignment Regulations

Employees should use a state vehicle whenever a vehicle is required and available for conducting official state
business. The four categories of state vehicles are personally assigned, work shared, motor pool and qualified
non-personal use vehicles. All restrictions relating to alcohol and drug consumption while using a state vehicle
are strictly enforced under all categories of assignments.

All assignments will be approved or denied through the Vehicle Assignment Transfer (VAT) form, DOA-
3102 or equivalent (Appendix I11). A VAT requesting personal assignment of a vehicle must be signed by the
requesting agency head. The VAT must be submitted to the owner agency with a copy to the DOA

Bureau of Enterprise Fleet Director for approval.

Special Needs Accommodation: State employees who, for health reasons, require a larger automobile or
special equipment must forward a doctor's statement to the agency’s ADA or Human Resources Coordinator.
The agency’s ADA or Human Resources Coordinator must review with their agency fleet manager the means
to accommodate the need, and send an approval letter to the owner agency, if applicable.

1.20. Personally Assigned Vehicles

An employee may be assigned an owned or leased state vehicle based upon job responsibilities, an approved
driving record and whether there is a critical business need. Personal assignment of vehicles to individuals may
be on an annual basis when not in conflict with collective bargaining agreements. Agency heads will monitor the
assignment and use of vehicles by all their employees and vehicles may be reallocated from personally assigned
status to work shared status at any time based on agency needs, subject to applicable provisions included in
collective bargaining agreements.

State of Wisconsin Fleet Driver and Management Policies and Procedures Manual 13



The following guidelines are used to determine personal assignments and may be refined to meet the needs of the
agency:

o Employee must need to use the vehicle for official state business 5-7 days per work week
Vehicle requires special equipment not installable or transportable in a personal vehicle or making a
state vehicle unsuitable for general use (e.g., law enforcement radios, sirens, lights)
Employee is not headquartered near a motor pool or where a work shared vehicle is available
Employee is required to be on-call

When an employee with a personal vehicle assignment is on leave or no longer works for the agency, the
vehicle should be made available to other agency employees for state business travel or returned to the owner
agency.

1.21. Work Shared Vehicles

Work shared vehicles are assigned among a group of state employees usually within a single funding
source or an unrestricted funding source.

A work shared vehicle may not be used for personal travel such as commuting. A work shared vehicle may be
taken home by a driver with prior approval by a supervisor if the employee is required to take the vehicle home
for valid business needs of the agency. If a work shared vehicle is taken home more than once a month, the
employee is required to reimburse the State for personal miles traveled. If a driver detects a problem with the
vehicle or the vehicle is in need of maintenance, the driver must report the problem to the vehicle coordinator.

Upon learning of potential problems or abuse, owner or employing agency fleet staff shall investigate the
situation. Based on the facts of the case, vehicle use privileges may be revoked or restricted, or individuals
may be subject to discipline as determined by the vehicle owner agency or the employer agency.

1.22. Motor Pool Vehicles

Motor pool vehicles are made available to all employees without regard to funding source and are billed back
on a daily use basis to the appropriate funding source. If the employee needs to take a pool vehicle home
overnight or on the weekend when the fleet office is not open for business, written authorization from a
supervisor is required. If a driver detects a problem with the vehicle or the vehicle is in need of maintenance,
the driver must report the problem to the vehicle coordinator.

1.23. Qualified Non-Personal Use Vehicles

A limited number of state vehicles may be determined to be qualified non-personal use vehicles. Drivers of
these vehicles are not required to reimburse the State for personal commuting miles. The agency head must
identify the job classifications recommended to be designated as drivers of qualified non-personal use vehicles
and a request submitted in writing to the DOA Secretary. A qualified non-personal use vehicle generally
includes all of the following:

e Police or fire vehicles
Vehicle is clearly identified and obvious
A license plate designating the vehicle as a police or fire vehicle is not sufficient designation
The employee must always be on call
Employee must be required by agency to use the vehicle for commuting
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« Employer must prohibit personal use other than commuting for travel outside of the officer or
fire fighter’s jurisdiction
e Unmarked law enforcement vehicles
«» Agency must officially authorize personal use in writing such as commuting for law enforcement
purposes
+« Employing agency must be a governmental unit responsible for prevention or investigation of
crime
+» Vehicle must be used by a full-time law enforcement officer, (e.g., officer authorized to
carry firearms, execute warrants and make arrests)
An ambulance or hearse used for its specific purpose
Any vehicle designed to carry cargo with a loaded gross vehicle weight over 14,000 pounds
Delivery trucks with seating for the driver only, or the driver plus a folding jump seat
A passenger bus with a capacity of at least 20 passengers used for its specific purpose
School buses
Specialized utility repair truck
¢+ Truck (not van or pickup) designed to carry tools, equipment, etc.
» Permanent interior construction, shelves, racks required.
»  Employer must require employee to commute for emergency call-outs to restore or
maintain power services, i.e., gas, water, sewer.
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1.24. Privately Owned Vehicles Used In State Business

Privately owned vehicles may be used for official state business, but drivers are encouraged to use state
vehicles whenever feasible. The reimbursement rates and rules for use of an employee's personal vehicle are
defined in the UTSA.

If an employee desires to use a state vehicle and one is not available at the employee’s agency fleet, they may
contact the DOA Fleet (Madison area only). Non-availability slips will be issued if there are no state vehicles
available at the employee agency fleet and the DOA Fleet (Madison area only). If no state vehicles are available
and the driver receives a non-availability slip, the driver will receive reimbursement from the state for miles
used for official state business. The reimbursement rules for use of an employee's personal vehicle are defined in
the UTSA. When drivers use their private vehicle for state business, a Travel Expense Report, DOA-6107 or
equivalent (Appendix XI) must be submitted in accordance with the policies of the employee’s agency. When
required, the non-availability slip must be attached to the driver's travel expense report. Requests for waiver of
the non-availability criteria must be in writing to the DOA Secretary and must indicate specific reasons why the
waiver should be granted. All non-availability slips must indicate the date of the request, the dates for which a
pool vehicle was requested, and must be approved by the agency fleet manager/coordinator.

Disabled employees requesting a waiver from the non-availability slip requirements driving their own
specially equipped vehicles must be authorized by the agency’s ADA/human resources coordinator for a
period of one year or less. Employees who are permanently disabled need to obtain a medical statement only
once during their career in state service stating that they are permanently disabled; however, DOA reserves the
right to review the permanency of determination.

Accidents and Liability

1.25. Driver Procedure

Drivers are responsible for immediately reporting all accidents or any damage to state vehicles to the agency
fleet manager and to the appropriate agency/fleet coordinator or risk manager. Forms are provided
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for this purpose in the vehicle incident kit, DOA 6496 (Appendix VI). Reports must also be made to local law
enforcement personnel. If all paperwork is not submitted in a timely manner, the claim may be denied and the
agency is responsible for the cost of repairs.

The driver should consult with their agency fleet manager to confirm appropriate accident reporting
procedure for their agency.

Each state vehicle has an accident kit in the glove compartment advising employees of the procedures to be
followed in the event of an accident. All procedures included in the accident kit need to be followed. According
to the instructions in the kit, the driver of the state vehicle must follow these procedures after an auto accident
involving a state vehicle:

1. Contact the nearest law enforcement agency to notify them of an accident.
o Obtain relevant information required from other parties involved to complete the
Accident/Incident Report, DOA-6496 or equivalent (Appendix VI).
Ask for the case number and when the police report will be available.
Driver is required to seek a police report for all vandalism or hit-and-runs that exceed $200,
accidents resulting in injuries, vehicle damage over $1,000, and/or property damage over
$200.

