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WISCONSIN STATE FLEET DRIVER POLICIES

AUTHORITY

This Fleet Drivers Policies Manual for Wisconsin State Government is based on the collection of statutes, ..
administrative codes, memoranda and union contract agreements that govern the use of state vehicles. The State
of Wisconsin Department of Administration approved and issued this Fleet Driver Policies Manual to control ..
the use of all state vehicles.: Fleet policies reflect minimum requirements. that state agencies and employees
must abide by to use vehicles owned by the State of Wisconsin and requirements are not.fo be lessened or
waived. This manual provides the dnver wzth the basxc regulatory :ec;mrements for operahng a state vehlcie
owned by the State of Wisconsin.:! . Se s e i R

Authority to travel, both in state and out-of-state is regulated. It is each employee’s responszb}izty 0 obtain
supervisory appmval 10 zravel Statutes authonmg employees 16 travel for state business are contained in
Chapter 16 and 20, Wisconsin’ Statités. A number of collective bargaining agreements also contain provisions
relating to travel and staif: vehzcle usage. Drivers should cansu}t with fleet managers regarding those provisions.

The Iaws gran‘tmg siate govermnent the authority 1o own: and operate a fleetof vehicles are comamed HET e
Wisconsin Statutes and Adnnmsn‘ame Codes. Citation of these statutes and other fleet related pohcaes are
located at http f!ww Iegzs state. wz asfnavfms}aw him,

Wlscoasm Statutcs and Adm.tmst‘ahve Codf:s Govermng State Fleei

Wisconsin Statutes :
Chapter/Section # Subsect Covered
s. 1137 oo o Fravel by Public Officers. -
5.16003(1) -+ Department of Administration- Purpose (Emerpnse Heet Management)
5. 16,04 Fleet management and maintenance
8.16045 - . - Storage and use. of gasohol azzd alternatwe fuels B
s. 16. 70(15) S Defmmon of. “Agency” ' SR
s. 16702y Defirition of “Authority™
s, 20.505((%) Risk Management (State Seif-funded Propez‘ty and Lzabﬂlty Program)
s. 20915 State motor vehicles and aircraft
5. 20916 Traveling expenses (Uniform Travel Schedule Amounts governed by this statute)
5. 20.916(4) Uses of privately owned automobiles
5.20916(7)  Personal use of state vehicles and aircraft
5. 20.916(8) Uniform travel schedule amounts; allowances
s. 20. 916(9) Reimbursement for travel expenses
c. 102 ' ) '_ ) C{)ndmons of Kability ’ '
8. 341, 14(3) Private plates for law enforcement ve%ucles
5. 893.82 Claims against state employees; notice of claim; limitation of damages
5. 895.46 . State and political subdivisions thereof to pay judgements taken against officers
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WISCONSIN STATE FLEET DRIVER POLICIES

DEFINITION OF TERMS _
Agency: State departments, boards, commissions, institutions, and Uriversity campuses, except agency heads.

Agency Dzspateher The agency empleyee whe reserves and 1ssees poel vehzeies

Agency Fleet Coordmater The empleyee in‘d state agency who MARAZES VﬁhiCl@S 1eased from the Department
- of Administration. Agencies that 1ease ve%neies mstead ef owning them have a Fleet Coerdmator
mstead ofa Pleet Manager R : o Lo o

Ageney Fieet Manager The empioyee who MAanages an agency 's ewned vehmle assets

Agency Head The head ofa depaznnent (seeretary), board (chalrperson) commxsszen (comrmssmner) or
umiversity campus (chancellor) Agency Heads may delegaze their denes to aa eppropnate ageney

employee

o - Agency R1sk Manager ‘A szete emp}oyee whese responmbzhnes m’volve adnnmstenng the agency’s risk

management prcgram :

Agency Supervzsor' An agency empioyee who momtors %;he dmer s eomphance regardmg mﬂeage repofts fuel
usage, and mamtenance issues and repoﬁs 0 zhe agency ﬂeet manager!eeordmator

ADA: Americans with Disabiﬁtées Act

Authority: Wisconsin state agency with administrative powers regarding enforcement of policy eemphance by -
other state agencies.- Authotity of the Fleet-Driver Policies Manual and the Fleet Management Policies
Manual is the State of Wisconsin Department of Adnnmstranon

' .:BSRM Bureae ef State stk Management at the Depaﬁment ef Admmstratmn

Busmess Mﬁes Mz}es dmren n state veh;cles by state empioyees whﬂe perfermmg eﬁimal staie busmess
Commuting: Travel from home 1o headquarters or Heédqm_e_r's_ o beme.' '

DOA: Depaxﬁnent of Administration - |

Employing Agency: The board, commission, commitiee, cozzncﬂ umversz’fy campus or department in sta%e
government that appointed an employee t0 the employee s cuxrent state position (or the ernpioyee 8
position at the time in question).