2. Report the accident immediately to appropriate supervisor, agency fleet manager/coordinator and risk
management staff.

o If outside of normal business hours, leave a voice mail or send an e-mail to the owner agency
fleet manager or BSRM with the following details: name, phone number, and a brief
description of the loss.

e If there is any bodily injury, immediately contact the Fleet Manager or DOA BSRM
(608/267-7395). If after hours or on the weekend, call and leave a message on voice mail with
the driver's name and number where he/she can be reached.

3. Complete the Vehicle Accident/Incident Report Form DOA 6496 the same day including a supervisor
signature and scope box checked and return to the agency risk manager or fleet coordinator within two (2)
working days.

e This accident report form may be found in the glove box of the vehicle, on the DOA web site
(http://www.doa.state.wi.us) or may be obtained from the agency risk manager.

o If the driver is unable to complete the accident report form, the supervisor is responsible for
completing it. It is extremely important that the information is accurate and all blanks are filled
in, including the driver and supervisor signatures.

o If a state employee is injured, the appropriate worker’s compensation forms should be completed
by the employee or the employee’s supervisor if the employee is unable to complete the forms.

4. Obtain and submit a copy of the police report to the agency risk manager.

o If the police do not respond or do not complete a Wisconsin Motor Vehicle Accident report, but
there is an injury, vehicle damage of $1,000 or more, or $200 or more damage to government
owned non-vehicle property, complete the Wisconsin Driver Report of Accident, DMV4002
(Appendix VII) found in the vehicle’s glove box or on the Department of Transportation (DOT)
web site (http://www.dot.state.wi.us).

o If the driver report form is not in the vehicle, it is available at any DMV or local law enforcement
office. Mail the original form to DOT, a copy to your agency fleet manager and a copy to the
vehicle owner agency along with the Accident/Incident Report.

5. Contact the vehicle owner agency. See agency procedures.
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1.26. Property and Liability Protection

The State is self-insured through its self-funded property and liability programs administered by BSRM. BSRM
also administers the worker’s compensation program for state employees injured while in the scope of their
employment.

1.27. Worker’s Compensation Coverage

Injured state employees may use their health insurance, worker’s compensation, or self-initiated litigation to
recover damages against negligent third parties. Worker's compensation pays for medical expenses, hospital
expenses and loss of wages for state employees injured while in work status. There is no worker’s compensation
coverage when the employee is not in work status or is acting outside the scope of his/her employment.

1.28. Property Coverage — State-Owned and Leased Vehicles

The Property Program covers loss to state property, which includes damage to state vehicles due to traffic
crashes, vandalism, hail, etc. If another driver or a known party causes damage, the agency that owns the state
vehicle will pursue subrogation. Damage to vehicles leased by the state from a private vendor for more than 30
days are also covered under the Property Program if the value of the leased vehicle is reported to BSRM.

Rentals of less than 30 days under the state’s rental passenger vehicle contract include collision and
liability coverage in the price of the rental and are handled by the contracted rental agency.

1.29. Liability Coverage

Auto liability coverage is for claims in which a person driving a state vehicle in the scope of their state
employment causes damage to a third party. Although a state vehicle may be damaged as well, only the
damages to the third party are considered auto liability. For example, if a state vehicle backs into a privately
owned vehicle in a parking lot, the damage to the state vehicle would be considered auto property and the
damage to the other vehicle and/or injuries to the other driver and passengers would be considered auto
liability. If a vehicle is rented under the state rental contracts, auto liability coverage is included in the rental
fee. If the vehicle is leased, auto liability coverage is provided under the state’s program. If a driver is
traveling outside of Wisconsin, proof of insurance must be carried.

If a driver is traveling outside of the United States, the driver must consult their risk management office prior to
driving or renting a vehicle. If the agency does not have a risk management office, the driver must consult
BSRM. If a driver is travelling outside of the United States in a state vehicle, proof of insurance must be carried.
If a driver is traveling outside of the United States, both auto liability and physical damage coverage must be
purchased with the rental vehicle as well as carrying proof of insurance.

Coverage is provided on the authorized state driver/employee pursuant to Wis. Statute, s. 895.46, which provides
liability protection for the negligent acts of its state officers, employees and agents while acting within the scope
of their employment. Liability coverage is limited to $250,000 per claimant per negligent state employee, as
stated in s. 893.82, Wis. Stats. Claims that result from a state employee’s actions in states other than Wisconsin
are not subject to this statutory limit.
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There may be no state liability coverage if:

e An unauthorized driver of the state vehicle operates the vehicle, or
e An authorized driver of the state vehicle operates a work shared vehicle outside the scope of their
employment.

In each of these cases, the driver may be personally responsible for the damages to any third party and may
also be responsible for payment of damages to the state vehicle.

Any accident resulting in bodily injury to a third party should be reported immediately to law enforcement and
the agency risk manager or the BSRM (608/267-7395) for assignment to the State’s third party adjuster. The
state driver should always convey the facts to any responding authority but should never admit fault at the
accident scene. The adjuster may subsequently investigate the liability claim and handle all contacts with the
other party, their attorney and/or their insurance company and will make a recommendation to the BSRM and
request authorization for a proposed settlement range, if appropriate.

1.30. Privately Owned Vehicles

Damages to the employee’s personal vehicle are covered by the employee’s own auto insurance and the
employee is responsible for the insurance deductible. Under no circumstances will the State’s property program
pay for the employee’s vehicle repairs. It is the employee’s responsibility to carry personal auto liability
insurance. Recommended minimum limits of personal auto insurance coverage are $100,000 for bodily injury
per person, $300,000 for bodily injury per accident when two or more people are injured, and

$50,000 for property damage per accident.

The employee’s personal auto liability insurance also provides primary coverage for medical expenses incurred
by other parties involved in an employee’s at-fault accident, and primary coverage for repairs to other vehicles
or property involved in an accident caused by the employee. The State liability program only provides
coverage for amounts in excess of the employee’s auto liability insurance if the state employee was negligent
and within the scope of employment when the accident occurred.

Questions may be referred to the driver’s agency fleet manager, agency risk manager or BSRM.

1.31. State Vanpool Program

The State Vanpool Program operates outside of normal business hours and is open to state, private and federal
employees commuting to Madison from outlying areas. Therefore, the state purchases liability insurance for the
Vanpool through a commercial insurer. State employees participating in the Vanpool Program are considered to
be outside the scope of their employment and consequently would not be covered by Workers Compensation if
injured. The Property Program does cover damage to State VVanpool Program vehicles.
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Chapter Two: Fleet Management Policies

Fleet Manager Responsibilities
2.1. Department of Administration Responsibilities
Under s. 16.04, Wis. Stats., DOA is assigned the following responsibilities for managing all state vehicles:

Develop uniform state policies and guidelines for vehicle acquisition, use, and maintenance.
Keep up-to-date records on operational costs, vehicle performance evaluations and replacement of
vehicles.

e Screen all requests for additional or replacement vehicles prior to forwarding those requests to the
Governor for approval.

e Maintain an inventory of all state vehicles.

e Review agency records relating to fleet operations and the use of state vehicles on a semi-annual basis.

The DOA Division of State Agency Services performs these responsibilities.

2.2. Agency Responsibilities

State agencies authorized by DOA under s. 16.04(2), Wis. Stats., to manage and operate state vehicles must
adhere to the Fleet Driver and Management Policies and Procedures. The DOA Secretary must authorize any
deviations from these policies in writing prior to any use of any state vehicle in a manner which does not
adhere to the policies and procedures. A state agency authorized to operate state vehicles must have an
employee designated to perform a minimum of two of the following three levels of fleet administration: Fleet
Manager, Fleet Coordinator, Driver Supervisor.

2.3. Fleet Manager

An agency that controls the deployment of owner agency vehicles acquired with agency/campus funds must
employ a fleet manager. Fleet managers are responsible for the following:

Designate and review vehicle assignments

Establish maintenance procedures

Evaluate and recommend vehicle procurement needs
Identify surplus vehicles for sale disposition
Maintain vehicle history records

Maintain records

Monitor direct and indirect fleet costs

Maintain fleet required data

2.4. Fleet Coordinator

Agency fleet coordinators are the owner agency’s representatives and assist in carrying out the fleet manager’s
duties at a local level. Fleet coordinators in a non-owner agency also act as the agency’s central point of contact
regarding fleet administration. An agency or agency sub-unit that operates leased vehicles must designate one of
their employees to perform the minimum administrative requirements contained in these policies for using state
vehicles. The fleet coordinator also interprets fleet policies and provides
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assistance to administrators and drivers regarding these policies. Fleet Coordinators are responsible for the
following:

Authorize the use of state vehicles

Ensure adherence to fleet maintenance procedures

Communicate and forward information regarding vehicle needs to fleet managers/drivers/supervisors
Identify underutilized/replaceable vehicles

Monitor vehicle use (e.g., mileage logs)

Monitor costs that must be reimbursed to the State by the employee

Investigate citizen driver complaints

Assist in obtaining missing or erroneous driver reports

2.5. Driver Supervisor
The supervisor of a driver is responsible for the following:

Maintain up-to-date knowledge of fleet policies and procedures

Educate their staff/drivers of all policies and procedures

Ensure completion of initial VVehicle Use Agreement for their employees
Submit requests for a vehicle assignment

Manage mileage envelopes/logs including a review of personal use

2.6. Required Training

Once every two years, fleet managers/coordinators will be required to attend Fleet Management Training held
by DOA Division of State Agency Services. This training will review for fleet manager/coordinators current
Fleet Driver and Management Policies and Procedures.

Driver Management
2.7. Approving Vehicle Use Agreements

Prior to operating any state-owned vehicle, a driver (see Chapter One, 1.1.) must have a signed and approved
Vehicle Use Agreement Form (VUA), DOA-3103 or equivalent (Appendix I). An employee is prohibited from
operating a state vehicle until the VUA is authorized by the employing agency fleet manager/coordinator and
kept on file for annual review. A driver should expect a minimum of two weeks for processing and the driver is
responsible for verifying approval/denial with the fleet manager/coordinator.

The VUA contains a provision signifying that the driver has been given a copy of the Fleet Driver and
Management Policies and Procedures Manual and the driver acknowledges an understanding of and future
compliance with the directives in the manual. The manual is also available on the DOA web page
(http://www.doa.state.wi.us). Supervisors should assure that drivers have access to the policy manual.

The VUA also requires the driver's license number and informs the driver of their obligation to inform

their supervisor and agency fleet manager/coordinator in writing whenever they become disqualified under these
policies. New drivers must receive an orientation from their supervisor. At a minimum the

orientation will include personal use rules, fueling procedures, monthly reporting, repair/maintenance
procedures, accident reporting and safety. The driver supervisor reviews and approves the VUA and

forwards the form to the employing agency fleet manager/coordinator.

State of Wisconsin Fleet Driver and Management Policies and Procedures Manual 20


http://www.doa.state.wi.us/

The fleet manager/coordinator from the employing agency should methodically review the submitted VUA.
Approval or denial of the application is based on, but not limited to, the minimum standards for driving a state
vehicle (see Chapter One, 1.1.) and driver disqualification (see Chapter One, 1.3.). A driver will be rejected for
failure to meet these standards. The applicant’s Department of Transportation (WisDOT) driver record must be
reviewed. To obtain the abstract the fleet manager/coordinator must submit to the WisDOT the prospective
driver’s full name, driver license number, date of birth and the state where the driver license was issued.

Agency fleet managers/coordinators should consult with their risk managers regarding any requests for
exceptions to the minimum standards or driver disqualification requirements (see Chapter One, 1.1. and
1.3)).

Fleet managers/coordinators should also be aware that based on the type of vehicle being driven, special training
and/or licensing may be required prior to vehicle use. For example, training is required for driver certification
for the operation of twelve and 15 passenger vans (see Chapter One, 1.4.). Commercial Drivers Licenses (CDL)
are also required for certain state positions (see Chapter One, 1.5.). Fleet managers/coordinators are responsible
for confirming that training is complete before approving a VUA.

Only after a complete review, the fleet manager/coordinator shall indicate their decision on the form and send

a copy of the form to the owner agency fleet manager and the agency risk manager. The owner agency will
enter the driver in statewide data system.

2.8. Monitoring Vehicle Use Agreement

Each year, a review of all driving records of employees with active Vehicle Use Agreements will be conducted.
An employee who, as a result of the review, no longer meet minimum standards for driving a state vehicle shall
have his/her agreement voided and their driving privileges suspended until such time that he/she can
demonstrate meeting the standard.

If an employee is denied use of a state vehicle due to an unacceptable driving record and travel is required, the
employee (who must hold a valid operator’s license) may use his/her personal vehicle and be reimbursed for
mileage. Reimbursement will be at the rate equal to the full business mileage reimbursement rate established for
an employee required to use their personal vehicle on state business set in the current UTSA (Appendix I1).

See Chapter One, 1.3., for driver policies related to driver disqualification.

2.9. Personal Use of State Vehicles

See Chapter One, 1.7., for driver policies related to personal use of state vehicles.

2.10. Political Use of State Vehicles and Aircraft

See Chapter One, 1.8., for driver policies related to political use of state vehicles and aircraft.

2.11. Incidental Travel and Stops

See Chapter One, 1.9., for driver policies related to incidental travel and stops.
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2.12. Reimbursing Personal Miles to the State

See Chapter One, 1.10., for driver policies related to reimbursing personal miles to the State.

Vehicle Management
2.13. Vehicle Assignments

Fleet managers/coordinators are mandated to monitor the assignment and use of vehicles by all agency
employees on a semi-annual basis, or more frequently, if necessary. Fleet managers/coordinators must also keep
records up-to-date upon notice of a change in vehicle status. The review should specifically examine the
distribution of vehicles that are assigned as work shared, personally assigned, motor pool or non-qualified
personal use. All changes of assignment for vehicles must be done using the Vehicle Assignment Transfer
(VAT) form, DOA-3102 or equivalent (Appendix I11) and be submitted to the owner agency with a copy to the
DOA Bureau of Enterprise Fleet Director.

In addition to determining assignment type, fleet managers/coordinators review and ensure the appropriate size
of the vehicle and make a recommendation to their agency head for approval. Restrictions are set in the Vehicle-
Procurement Information Memorandum (P1M) issued by the State Bureau of Procurement, stating it is the
responsibility of every agency to review and restrict the assignment of vehicles. The PIM

is available at http\\www.doa.state.wi.us keyword: procurement. The vehicle size must be based on the

number of passengers in the vehicle and the amount of equipment or luggage being carried. Medical

necessity is the only other reason a larger vehicle may be assigned and must be approved by the agency fleet
manager.

Disabled employees seeking a waiver from the non-availability requirements for driving their own specially
equipped vehicles must be authorized by the agency’s ADA/human resources coordinator on how to
accommodate the need. Employees who are permanently disabled need to obtain a medical statement only
once during their career in state service, stating that they are permanently disabled; however, DOA reserves
the right to review the permanency of determination. These drivers will be reimbursed at the "full rate" set
in the current UTSA (Appendix II).

2.14. Personally Assigned Vehicles

All assignments will be approved or denied through the Vehicle Assignment Transfer (VAT) form, DOA-
3102 or equivalent (Appendix I1). VATSs requesting Personal Assignment of a vehicle must be signed by the
requesting agency head. The VAT must be submitted to the owner agency with a copy to the DOA

Bureau of Enterprise Fleet Director for approval. All rules relating to personal use of the state vehicle are
strictly enforced.

See Chapter One, 1.20., for driver policies related to personally assigned vehicles.