Headquarters City: The area within the city, town or vzilage hrmts where an employee § permanent work sate is
located and the area within a radius of 15 mﬂes (baseé on odemezer mz}eege) from the employee’s
permanent work sife.

Home: The employee 3 plaees of remdenee

Incidental Use: Typically occurs while in route on official business. Szogas atan ATM or for hmch would be
incidental use and are not considered personal miles if in work status and do not require
reimbursernent. Incidental use can also occur during commuting when personal miles are to be
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WISCONSIN STATE FLEET DRIVER POLICIES.
reimbursed. During commuting, mileage for incidental use must be relmbursad Nen state employees
are not permitted in vehicles even éiznng mczdental use.

Motor Pool: Pool vehicles are ones that are avaﬂable to ali employcss wu:h{mi regard £0 ﬁzndmg sozzrce, and are _'
" billed back on a daily use basis to zhe approprzate fundmg seurce o ' '

Nonuavaalabﬂlty Slips: Written authorization to use an employe:e s pﬁvatc vchac}’e at the relmbu{sement rate as
stated in the current Uniform Travel Schedule Amount set by the Ofﬁce of Sta‘ge Employmcnt
Relations.

OSER: Office of State Employment Relations™ -

Owner Agency: The board, commission, comrnittee, council, university camipus, or department in state
governmment that owns the vehicle.

Personal Mﬁes Mﬂcs driven in-a personally assi gncd staze vchzcie that are not *basmess—related Connnunng is.
an exampie of perscnai mlles ; _ e o _

Personaﬁy Ass1gned Vchlcle A statf: veh;cle, 3331gned to an mdménal stata employee for busmess usc
Pool Veh:x{:le: A work shared vehicle available for business use _ﬂ;rou_gél_ resc:va_t_i_o_a. )

Rennbursement rate: The rates at which an emp}oyee may be reimbursed for use of a personal vehicle for state .
busmess, or the rate at Wthh an employee is reqmrcd 0 rcnnburse the Stazs for personai msles ina
state vehicle. For eNic ‘pleast refer 10 the Unzform Travel Schedu}e Amouzzis (UTSA) in section F of

o the State Compensauon Plan, For rates when an employee exercises the option to'usea personal '
' 'vehzcie when an assa.gned or pooI ve}ncle 13 avaﬁabie, refe:r to Wzsconsm Siatzzte 20 9§6(4)(e)

' SBGP Siata Burcau of Proc&rement at the I)epaxtmcnt ef Adxmmstrazm

State vchxcie A vehlcle owncd and operated by the Staze of Wlsconsm or Ieascd te an agency by anot%zer
_ departmcnt or commercmlly leased ﬁzat is asmgnad to azz mdmduai agency or busmess sub unit for
' use to conduct efﬁcxai szaze bﬁsmess '

UTSA: The Usﬂ’onn Travel Schedule Amount (UTSA) set b’y ﬁ'lﬁ Ofﬁce of Siate Empleyment Relanons w1th
approval by the legislative Joint Committee on Employment Relations. Found in Section F of the State
Compensation Plan.

Vehicle Ass;gament Transfer (V. AT} An authonzatzcm 10 change vehlcle assi gnmer;t stams

Vehaclc Use Agreement (VUAY An agreement sgned by state f:mp}oyees and thmr supemsors mdacatzng the
cmpicyces are eizglble o drive a state vehicle.

Work Shared Vehicle: A State vehicle assigned (0 2n _age;%lf;ﬁ_i or an agency sub-unit for businéss_ use.
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WISCONSIN STATE FLEET DRIVER POLICIES

WHO MAY DRIVE A STATE VEHICLE?
MINIMUM STANDARDS FOR DRIVING A STATE VEHm B

State employees, mciudmg limited tefm empioyecs Ay be aﬁowed 10 dn\fe a state vehicle if the fo§0w1ng
minimurn standards are met and approved by their employing agency:

= Must have a valid driver license, .

» Must have minimum of two years hccnsed dnvm g expemence, and

- Must be eightéen (18) years of age. o

Only state employees may drive a state vehicle, Authorized University of Wisconsin students may also drive.
state vehicles. Volunteers, interns or contractors of the state may ride in a state vehicle if on ofﬂcwl state
business and authorized by risk management.. ..

D TI
State employ&%s m drive a state vehicle if their driving record reflects any of the followmg condmons
Three or more moving violations and/or at-fault accidents in the past two years
* An Oparanng ‘While Intomated (OWD/Driving Under the Influence (DUD) citation within 12 montbs
(OWYDUI vxolatxons are for operating while under the influence of anintoxicant, controlled substance

or other drug) o
*  Suspension or revocation of drivers license

The vmlataon occurs when th€ cﬁaﬂon is 1ssued, not whcn the final court cicmsmn is madc Waxvers of this
policy are subject 1o a review. Agancy ﬁect managers/ceerdmators should consujt wﬁh their agency sk
managers regardmg any reqaests foran exceptzon Approval will be do»::amemﬁd and kept on file at the state
agency risk management office. Ef the agency does not have a rzsk manager, the request for exéeption should
be submitted from the agency head of the employer agency to the BSRM for approval. Drivers denied the use
. of astate vehzcle basaé onan unsatzsfactory dnvmg racerd may rcquest 2 revmw of thlS ciemal by thelx Agency