2.15. Work Shared Vehicles

Work shared vehicles must have a designated coordinator who is responsible for scheduling use of the
vehicle(s), maintenance and repair, maintaining the Assigned Vehicle Log, DOA-3472 or equivalent
(Appendix I11), and ensuring compliance with state fleet policies. Reassigning work shared vehicles
requires the fleet manager/coordinator to file a VAT with the owner agency. Agencies should attempt, when
feasible, to reassign personally assigned vehicles and consolidate shared vehicles into pools to
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minimize the need for additional vehicles. All requests for reassignments must be reviewed and
authorized by the DOA Bureau of Enterprise Fleet Director.

See Chapter One, 1.21., for driver policies related to work shared vehicles.

2.16. Motor Pool Vehicles

Fleet managers/coordinators managing a motor pool have added responsibilities because many drivers use the
vehicles. Each driver using a pool vehicle must meet the minimum standards for driving a state vehicle and
have an approved VUA on file. It is the responsibility of the fleet manager/coordinator to ensure maintenance
and manufacturer recall repairs are complete.

Pool vehicles are to be reserved and issued to drivers by their agency dispatcher. A record must be made

of each pool vehicle trip with beginning and ending mileage noted. The agency dispatcher ensures that the driver
is authorized to travel and has obtained a supervisor signature. A supervisor always must approve

use of the vehicle by an employee. Vehicle assignment will be the smallest available vehicle based on the
number of occupants and equipment/luggage to be carried.

Pool vehicles are subject to an annual review based on the breakeven mileage criteria determined by the DOA
Secretary. Exceptions to the breakeven mileage criteria may be granted upon recommendation of an agency
head and with written approval of the DOA Secretary. The number of vehicles assigned to a motor pool may
increase or decrease to achieve optimum resource allocation.

See Chapter One, 1.22., for driver policies related to motor pool vehicles.

2.17. Qualified Non-Personal Use Vehicles

See Chapter One, 1.23., for driver policies related to qualified non-personal use vehicles.

2.18. Vehicle Maintenance Policies

Fleet managers will develop and maintain a preventative maintenance program and procedures for
unscheduled maintenance for the state vehicles owned by their agencies. Fleet coordinators will follow
established policies and programs and manage maintenance. Supervisors will ensure compliance by drivers
for maintenance related issues.

State vehicles must be serviced and maintained according to factory recommendations and the owner agency
fleet manager must produce a maintenance schedule. Agency fleet managers/coordinators are responsible for
scheduling service and maintenance on pool vehicles. Drivers are responsible for service and maintenance of
personally assigned vehicles and agency fleet managers/coordinators for work shared vehicles. Mileage
accumulated during this endeavor shall be considered business mileage. An authorized dealer shall do warranty
work.

When a driver/fleet coordinator has been notified of any type of needed repair, including recall, warranty,
maintenance and body repair, it is their responsibility to have the vehicle serviced in a timely manner. Failure to
perform needed repairs may result in a loss of the vehicle, or in the event of damage to the vehicle the
agency/driver may be subject to payment for vehicle repair. When notified by the fleet manager/coordinator of a
driver’s failure to comply with required repair procedures, it is the responsibility of the driver’s supervisor to
immediately contact the driver and ensure compliance.
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Generally, maintenance is authorized through a managed maintenance contractor, a State service facility or
purchase order. Only in an emergency situation may vehicle maintenance be secured with a personal

credit card or cash. If maintenance is paid through purchase order, vendors must be selected from the SBOP
Statewide Bulletin for Vehicle Maintenance Service. If cash is used, an original receipt must be submitted to
the agency supervisor with a travel voucher to secure a reimbursement approval along with justification for the
repairs. Fleet managers/coordinators are advised to consult with the SBOP (608/266-

2605) for the appropriate procedures to follow. State Purchasing Cards (P-Cards) are not to be used for
vehicle expenses.

Vehicle maintenance and repairs for automobiles and light trucks must be secured through purchase order if a
managed maintenance contractor is not used. All receipts for service outside of a managed maintenance
contractor should be signed and retained by the driver who is then responsible for turning in those receipts
either:

e At the end of their pool reservation, or
e At the end of each month with their assigned vehicle log forms and mileage envelopes.

The appropriate fleet manager/coordinator/supervisor is to review the maintenance tickets and reports. Drivers
who have turned in questionable or unnecessary maintenance expenses must be contacted for further
investigation and possible reimbursement to the vehicle’s owner agency. Failure to reimburse may result in the
loss of driver privileges.

The driver should also be aware that there are cost limits related to vehicle services and an agency fleet manager
must approve purchases above the limits. For example, vehicle wash rates for personally assigned and work
shared state vehicles are calculated on a yearly basis and drivers seeking vehicle washes exceeding the maximum
allowable cost must receive approval from their fleet manager. Drivers will be billed for any amount in excess of
set rate. Wash frequency is also limited to once a week, if needed, November through March (winter months)
and limited to two times per month April through October. Washes and other vehicle services will be reviewed.
Drivers with excessive wash frequency will be notified. Detailing of a vehicle must be done at the leasing
agency’s expense and with agency approval. Typically, detailing occurs if the vehicle has been used to haul dirty
or odorous materials or has been used off-road.

Receipts for vehicle maintenance do not need to be turned in by the driver if they are using the state contracts for
managed maintenance services. All maintenance and repairs must be tracked for each vehicle in the fleet. This is
done electronically through a maintenance contractor or through retention of hard copies of bills and work
orders. If a managed maintenance contractor is used, they will track all costs through their vendor network and
report them on a monthly basis to the owner agency fleet manager. If a managed maintenance contractor is not
used then copies of receipts and/or work orders must be retained and forwarded at the end of their pool
reservation, or at the end of each month with their assigned vehicle log forms and mileage envelopes.

Fleet managers/coordinators/supervisors are responsible for ensuring vehicles are maintained and
confirming their drivers understand the importance of the maintenance function and accept their
responsibility in helping to maintain the vehicles that they drive. All drivers should be educated to
increase their awareness of the vehicle’s daily performance.

2.19. Vehicle Fuel Policies and Fuel Card Uses

See Chapter One, 1.17., for driver policies related to vehicle fuel policies and fuel card uses.
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2.20. Plain Plate Requirements

All state vehicles are required to have red state owned license plates with the exception of vehicles authorized by
DOA,; for instance, undercover law enforcement. Any deviation from this policy requires written request from
the agency head and authorization from the DOA Bureau of Enterprise Fleet Director.

Accidents and Emergencies

2.21 Driver Procedures

See Chapter One, 1.25., for driver policies related to driver procedures.

2.22 Agency Risk Manager or Repair Coordinator

The agency risk manager or repair coordinator is responsible for submitting the following information to the
owner agency, which handles the property claim and submits it to BSRM for payment if over $500:

Police report or DOT Driver Report of Accident Form, MV4002 (Appendix VII)

Vehicle Accident/Incident Report Form, DOA-6496 (Appendix V1)

Photographs of damage (if photos were taken)

Two written estimates: If vehicle is totaled, documentation should also be submitted which supports
the actual cash value of the vehicle.

For property claims, one signed Proof of Loss Form, DOA-6413 or equivalent (Appendix VI1II)

2.23 Repair/Accident Coordinator Procedure

In the event of an accident, the repair/accident coordinator is responsible for the follow up and approval of
repairs of the agency owned state vehicle and must adhere to the following steps:

1.

2.
3.

Check to see that a police report is completed on vehicle damage over $1,000, property damage over
$200, injuries, or hit and run damage/vandalism over $200.

Contact driver with a policy and procedures instruction sheet

Inform driver to complete Accident/Incident Form, DOA-6496 or equivalent (Appendix V1), and
return it within 48 hours of the accident. Copy sent to owner agency and also to BSRM if it is an
injury case. Failure to report in a timely manner may result in loss of vehicle or incurring repair costs.
Request/receive police report from the appropriate police department(s) for all cases.