Drivers sha]l mfom theu' supemsor and agency ﬂeet menager!ceo;d&nator in wrmng whenevcr any n&ganve
change in the status of their driving record occurs. Changes include, but are not limited to OWIDUI cxtauon,
Jicense revocation, restriction, or suspension. Any negative change in the status of a driver’s record or the
failure to reporz such change may result in revocation of the privilege of ngmg a state vehxcia, and/or
discipline. ~ ¢ . : D _ o o

VEHICLE USE AGREEMENTS

All drivers shall sign a Vehicle Use Agreement (VUA), DOA-3103 or equivalent (Appeﬂcilx ) prior to
operating a state vehicle and must submit to agency supervisor for approval. The VUA shall be reviewed and
forwarded by the agency fleet manager/coordinator to the owner agency. The VUA addresses the State’s
Minimum Standards for driving a state vehicle. All drivers who use state Vehicles will have their driving
records reviewed annuaﬂy It is the driver’s responsibility to immediately notify the supemsor aﬁd agency
fleet manager of any changes or updates in their driving record.

Prior to driving z state vehicle, each driver shall obtain a copy of and become thoroughly familiar with the Fleet
Driver Policies Manual. Once drivers sign the VUA, or equivalent, they acknowledge an understanding of, and
future compliance with, the directives in this manual. Any non-compliance to the Driver Policies will be
reviewed by the driver’s supervisor and will be considered a violation of work rules resulting in a loss of state
vehicle driving privileges. Any questions should be directed to the driver’s agency fleet manager.
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WISCONSIN STATE FLEET DRIVER POLICIES

. R TR

Depending upon 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 eertification for the operation of 12 and 15 passenger
vans. Commercial Drivers Licenses (CDL) are also required for certain state positions (see CDL License
Requirement section for further information). Drivers should consult th the azency fleet m&nagar risk
manager, and BSRM to deterrmne ehglbzhty : s

PERMII'I’ED AND PROHIBHED USES

The following policies govern state vehicles and do not include the policies of the State Vanpool P;ogram
which is open to state, as well as private and federal, employees commuting to' Madison from outlying areas
Persons interested in the-State Vanpool Program should contact the Vanpooi Manager (608/266-5612} or visit
the web site: hitp: /fww dea state, wi, us/vanpool : - S

. The: State {)f WJSCGIIS}I) Ei)epamnant of Adrmmsu'auon (DOA) mandates ﬁ'jﬁ foﬂowmg when nﬂhzmg 2 state-
vehicle:r
* lseofa state vehxcls must be f{}r ofﬁmal state busmcss only Im:xdental nse assscmtcd with ofﬁmal
~business away from the employee’s headquarters city is strictly limited and may include mmdemai
- travel mileage (see Permitted and Prohibited Incidental Use section. below). :
- Awork-shared vehicle (see definitions) may only be used: for busmess mzies and assocmted mc:1denta1
travel. -
* Al drivers and passengers in state vehicles must comply Wl‘[h ali W1scox;sm laws mchzdmg tbe
Wiscongin seat belt law,
*  Drivers and/or their agency are personally responmb}e for rhe cost of a]l trafﬁc c1tauen5, parkmg .
-+ tickets; locksmith calls forretrieving keys,ete. :
». . Drivers.are responsible for compliance with Umted States. Intemal Revenue Servzce and: W1scr:}nsm _
.+ Department of Revanua reqmcments that are 1elated 10 zmleage rennbursement and persenal use of a
n Stﬁt& vahacle : G : o . i : o

Noncomph&nce w1th state VCh.lClﬁ use pokcms 18 sinctly prohlblted. No dm'er may use a state vehlcie or
penmt the use of a state vehicle, in the following prohibited manners: st
= ' Reckiess driving or excessive speeding. _
* - The driver is impaired by fatigue, alcohol, drugs or any other condition: - i
“ - Any:suchvehicle use will be considered a viclation of Fieet f)nver Polmes and may ‘ae grounés X
- for disciplinary action up to-and inclnding discharge. :
- Drivers of state vehicle who feel that their driving abilities may be anaued st cease operatmg
the vehicle immediately. Emplovees who believe another employoc is 1mpwed have a éuty io
prevent that person from driving a state vehicle. R ey : . :
*  Smoking is prohibited in state vehicles,
. Transpomng non-state passengers, including famﬂy members, is not penmtted unless _
- The passenger is serving as an agent of the state (e.g., an authonzed volzmtee:r) and
- Travel must be in conjunction with official state buszness '
*  Use for personal gain, such as delivering goods or services
* Modifications including affixing signs, stickers, antennas, bike racks, ski racks ete,
- Modifications to state vehicles may be undertaken only with the express wmé:en pnor consent of
the owner agency fleet manager. :
*  Transporting Animals
- Allowed only with prior written approval from the owner agency fleet manager.
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WISCONSIN STATE FLEET DRIVER POLICIES

*  Hauling loads that could structurally damege the vehicle (e.g. firewood, papef or gravel)
= Use of traler hitches and towing
- = Allowed only with prior written consent of the owner agancy ﬂ@et manager -
«. .~ Instaltation or-use of any. radar-dctscaon devmes TR . o
*  Trangpofting hitchhikers - HE T A
= Bicvcles transported msxée, vehicles: '
= Use for vacations or any other use not expressly au{honz,ed by *&ns manual :
*  Drivers who have quesnons regarding the approprizte use of a ss;ate vehlcle shoulé ccnsuit with their
agency fleet manager. : DT :

PERS( Eﬁé !, i}Sg{.}F ST_AQIE EEL}IQLL-S '_ R e
All drivers operating state vehicles st comgly wzth the fouowmg personal use pc}hmes State vchzcles shaii
not be used for personal purposes other than commuting and may be used for commuting orly if: -
* The agency rcquircs the employee to commute in the vehicle for valid business needs of the agency.
' The agency reguires the employee o use the vehicle; it-cannot be voluntary on the employee’s part.
. The agency pmhzbsts zhe personal use other thaa comzmmng and mcldenzal use (see below), while on
cafﬁmal s%azﬁ busmcss e oo e : e

When nct bemg ‘used b}r an employcs, the veincies are parkeé af the agency (1 e., work shared or motor pool
vehicle); vehicles:are not to be used for any personal purpeses. Work shared and poot vehicles may not be
used for commufmg uniess ;feqmzeé by the employer

Accordmg to WISCOIISII} Statutes 55, 11 37( 1} and 11 37(2) ‘10 PErson may use: any veincle or a;rc:raft owned by
the State for any trip-which is-exclusively for the purposes of campaigning in-support-of, or in opposition 10,
~any candidate fcr namonal sta,te or }ecal ofﬁce Elecied pu‘shc: efﬁc;als may usea vehzcle far campa;gn :

b purposes if: -

*  The ve}ncle er alrcraft is rcqmred for purposes of secuﬁty protecﬁon prowded by thc state and 18
vauthorized by:the DOA Secretary,or R R
* The mp is made, in part fcr a pubha pm‘pose

fa ’mp 18 m,ade, in part, fora pubhc pm'poss aﬁd, in part, f@: rhe purpesc of campalgmng, tha costs of the
travel must be’ allocated. The official shall'pay for the portion of the trip attributable to'campaigning. In no
case is the campaigning portion to be ellocated less than 50% f;;f the znp cost. The owner agency fieet manager
should be fazmllar ’Wlﬁl the cm‘zenﬁ razas . T RTT N _

Public perception of state vehicle use is nnpoz'tam, Drivers should avczzi parkmg a state veiucle in Tocetions
that may raise qucsnon rega.;c%mg zppropnatc ise of state v&iﬁncles D(}A perrmts dmers, durzng the course of
their work duties to make the following mczdental stops R

»  Automatic Teller Machine (ATM) or baz}k

*  Meals at a restaurant

*  Lodging for bﬁsmess mps o

* 'Gas station or convefietce store

+  If an extended stay, emplovee may go to laundromat, grocery’ store of dry c}eaners
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WISCONSIN STATE FLEET DRIVER POLICIES

DOA does not consider the following as incidental travel or stops:
*  Bar or tavern that exczusweiy serves alcohol rather than food items

* - Theater
*  Beauty saiozz day spa, or barbar shop
*  Health club

* 2 Golf course a0
:» - Daycare, school
- Bowlingalley -
-+ . Sportingevent -
* o Casing, oF _ :
* Any other location perceived by the pubhc asa quury, recreauonal or Eexsure n namra

VEHICLE ASSIGNMENT REGULATIONS,

Employees should usa a state vehicle whenever a vehicle is requzred and available for conducting official state
business. There are four calegories of state vehicles: personally assigned, work shared, motor pool and
qualified non-personal use vehicles. Al drivers should be aware that al] restrictions relating to alcohol and
drug coasumption ‘while using a state vehicle are strictly enforced under all categories of assignments.

All asszgnm@nts will be approved or dezued thmugh the Vehicle Assignment Transfer (VAT) form, DOA»BEOZ :
or-equivalent (Appendix 1. VATS requesting Personal Ass1gnmen§ of a vehicle must be signed by the _
requesting Agency Head ‘The VAT must be submitied to the owner agency with a copy to the DOA Burean of
Geaeral Semces, Director for approval o : _ o

Spemal Needs Accommodanen State empioyeas who for hcakh TEasons, z‘eqmre a Iarger automobile or spemal-
equipment must forward a doctor's statement to the agency’s Americans with Disabilities Act (ADA)
Coordinator or Human Resources. The agency’s ADA Coordinator/Human Resources must receive final
approval from their agency fleet manager, and send an approval letter to-owner agency, if applicable,

Anemployee may be assigned a state. vehicle based upon job responsibilities, an approved driving record and if
there is 2 crtical business need. Personal assignment-of vehicles to individuals may be on an annual basis when
not in conflict with-collective. ba::gaxmng agreements. -Agency Heads wﬂl monitor the aqszgz;_ment and use @f
vehicles by all their employees and vehicles may be reallocated from personally asmgxzed status to.work shared
status at any time, based on agency needs.