Inform driver to get two estimates. The repair coordinator or managed maintenance contractor can
assist in recommending vendors.

Forward estimates to owner agency.

Owner agency reviews estimates and provides authorization to proceed with repairs.

Follow up with a call/email to driver requesting more information, if needed.

Follow up with a call/email to driver and supervisor if problems arise.

Follow up with driver and supervisor every ten to 15 days on status of the repairs.

Compare invoice to estimate final invoice from repair shop.

Compares invoice to estimates and approve invoice, submit final packet to agency risk manager who
will send to the BSRM.
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2.24. Driver Claims-Recovery of Losses

Injured state employees may use their own health insurance, worker's compensation, or litigation on their own
to recover damages against negligent third parties in a case with an injury.

Auto Claim Reporting — Property

Auto property claims over the $500 deductible are to be finalized and filed with BSRM within 90 days
from the date of loss. Claims submitted beyond 90 days may not be honored. Auto property claims of over
$10,000 should be immediately reported to the agency risk manager and/or BSRM to determine if
assignment to the State’s third party adjuster is necessary. If outside of normal business hours, leave a
voice mail or send an e-mail to BSRM or the agency risk manager or fleet manager with the following
details: name, phone number, and a brief description of the loss.

For claims that will not be finalized within 90 days from date of loss and are not assigned to the State’s third
party adjuster, an agency should instead submit to BSRM a written statement putting BSRM on notice of the
claim with an explanation as to why the claim is not finalized.

State auto property coverage pays the lower of either the cost to repair or the actual cash value of the vehicle on
the date of loss, less the applicable deductible. Repairs should be supported with two (2) estimates and any sales
tax must be deducted. Betterment or upgrades are not covered and such costs should be deducted from the claim.
Actual cash value (ACV) is determined by the trade-in value listed in the National Automobile Dealers
Association (NADA) Official Car Guide or comparable source, adjusted for mileage minus salvage.

Auto Claim Reporting - Liability

Auto liability claims should be concluded and submitted by an agency to BSRM within 120 days from the date
of loss, as provided by s. 893.82, Wis. Stats. Prompt settlement will also result in less cost and greater
satisfaction for the claimant. Any accident resulting in bodily injury to a third party should be reported
immediately to the agency risk manager and/or BSRM for assignment to the third party adjuster. If outside of
normal business hours, leave a voice mail or send an e-mail to BSRM with the following details: name, phone
number, and a brief description of the loss.

The third party adjuster is responsible for performing the investigation and handling all contacts with the
claimant, attorney and/or insurance company. The adjuster will make a recommendation to the BSRM and
request authorization for a proposed settlement range, if appropriate.

State liability coverage pays the lower of two (2) estimates. The vehicle is considered totaled if the lower
estimate exceeds the retail value listed in the NADA Official Car Guide or comparable source, adjusted for
mileage and salvage value.

If the third party driver requires a rental vehicle during the time that his or her vehicle is being repaired, the state
will pay the daily base rate for an economy (compact) vehicle plus sales tax. The claimant will not be reimbursed
for the purchase of any insurance, damage waiver, fuel charges or additional mileage charges that they incur.

Recovery of Losses

Each agency will be expected to attempt to collect, in accordance with accepted insurance industry practices,

from those individuals or firms that cause damage to state vehicles. The first dollars recovered by the agency
shall be used to satisfy the deductible. Any recovered amount that exceeds the deductible shall be used by the
agency to reduce the claim to the BSRM. The remaining balance should then be submitted to the BSRM for

processing.
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In an effort to reduce or eliminate late reporting of auto losses to the BSRM, agencies are encouraged to submit
covered auto losses to the BSRM before undergoing a long subrogation process. The BSRM or its
representative may assume the agency's right of recovery when an agency files a claim. In those situations, all
losses will be subject to the applicable deductible.

Driver should be directed to the vehicle owner agency for additional information.

Records Management
2.25. Record Keeping and Reviews

Rigorous record keeping and substantiation are required by the employee or agency fleet manager/ coordinator
and failure to report will result in a seizure of the vehicle. Under s. 16.04, Wis. Stats., each fleet manager shall
review the use of state vehicles within their agency at least semi-annually to determine whether usage criteria are
being met. Reports must be submitted to the DOA Secretary and include a detailed description of the utilization
of each vehicle and justification of need.

Failure to submit the semi-annual review justifications may result in a delay in the purchase of new vehicles until
a review of the usage of all state vehicles is complete and all agencies have responded to DOA’s request. Non-
reporting agencies may also be subject to loss of vehicles as determined by the DOA Secretary.

Personally assigned and work shared assignments must be evaluated annually for the following:

e Minimum utilization for personally assigned vehicles is based on 16,000 miles of annual official state
business use and 13,000 miles of annual official state business use for work shared vehicles or criteria
annually established by the DOA Secretary.

« DOA Secretary may grant special exceptions to the mileage criteria only after recommendation
by the agency head.
« Agencies will have 30 days to submit written justification on why vehicles that do not meet
the criteria of the DOA Secretary should be assigned to the agency.
Overall availability of vehicles in the fleet.
Requirements such as those for federal grants or collective bargaining agreements.
Determination of whether the priority of the assignment is in line with agency priorities and overall
travel demand.

e Changes in the scope of work that may require a change in the vehicle type needed to accomplish the

work objectives.
Continued need for special purpose vehicles.
Reimbursement to the State for personal use of personally assigned vehicles.

Fleet managers, in conjunction with the agency’s annual vehicle report, will evaluate which vehicles are eligible
for replacement. Eligibility for replacement is set out in a Procurement Information Memorandum (PIM) issued
by the SBOP. Fleet managers/coordinators should follow the procedures of the owner

agency in requesting replacements. Vehicle replacement occurs once per year. Mid-year requests may be

made only in an emergency and, if approved, must be from existing stock or by recalling an underutilized
vehicle. The purchases of new vehicles may only occur based on the approval of the Governor.
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Requests for additional vehicles should follow the same procedure as requesting a replacement and must
include a thorough analysis of internal vehicle reallocation, including any legislation or budget information
that would authorize additional staffing or duties. Forms and additional instructions can be found on the
SBOP website at http://www.doa.state.wi.us keyword: procurement.

2.26. Mileage Reports

Employees using personally assigned, work-shared and qualified non-personal use vehicles for state business
must keep track of business miles on a daily basis with the Assigned Vehicle Log form, DOA-

3472 or equivalent, (Appendix 1V) and Mileage Report (envelope), DOA-3223 or equivalent, (Appendix
IX). The mileage log and report should contain following information:

. Date - Business Purpose

. Mileage - Personal Use Mileage
. Starting Location - Passengers

. Destination

On a monthly basis the driver or work share coordinator is required to submit two documents, the Assigned
Vehicle Log and the Mileage Report. Vehicle logs must be submitted to and maintained by the fleet coordinator.
The Assigned Vehicle Logs must remain at the employing agency. At the end of every month, the driver
responsible for the vehicle is to return the completed Mileage Report to the owner agency. The Mileage Report
indicates the beginning and ending odometer readings for the vehicle along with any personal mileage and must
include reimbursement for any personal miles. A supervisor signature is required on all Mileage Reports.

The State Controller’s Office in collaboration with DOA Division of State Agency Services will assist
agencies in calculating personal mileage reimbursement under Chapter One, 1.10. Agency heads are
ultimately responsible for ensuring that personal mileage reimbursements are properly made. However,
supervisors have the first-line duty and are directly responsible for ensuring that all personal mileage
reimbursements are made by drivers under their supervision agency fleet coordinators are to assist supervisors
to ensure that drivers are recording personal mileage use and are making proper reimbursements for personal
mileage in assigned vehicles.