An agency fleet manager must make a personal assignment request in order to. establish business need and will
be evaluated by the agency aénnmstrator for
*  Usage '
* Avalabiliy } L
'* Pederal grants or collective bargaining requirements
. Pnomty of the ass1gnment need vs. everaﬂ usage pattems and’ agezzcy pmonﬂes
. Haadqnszters asszgnmem '

When an employee with a personal vehicle assignment is on Jeave or no longer works for the agency, the

vehicle shouid be mad@ avaﬂabfie o] other agency empioyaes for state busmess travei or remmed 10 the owner
agency.

Rev. June 10, 2004 10
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WORK SHARED VEHICLES

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

Work shared vehicie 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, or a supervisor always must approve use of the vehicle by an employee.
If a work shared vehicle is teken home more than once a month the employee is required {o-reimburse the state
for personal miles traveled (see Reimbursing Personal Miles to the State section below). If a driver-detects 2
problem with the vehicle'or'that 18 in nead of raintenance, report the problem to the vehicle coordinator.

Upon learning of potential problems or abuse, owner or employer agetcy fleet staff'shall investigate the
situation, Vehicle use privileges may be revoked or restricted, or individuals may be subject to discipline,
based on the facts of the case 2s determined by the vehicle owner agency.or the employer agency. -

- MOTORPOOL VEHICLES =

Motor pool vehicles are are made available toall employees without regard to funding source,-and are billed
back on a daily use basis to the appropriate Ffunding source. If the employee needs to tzke a pool vehicle home-
oversight or on the weekend when the fleet office is not open for business, written autherization from:a
supervisor is required. If a motor pool vehicle is taken home more than once a month the employee is required
to reimburse the state for personal miles traveled (see reimbursing personal miles to state, section below). Ifa
driver defects a problem with the vehicle or that is in need of maintenance, report the problem to the vehicle -

coordinator, -~

 QUALIFIED NON-PERSONAL USEVEHICLES -+

A Timited number of state vehicles may be determined to be qualified non-personal use vehicles. Driversof =
these vehicles are not required to reimburse the state for personal commuting riles.” The employee’s Agency
Head must identify the job classifications for &l job classifications which are recommended to be designated as
drivers of qualified non-personal use vehicles. This request must be in writing 10 the DOA Secretary. A
qualified noni-personal vehicle is one, which is Jikely not to be used for personal purposes sochas: - .-

" . Police or fire vehicles that meet tHe guidelines published in the Fleet Management Policies: S

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. Tt is the responsibility of the driver to contact their agency fleet to reguest a vehicle
before using his or her own. If a vehicle is not available at the employee’s agency fleet they must contact the
DOA Fleet (Madison area only).. Non-availability stips will be issued if there are no vehicles available at the
Department of Administration fleet. If no vehicles are available and the driver receives authorization from the
agency flect manager to use his/her own vehicle 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 business use aTravel Expense Voucher, DOA-6107 or

equivalent (Appendix V) must be submitted in accordance with the policies of the employee’s agency. The
non-availability ship must be attached to the driver's travel expense report. Reguests for waiver of the non-
availability criteria must be in writing to the DOA Secretary and must indicate specific reasons why the waiver

Rev: June 10, 2004 < o



WISCONSIN STATE FLEET DRIVER POLICIES

should be-granted. . All non-availability slips must indicate the date of the request, the dates for which a pocl
vehzcie was requested, and must be approved by the agency fleet manager/coordinator,

Dzsabied employees requcstmg a wawer fmm the nozz~a?aﬂabﬁzty shp requmeman‘is dnvmg their own specially
equipped vehicles must be authorized by the agency’s Amencans with Disabilities Act (ADA)human resources
coordinator for.a penod of one year or Less Emp}oyces who are pemanenﬂy disabled need to obiain a medical
statement only.once during their career in state serviee, stanng that they are Qermanenﬁy disabled; however,
they.must annually renew their request for a waiver.

s' PERSON E ATE
Dei._ O al Re bl.‘z t&t

Rennbursable pcrsonai miles are det&nmned a8 fo]lows
. Actual mileg driven betweenan employee’s home and headquaﬁers dre conszdez‘ed commutmg miles.
.= Or For trips fhat start orend-at an employee's home, the lesser of actual'miles driven between an
7 employee's Home:and the work site removed from the 4ssigned headquarters or the mileage between an
: :emp]oyee s assigned headquarters and the work site'are considered business miles. ‘Any miles driven
~.in excess of:this amount would be. conmdered personal mzics that need 1o be reimbursed to the state.

Q@,lculatmg Rezmbuggemgm to the State

the convénience of the state. “Personal use s considered:a fringe benefit-by the Internal Revenue Service (IRS)
unless the emplovee reimburses the State for the full value of the.personal mileage based on the IRS Valuation.
rulés: ‘The value of the fringe benefit must be-included in-the wages-and is-subject to-income and employment .
taxes. I the employes reimburses the State for the value of the benefit derived in accord.anca w1th the .
appmpnaiﬁ: IRS rule, ihen the employee recewes no: addmonai compensanon T

“Log) on 4 daily basis containing the following information as described below.” Any-undecumented mﬂeage
will be considered personal miles and considered compensation provided to the employee.. Unless otherwise
auﬂlorizad all personal mile reimbursements must be submitted along with the monthly Mileage Report to the
vehlc}s owner agency. Rennbuxsement o the State shall be calcula{ed using one of the foliowmg two valuation
nﬂes

. Vs Ot e

_ each way of the commute or $0.325 per mile plus appropriate tax.
- Exampfic John has a personally 3331gned vehzcle Wthh he drives 20 rmles each way to his
. headquarters in Madison. 20 miles x . 325 2 ways = $13 00 p}us tax Which JOhn must
reimburse to the State '

2. Automobile Lease Value Rule: ) o ' v
- Applicehility: This method applies to all elected officials or state emplovees whose
cempensation rateis at least as-great as federal government employee at Executive Level
- V($128.200 n 2004) or to any emplovee whose use of the vehzcle does not quallfy under
the vehicle commute rule
*  Method of Calculating Reimbursement to State:

' " - Detérmine the Annual Lease value of the vehicle. The annual lease value of the ve?ncia :

as shown in IRS Publication 15-B.
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- Miltiply the vehlclc s annuaE Iease value by tha percenﬁ;agc of non-bizsmess use of the
vehicle. o
- Addthe va]ﬂa of fuel, if provided by thc cmployez per non~busmess mﬂes traveled Vahzc
 of fuel (if provided) is at 5.5 cents per mile.” .
< Example: The annual lease vatue of the vehicle is $3000: Jane put 2000 zzon-busmess
" miles on the vehicle during the year, which equals 20% of the total miles putonthe
S ehicle. The value of non-buginess miles under the “lease value rule” is 20% of $3000,
or $600. The value of fuel for 200 non-business miles is $110.00. The total lease value'of
ihe naa—busmess mﬂeage is $6710 OO
. Employscs subject to this rule shall make monthly payments far pezsonal nules at 32 5 CENIS per
mile. By Janunary 10 of each year, the employing agency shall calenlate the annual valne of -
personal use as described above. If the annuzl value of personal use under the Lease Value Rule is
- - higher than the sum of monthly payiients made during the year;the 1 Employee must. subxmt the
T -dafferﬁnce to the owner agency along with a copy of: the caleulation:of value. -
Exampie Jane reimbursed the State for 2000 miles at 32.5 cents-per zxzﬂe durmg 2004 for
: -atotal.of $6SQ 00 Assmg that the annual value under the “lease value rufie
$710 OG Jane: rnust sxzbzmt $60 {}O ($”i 10 00 minus $650.00) 10 the State.-

E&L}.ﬁb}hﬂ

1f an employee- utilizes a state vehicle for perscmal zzse including commuting, and th& persona} use ef the _

vehicle'is not reimbursed to the State, the value of any non-reimbursed personal use is considered a iaxabie -

fringe benefit. This rule does not appiy toa Quahﬁed Non—Personal Use State Vehicle as long as the employee

is complying with the asszgnment reqmrements Undersiictly Timited: circumstances there may-be exceptions -

to this rulei For example; an agency requiresthat the 'motor pool vehicle be returned at the-end of the business

day, but the employee is. delayed and: the motor p@cﬁl isclosed: when the employee arrives back-at the office. -
The amployce takes the. vehlcie home. aaé returns it the pext morning, Assuzmg that this is an mfreqaent

* occurrence fo that cmpioyee, that is, genf:raﬁy happens no more tharnonce a momfh the employes would not be" A

o required to: re;mburs& the state for these miles. If employee frequently’ expencnces cncumstances of this
nature the cmployee mast remburse the State fer the communng mﬂes el R T T

I\fﬂLEAGE REPOR’I’JNG

Monthly mﬂeags repomng is requz,rcd for every state veme The dnver is ;e:c;mred to submlt zwc dacnments
whan recording and reporting. monthly mileage. Drivers are required to maintain an Asmgned Veku{:le Log
form, DOA 3472 (Appendix VD or eqmvaiant, whzch records each ieg of éaﬁy travel. Vehicle logs must be
submitted to and maintained by the fleet coordma%;or At the end of evezy month, the dnver, responsible for the
ve%ncle, is to return 2. ccmpicted Mﬂszge Regort (cnvalope) DOA-3223 or aqmvalent, (Appendzx VII) to the
owner zgency. The mileage report indicates the beginning and endmg odometef readmgs 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 ;:ersonai/comutc zmies, a persoﬁal chack mcladmg tax: (s‘sate ceuniy, and!@r local taxes, if
applicable) should be submitted according to owner/agency procedures. The'taxg: zate i3 bascd on the
employee’s county of residence. o :