Mileage reports must be kept up-to-date and maintained by the employing agency. Failure to submit
reports and maintain logs in a timely manner may result in a loss of vehicle privileges. Reported
personal/commute miles are considered a reimbursable travel and reimbursements must be made in
accordance with the guidelines previously identified.

Fleet coordinators/supervisors are responsible for ensuring that mileage information is properly recorded and
filed on work shared and personally assigned state vehicles as well as maintain the Assigned Vehicles Logs.
Vehicle reassignment may occur if monthly mileage reports are late or missing three times in a twelve-month
period.

2.27. Fleet Related Record Retention
In general, fleet managers/coordinators should follow the General Schedule for Motor Vehicle Management

Records (Appendix X) retention procedures required by their agency in terms of the records identified in these
fleet policies and procedures. The following fleet records are subject to retention times (as indicated):
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Policy and Administration Subject Files (Current Fiscal year + 4 Prior Years)

Motor Vehicle Related Project Files: research, grants, trends in vehicle resale (Current Fiscal year + 4
Prior Years)

Motor Vehicle Correspondence: correspondence not covered under other sections (Creation Date + 1
Prior Year)

Motor Vehicle Acquisition Case Files: records relating to the purchase of vehicles by the State
(Current Fiscal year + 4 Prior Years)

Motor Vehicle Sales and Surplus: records related to the transfer, sale, donation, salvage or exchange
of vehicles. (Current Fiscal year + 4 Prior Years)

Vehicle Titles (Creation Date + 5 Prior Years)

Motor Vehicle Maintenance Records: service and repairs orders for motor vehicles (Creation Date + 5
Prior Years)

Supplies and Parts Inventories: running inventories of vehicle related supplies and stocks of
expendable materials. (Current Fiscal year + 4 Prior Years)

Supplies and Parts Disbursement Records: disbursement of vehicle related supplies and stocks of
expendable materials. (Current Fiscal year + 4 Prior Years)

Motor Vehicle Control, Assignment and Use Records: includes VUA, pool vehicle requisition forms,
and non-availability slips (Date of driver separation from state service or recession of authority to drive
a state vehicle + 1 Prior Year)

Motor Vehicle Cost Accounting Records: includes mileage records (Current Fiscal year + 4 Prior
Years)

Vehicle Accident/Incident Reports (Case closed date + 1 prior year)

Hard copy files are required for the following types of documents:

Accident reports

Vehicle Use Agreements

Vehicle Assignment Transfers

Travel Logs

Non-electronic receipts for fuel, maintenance and repairs

2.28. FleetAnywhere Database Reports

All agencies are required to report their vehicle information in the FleetAnywhere database. Fleet managers

must maintain detailed records on fleet equipment, fleet and fleet user attributes. Use of the FleetAnywhere

database to maintain this information is mandatory. As implementation of FleetAnywhere continues, further
data requirements will be identified; however, at a minimum the following information must be obtained and
maintained for all state vehicles:

- Equipment ID

- Make
- Model
-  Year

- Color
- VIN#

On-going data maintenance:

- Fuel use
- Repair history
- Assignment history

License Plate Number
Fuel Types
Transmission Type
Engine Size and
Cylinders

Mileage history
Assignment status
Depreciation

Date of Vehicle
Disposition

Purchase Price
Vehicle Modifications
Maintenance Schedule
Purchase Date

Recall Disposition
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2.29. Public Records Requests and Special Reports

As necessary, fleet managers/coordinators will respond to requests for information or special reports from the DOA
Secretary or the Legislature. Fleet managers and coordinators will provide a timely response to all such requests.

2.30. Lease and Rental Rates

Agencies owning vehicles must annually publish their daily rental and lease rates effective on or about July. Each Fleet
Manager who maintains a pool must establish criteria and charges for late returns and no- shows for vehicles and publish
that schedule.

2.31. Citizen Driver Complaints

If a call is received from a citizen regarding the driver of a state vehicle, gather as much information as possible about
the incident including date, time, location, license plate, vehicle ID, description of driver (e.g., gender), make, model,
color of the vehicle and a detailed description of the incident. Obtain the caller’s name and telephone number if they
are willing to give it.

o If the vehicle is not in your fleet, determine the owner agency and forward the information to the fleet contact or to
DOA Division of State Agency Services to determine its disposition.

o If the vehicle is in your fleet or a complaint is forwarded to you, forward the complaint to the fleet
manager/coordinator.

The agency fleet manager/coordinator should record the complaint in detail and communicate with the driver’s
supervisor. For work shared vehicles, the fleet manager/coordinator may need to contact the supervisor to determine
the identity of the driver. The supervisor may be asked to respond fully to the complaint, which may include replying
directly to the citizen, but only at the citizen’s request. While

these are not moving violations in the manner reviewed for driver disqualification (see Chapter One, 1.3.), they may
become the basis for suspending driving privileges if there are multiple complaints logged.

Appendix Directory

Documents referenced in this manual are published in Fleet Driver and Management Policies and
Procedures Appendix at http://www.doa.state.wi.us keyword: fleet appendix.

. DOA-3103, Vehicle Use Agreement (VUA) Form

Il. Office of State Employment Relations (OSER), Uniform Travel Schedule Amounts (UTSA)
1. DOA-3102, Vehicle Assignment Transfer (VAT) Form

\VA DOA-3472, Assigned Vehicle Log Form

V. DOA-AD-GS-75, Non-Availability Slip
VI. DOA-6496, Vehicle Accident/Incident Report Form
VIL. MV4002, Department of Transportation, Driver Report of Accident Form
VIIl. DOA-6413, Proof of Loss Form

IX. DOA-3223, Mileage Report (Envelope)

X. General Schedule for Motor Vehicle Management Records

XI. DOA-6107, Travel Expense Report


http://www.doa.state.wi.us/
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Safety & Loss Prevention
Risk Management Policy and Procedure Manual

Part 7C Vehicle Programs

Subject: Driver Authorization and Vehicle Use

Purpose:

The purpose of this section of the manual is to provide the institution risk manager and related personnel with the driving
requirements that must be met in order for officers, employees, students or agents to be authorized to use a State/University
owned, leased, rented or personally owned vehicle while on university business. These specifications will give each
institution the ability to evaluate and screen drivers with the goal of assuring State automobile liability protection and
reducing uncertainty and loss from vehicle claims. This policy applies to anyone driving on university business.

Note: The State of Wisconsin has established Fleet Driver and Management Policies and Procedures Manual. These
policies were consulted in the revision of the University of Wisconsin System policy. In some cases the UW System policy is
more restrictive than the State's policy. The State's complete policy is available on the web .

Background:

As described in the State Self-Funded Liability Program (SSLP) section of this manual (Section 3, A), University officers,
employees, students and volunteer/agents are provided liability protection while acting within the scope of their employment
or agency through the SSLP. This includes those actions which arise out of the use of a vehicle while on university
business. To control the liability exposure that vehicle use generates, University System administrators and/or institution risk
managers must monitor the use of vehicles while on university business carefully. This exposure can most effectively be
controlled through the use of a systematic driver approval and authorization program at each institution. It is critical that
those making the determination on who is authorized to drive remember that driving a vehicle on university business is not a
right but a privilege, and the exposure is extreme.

Vehicle use entails a wide variety of related issues which affect the liability, property, and workers' compensation experience
of the University. Therefore, the exposures created by vehicle use must be controlled. The issues that will be addressed in
this section which affect the exposures generated by vehicle use are: driver authorization procedures; liability protection for
employees, students, and agents; drivers with out-of-state driver's licenses; driving in other states; foreign drivers; the use of
vehicles in foreign countries; the use of privately owned vehicles for University business; and non-employee passengers in
vehicles while on university business.