Vehicle reassignment may occur if monthly mileage reports are-Jate or missing 3 times ina 12-month period.
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SERVICE CHARGES

Services charges apply to pool vehicles 0:11}{ The:s& charges may accur 1f there is:

* - failure to cancel reservation:™ - ST

+  failure to pick up vehicle on'the day- that 115 1% reservcd ' :

* failure 10 return- vehicle on deszgnatsd rehzm date (charge Wavcd 1f fhere pﬁor approva} for an axtenswn
by an agency ﬂeet managr»:r} T . : e T .

Driver shotild contact agency fleet manager with questions.regarding rates and timelines.

EXTENDED USE

Due to the composition and size of some of the agency’s fleets and the need to adeguately accommodate all
customers, there are limits to the amount of time a driver may have a poo] vehicle in their possession.

Geperally, 2 driver may only res;erve_ pool vehicle for two weeks Please contact your agency fleet manager for
: more: ’mfor.r“aatzon ' ' FeR e =

CI'I'ATIONS

Drivers are respenmbie foa: promptly paymg aié vahmle cnancms Faﬂure ’to pay p&rkmg ac:kets mcmately
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 respensstble dnvsr may be subjﬁct to d;sm@hnc as df:tcmnned by the employmg agency.

STATE VEi-ﬂCLE RELATED PURCHASES

Drivers of staie vehacles are strong}y adv;sed to fmd out from thezr agency ﬂeet manager, fleet coordmaior, or
procurement manager what automotive service vendors and gas stations To use. The driver should beaware that
-purchase card (p-card) use is not allowed for fleet expenses. Fuel or other supplies and services needed to
s =0perate a siate: vehlcﬁe are pnman]y acqmred thmuvh State: contracts These znciudf: confracts for goads anci
services availzble throughout the state as-well as supplies and services contracts in particular geographic areas
throughout the state. Some contracts for supplies-are only available to specific.agencies to use. In other
;nstances, 2 number of dxffezeni v%;zéors nght be avaziable uz:eder a smgle confract. :

DFUELC

State~0wnec§ gasohne dispcnsers shou}d be uised Whenevcr posmble Agency fieet managers!coerdmators must
provide written diréctions to these locations and mstt‘ucnons for the use ef these chspensers to thelz asszgneé
drivers. : :

Public self-service, regular unléaded dispensers should be used if state dispensers are not availzble..-The most
cost-effective vendor must also beused.” The driver of the vehicle must be trained how to use the fleet fuel
card, found in the vehicle, when operating 2 self-service dispenser. Use of Dnver ID (PINJ and accuratcly
recording odometer readings are required to use these disperisers: g :

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 1o the fuel card, 1t 13 the responsibility of the driver to notify and reimburse the
owner agency. Fleet managers are responsible for reviewing fuel card charges and 1denﬁfyms z}on—quahﬁeﬁ
purchases. Failure to refmburse may result in the loss of driving privileges ' R
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The driver should also be aware that there are cost limits related to vehicle services and an agency. fleet ...
manager oust approve purchases above the limits. For example, vehicle wash rates for personally assigned and.
work shared state vehicles are calculated on 2 yearly basis and drivers seeking vehicle washes exceeding the,
maximury Zllowable 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 2 week, if needed November through March

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

Fuel Card (See also Fieeb’Fuei Card Pehc:es and Pracedures Manual)

The Sﬁ:ate cozm*acts wzth a fuel card venéor who zssues credlt carés and’ has estabhshed a transaction- processing, -
reporting and payment system with respect ¢ o purchases of motor fuels and vehicle related purchases. Often,
such fuel: card vendors offer to process and pay for a variety of fleet related purchasss atthe point of sale. S?&te
policy restricts the use of the’ fuel card to pm‘chase fuel, motor oil products; and related automotive © '
consumables stich as wiper blades and filters for fuel, oil, and alr Dnvez's are admsed to venfy what: .
purchases are pemuﬁed on ihe fuei card zmor 10 usin; g one. L A . :

The purchasa of persenal tems: such ag feod bevcrages a.nd air ﬁ‘eshcners mth a sta‘ic fuel {:ard as well a5
automotive products of 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 mapprepnats purchase.: For additional information or clanﬁcatzon of fuel card use, dnver

should contact their agency ﬂeei managerfcoor&nazor —

It is the énver s or wo;:k sharcd vehcie «coordma%or § res;aonszbﬁzty 3:0 ensuﬁ: that ali preveﬁtauve mmntenance

is performed on schedule. Ttis also theu* responsibility; when they have been notified of 2 recall to-have the.
vehicle serviced iy a timely manner. Failire to heve the maintenance: performeci may result in Joss-of thc
vehicle or in the event of damage %o the vehicle, payment for vehicle repair.’ '

If a state owned facﬂlzy repair shop does not provide mainienance on. the state vehicle,. theze ig'a statewide .
mandatory contract for maintenance services that must be used. . In addition, the vehicle’s owner agency. may
have special procedures to follow for €MErgency repairs. ‘Consult the owner agency’s procadzzres on. :epams
and preventive maintenance, including tires and glass breakage.