These guidelines do not apply to the Commercial Driver's License Program. This issue is addressed in Section 7A
of the manual.


http://www.doa.state.wi.us/docview.asp?docid=3962
http://www.wisconsin.edu/oslp/rm/manual/part7/cdl.htm
http://www.wisconsin.edu/finance
http://www.wisconsin.edu/

II. Driver Authorization:

Driver Authorization is required for students, LTEs, agents and employees whose job requires them to drive on
university business. This includes using:

e a State or university vehicle,
e any rented or leased vehicle while on university business, or
e personally-owned vehicle.

The first step in becoming an authorized driver is to complete the vehicle use agreement. Completing this form indicates the driver
has read and understands the State Fleet Policy and Procedures Manual and it informs the driver of the obligation to reveal any
changes in the status of that license. The information provided allows the institution risk manager to compare the individual's driving
record to the minimum standards for driving and determine if they can be authorized to drive.

Minimum Standards:

1. Must have a valid driver's license (new residents to Wisconsin must obtain a W1 driver's license within 60 days of residence; 30
days if the person holds a CDL.)

2. Must have a minimum of two years licensed driving experience. (not including instructional or probationary experience.)
3.Must be at least eighteen (18) years of age.

Authorization will be denied if driving record reflects any of the following:
e Three or more moving violations and/or at-fault accidents in the past two years
e An OWI or DUI violation within the past year

e License has been reinstated for less than one year after revocation

Employees, LTEs, students and agents will have their driving records checked periodically and authorization ends when the driver
fails to meet the minimum driving standards or when employment is terminated.

Students and agents may be authorized for a maximum of one year and must submit a new request for authorization.

Exceptions may be made when use is deemed to be in the best interest of the University, however, any exceptions must be
approved by the institution's risk manager as delegated by UW System Office of Safety and Loss Prevention. Copies of all
exceptions will be kept at the Campus Risk Manager's Office.

12/15 Passenger Van Driving:

Special attention shall be given to the use of 12-15 passenger vans. It is highly recommended that consideration is given to the
number of and weight of people and equipment. Neither size van should be loaded to capacity with passengers.

Anyone requesting to drive a 12-15 passenger van must be an authorized driver and meet the following additional criteria, no
exceptions : This applies to all owned, rented, or leased 12-15 passenger vans while on university business.

1. Twenty-five (25) years of age or older.*

2. Completion of a van training program which meets the standards established by DOA/BSRM . Authorization and proof of
certification as a van driver must be received by the risk manager, or delegated party, prior to using the van.

3. Abstinence from the use of drugs or alcohol on the specified driving day.

4. Absolutely nothing is to be towed by or attached to 12-15 passenger vans.

* Institutions may forego the age restriction IF a van is permanently converted to a cargo-only vehicle (restricted to one driver and
one passenger) and the van will only be driven on campus or in the campus home city where speed will not exceed 35 mph. There
are no exceptions to the van driver training requirement.


http://www.doa.state.wi.us/docview.asp?docid=3962
http://www.doa.state.wi.us/docs_view2.asp?docid=4741

Authorization Procedure

Driver record checks are done through the Public Abstract Request System (PARS). To request access to PARS contact the UW
System Risk Management Office.

Drivers with Out of State Driver’'s Licenses

A driver abstract from the state of issuance will have to be obtained and reviewed for minimum driving standards for any person with
an out-of-state license, military license, or international license. The Wisconsin DOT database tracks only Wisconsin issued
licenses. Campuses may obtain abstracts directly or assist the employee in obtaining it. Consult the following website that lists all
State Departments of Transportation: http://www.fhwa.dot.gov/webstate.htm. Drivers new to Wisconsin are required to apply for a
Wisconsin driver's license within 30-60 days (depending on type of license) of establishing residency.

Drivers from Other Countries :

Effective July 1, 2006, the only acceptable international driving permit is from Canada . Any driver who has an out-of-country license
and is requesting approval to drive on university business must pursue a Wisconsin driver's license.

Contractors/Vendors:

In certain circumstances, contractors/vendors may need to drive state vehicles for business purposes. Since State-owned vehicles
are not covered by auto liability, coverage could not be provided when non-state drivers drive state owned vehicles. However, while
not encouraged, there are circumstances where it may be in the best interest of the state/agency in carrying out its official state
business. These drivers must complete the Non-State Employee Vehicle Use Agreement, DOA-6000 and provide a Certificate of
Insurance attesting they have their own primary auto liability insurance as well as Worker's Compensation. These drivers are subject
to the minimum driving standards and evidence of current primary auto liability coverage must be kept on file at the Campus. These
drivers have their driving record checked periodically. DOA/BSRM has established policy on this issue.

V. Vehicle Use

Vehicle use approval should only be given for university business including activities necessary to sustain a traveler away
from home such as going out to eat (within a reasonable distance). A substantial or unreasonable use of a State vehicle for
personal purposes may result in a decision that a driver is, was, or will be, operating outside of the scope of employment or
agency.

Some examples of approved usage are:

a. Class related field trips that are for educational purposes and have on-site supervision by a UW employee or
agent.

b. Educational programs which require training to be taken off campus and are course-required. This does not
include students who are required to train off campus on a regular basis as part of a practicum or internship.

c. Business errands for a department.

d. University-related conferences, meetings, and events; provided that a designated instructor/faculty advisor
approves of the trip.

e. Research under the supervision of a principle investigator or instructor.

f. Volunteer programs that are under the supervision and control of the University, that provide benefit to the
University, and that involve an agent agreement approved by risk management.

Some examples of denial are:

a. Individual research projects or course-work primarily for the personal benefit of a student working toward a
degree.

b. Student field trips that do not have the approval of the faculty or advisor and/or are not class related.

c. Fraternity or sorority trips which are not related to student participation in institutional governance.


http://www.fhwa.dot.gov/webstate.htm
http://www.doa.state.wi.us/docs_view2.asp?docid=670
http://www.doa.state.wi.us/docs_view2.asp?docid=4375

Driving Vehicles Outside of Wisconsin:

Authorized drivers who take a vehicle on university business into another state should be aware that many states require
proof of insurance. Form 7, D.15 is a certificate of coverage which designed to provide proof of liability protection. A copy of
the signed certificate must be placed in each vehicle.

Use of Vehicles on University Business in Foreign Countries:

A. Canada

Drivers should be authorized through the same procedure described earlier. In addition, when driving a vehicle to Canada, a
Canadian Automobile Liability Card must be carried in the vehicle at all times. These cards provide the necessary proof of
insurance as required by Canadian officials. System Risk Management will provide these cards upon request. The cards
can be used throughout the policy year and are valid for state/university owned vehicles used on university business. It is
recommended these cards be collected and reused throughout the year.

B. Mexico

Drivers should be authorized through the same procedure described earlier. Mexico does not recognize foreign insurance
(U.S. insurance); therefore, it is required that all University drivers procure adequate auto liability and physical damage
coverage before crossing the border. This coverage is not provided by the university and should be obtained from the
rental agency or outside insurance carrier.

Authorities in Mexico also require proof of ownership of the vehicle being driven. It is very important to have title to the
vehicle before entering Mexico. The titles to University/State vehicles should be obtained well in advance of the travel.
Contact Linda Gladem, DOA Central Fleet, at 608/266-3620 for a copy of the title to the vehicle.

C. All other Countries
The collision damage waiver must be purchased when renting/leasing vehicles in all other countries.

Use of Personally Owned Vehicles on University Business:

University officers, employees, and agents can drive their personally owned vehicles on university business. In the event of
a loss, however, their personal auto liability insurance will be primary to the State coverage. The State will only provide
excess liability coverage to drivers when they are using their personally owned vehicles and coverage for damage to the
personally owned vehicle is not provided. For that reason, all drivers using their personally owned vehicle shall complete the
driver authorization process prior to the trip and should carry personal auto liability insurance with limits of at least
$100,000/$300,000/$50,000.

Passengers:

In general, non-employee and non-agent passengers are not allowed to ride in vehicles being used on university business
due to the additional liability exposure which they pose. Exceptions to this rule arise when transportation is necessary or
convenient for individuals who are dealing directly with, or are involved in, University or State business, or it is part of the
mission of the university. Transportation of student athletic teams and students participating in institutional governance
activities may be considered University business. Exceptions have also been made for disabled employees who need the
assistance of a non-employee driver and long distance (300 miles round trip) trips where alternating drivers are necessary.
Non-employee, non-agent, and non-student passengers must be approved from the institution risk manager. Passenger
authorization is not the same as driver authorization.



Rental Vehicles:

The State or Big 10 approved auto rental vendors must be used whenever possible; the only exceptions are the following:

1. The State or Big 10 vendor is unable to provide a vehicle at the location needed.
2. Arental vehicle with a lower rate is available provided that rate includes the CDW (Collision Damage Waiver) and
auto liability coverage.

If a State or Big 10 approved vendor is used, the CDW does not need to be purchased as the coverage is already afforded
in the contract. If justification allows renting from a “non-approved” vendor the use of the procurement card or travel card
furnishes the required collision damage waiver and thus should not be purchased, and justification for choosing such an
alternative must be provided.

If it is necessary to rent a vehicle for travel outside the United States or Canada, the CDW must be purchased. Auto liability
coverage should be purchased in an amount that meets the statutory requirements of the country.

Additional information regarding vehicle rental contract vendors and applicable rates can be found on the Financial
Administration website.

Trailering and Towing:

When a trailer is rented use the approved State vendor if possible. If it is not possible to use the State vendor it is important
to purchase the CDW. If this type of activity is occurring with any frequency it would be advisable to add the trailer to the
inventory.

It is recommended that trailering is done only by professional drivers with CDLs when there is a business need to do so.
Training is required by the Department of Administration for all drivers required to trailer if it is a business need and
professional drivers holding a CDL is not at the disposal of the campus. The emphasis of training should be hands-on
experience and demonstration of competency. The DOA has established guidelines that must be followed.

Revised 10/15/08

© 2010 Board of Regents - University of Wisconsin System. All Rights Reserved
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Wisconsin Driver Report of Accident




Wisconsin
DRIVER REPORT OFACCIDENT

} DO NOT COMPLETE this Driver Report of Accident if a law enforcement officer
completed a Wisconsin Motor Vehicle Accident Report.

} COMPLETE this Wisconsin Driver Report of Accident if:
® There was $1000 or more damage to any one person's property
-OR -
® Anyone was injured
-OR -
® There was $200 or more damage to government property, other than vehicles.

MV4002 12/2005 s.346.70(2) Wis. Stats. Wisconsin Department of Transportation

Please provide all requested information. Print clearly.

1. You are "Unit 1".

2. An individual involved in the accident must sign the report.

3. Provide allinformation on the other driver(s)/owner(s) involved. Incomplete reports may be

returned requesting missing information. If you need assistance, contact your insurance agent, local
law enforcement agency, or the DOT Traffic Accident Section at 608-266-8753.

4. Use the "Narrative" and "Diagram" sections to explain how the accident happened.
5. If more space is needed, use plain paper and attach to this report.
6. Thisformis available at www.dot.wisconsin.gov/drivers/drivers/traffic/accident.htm.

Retain a copy of this report for your records before mailing.
Mail completed report to address shown below.

(Fold report so that address panel shows to outside - tape bottom edge closed and mail - Do not staple).

Important - Please print your return address: A Place stamp here
Post Office will not deliver without postage



http://www.dot.wisconsin.gov/drivers/drivers/traffic/accident.htm

CONTINUE ONLY ...if there was $1000 or more damage to any one person's property,

OR ...if anyone was injured,

OR ...if there was $200 or more damage to government property, other than vehicles.

WISCONSIN
DRIVER REPORT
OF ACCIDENT

(See instructions on reverse side before
completing - Please Print).

Hit and Run Accident? County of City, Village or Township of | ACC|DENT Month  Day Year Day of Week  Time Ja.m.
[YES ACCIDENT DATE o,
Total Units Involved  Total Injured % | QCATION Name and Number of Street(s) or Highway or Parking Lot
] ] ] ]
TYPEOF (Please check one) Hit another motor vehicle Hit a parked vehicle Hit a deer Hit a bicyclist Other
O _ _
ACCIDENT ' inoperation z s 45 or pedestrian 9
DriﬁFu\l Name (Last, First, MI) Sex Driver Full Name (Last, First, Ml) Sex
N Address Birth Date N Address Birth Date
T City, State ZIP Code Daytime | Telephone Number T City, State ZIPCode Daytime [Telephone Number
DriierLlcense Number [ssuing State Driver License Number Issuing State
[] L[] L] L]

Vehicle Legally Operating a commercial vehicle? If yes, circle appropriate Vehicle Legally Operating a commercial vehicle? If yes, circle appropriate

Parked classification Parked classification

YES YES A B C YES YES A B C
Owner Full Name (Last, First M) Owner Full Name (Last, First, MI)
Address Address
City, State ZIP Cade Daytime Telephone Number
|:| D City, State ZIP Code Daytime Telephone Number

License Plate Number Exp Yr Issuing State Vehicle Make Year Color License Plate Number Exp Yr |ssuing State Vehicle Make Year  Color

Vehicle Identification Number

Was a motor vehicle liability insurance policy in
effect on the day of the accident?
YES

NO

Exact Name of Insurance Company

Policy Holder's Name

Number of injuries reported must equal number entered in "Total Injured” box above.

Vehicle Identification Number

Was a motor vehicle liability insurance policy
in effect on the day of the accident?

[ NO [ YES

Policy Holder's Name

Exact Name of Insurance Company

*INJURED  Important - 'N4Mbe ! ) " ' Injury Codes: A=Severe, B=Moderate, C=Minor
For additional injuries, provide the information on a separate piece of paper and attach.
Unit No. Name (Last, First, MI) Address City, State ZIP Code Sex Birth Date Injury Code
Unit No. Name (Last, First, MI) Address City, State ZIP Code Sex Birth Date Injury Code

VEH|CLE Un it 1 - Important - Circle the numbers closest to the damaged areas.
DAMAGE  pamage Estimate 6 7 8
(Required) «
5% ot
R — 4 3 2

Unit 2 - Important - Circle the numbers closest to the damaged areas.

Damage Estimate
(If Known)

REAR




Describe what was damaged. Property damage includes structures, trees, fences, towed items, etc. Do NOT include vehicle damage.

PROPERTY

DAMAGE

Property Owner Full Name (Last, First, MI) Address, City, State, ZIP Code Daytinle Telephone Number

NARRATIVE Printa brief description of the accident. DIAGRAM Draw a basic picture of Indicate North by putting
the accidentand location. an arrow in the circl

(Signature Required)
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UWSP Monthly Mileage Report




U.W.S.P. VEHICLE MILEAGE LOG

Fleet Number

Month/Year

Department

Date

Odometer Reading

Pre-
Inspection

Start

End

Driver
. . Post- oge

Comments/Personal Mileage

Inspection Outside Vehicle: Check underneath for excessive leaks and loose/hanging parts, broken windows, broken lights, body damage, along with condition, tread depth and pressure of tires.

Inspection Inside Vehicle: Check horn, wipers, windshield washer, back up alarm, gauges, safety belts, and secure all loose items.

Inspection Outside Vehicle: Check underneath for excessive leaks and loose/hanging parts, broken windows, broken lights, body damage, along with condition, tread depth and pressure of tires.

Inspection Inside Vehicle: Check horn, wipers, windshield washer, back up alarm, gauges, safety belts, and secure all loose items.
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