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

» . Tires: New, Retread, Service: S : _ R

«  Auto, Light Truck: Maintenance and Rrapazr

»  Towing and Storage

* . Fleet Maintenance Referral - .

+: Vehicle Lease ~30 or mors days -

* . Rental Passenger Vehicles - In State

*  Renta) Passenger Vehicles - Out.of State

*  (3lass Repair or Replacement
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All drivers of state vehicles must know how to handle unscheduled emergency '_repairs, Instructions should he
in thednformation/incident kit found in the state vehicle. If not available, contact vehicle’s owner agency to
obtain copies. R S : :

ACCIDENTS

Drivers are responsible for immediately reporting to the agency fleet manager and fo the appropriate agency
risk manager all accidents or any damage to state vehicles. 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 submitied
in a timely:manner, the.claim may be denied and the agency is responsible for the cost of repairs.

DRIVER PROCEDURE

The driver should consult wnh their agency fleet manager o coaﬁml a;)prepnate acczdent reportmg proceéare
for their agency ;i _

Each s{atc vehzcle ha,s an accadant ktt in the giovc compamncni adwsmg cmpioyees of the procedazes fo be
taken in the event of an accident. The information in the acczdent kit needs fobe followed completely..
According to the instructions in the kit, the driver of ihe staie vehicle must foﬂow these procedurcs aﬁer an
auto accident inveolving a state vehicle:
1) Contact the nearest law enforcement agency o notify them of an accident.
- Obtain relevant information required from other parties involved to complete the
Accident/Incident Report, DOA-6406 or eqivalent (Appendix VIID.
- - Ask for the case number. and when the police report will be available. . :
-~ Driveris required fo seek a poizce report for all vandalism or hlt~and—runs that exceed
- $200, and accidents resukmg in mﬁmss vc%nc}c damage over $1 0{3{} and/or property
L : ""damageﬁvcr $200.. L
2y chart the accident. mmedxateiy te approprzaie supemsor, agency ﬂeet manager/coordmator and '
risk management staff,
- Tf outside of normal business hours, leave a voice mail or send an e- mall t0 fhe {)wnf:r
agency fleet manager or BSRM with the following details: name, phene namber, and a
brief description of the loss.
- If thereus 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 your name and number where you can be reached. - -
3y Complete the Vehicle Accident/Incident Report Form the same day mcludmg a supmlser
signature and scope box checked and return to.the agency risk manager or fleet coordinator within
two () working days, L
- This form is in your glove box or on the DOA web site: http fforwrw.doa. staie WLUS Or 1t
¢an be obtained from your agency risk manager.
-~ If the driver is unable 1o complete the form, the supervisor is responsible for completing
it, Itis extremely important that the information s accurate and all of the blanks are filled
- in,-including the driver and supervisor signatures.
4) Obtzin and submit a copy of the police report to the agency risk manager.
- I the police do not respond or do not complete a Wisconsin Motor Vehzcle Acczdent
report, but there is injury, vehicle damage of $1,000 or more, or $200 or more damage to
government owned non-vehicle property, compiete the Wisconsin Driver Report of
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Accident, DMV4002 (Appendix IX) found in the vehicle’s glove box or on the
_ ' Department of Transportation (DOT) web site: hitpy/fwww.dot.state.wi.us. - .
%5 If the form s fiot in‘the vehicle, it is available at any DMV or local Law Enforcement: -
office. Mail the original form to DOT, & copy to your agency fleet manager and a:.copy 10
the vehicle owner agency along with the Accident/Incident Report.

5} Contact the vehicle owner agency. See the agency procedures.’

PROPERTY ANDLIABILITY PROTECTION . R

The State 15 self-énsﬁi‘éd_"ﬁxrbagh its self-funded property and Hability programs administered by BSRM. -
BSRM also administers the worker’s compensation program for state employees injured while in the scope of
their employment. ' .

WORKER’S COMPENSATION COVERAGE _
Injured state ernployees may use their health insurance, worker’s compensation, or self-initiated litigation to
fecover damages 2gainst negligent third parties. ‘Worker's Compensation pays for medical expenises, hospital
expenses, and loss of wages for state employees injured while in work status. There is no worker’s”
compensation coverage when the émployee is not in work-status or is acting outside the scope of his/her
employment. I

PROPERTY COVERAGE — STATE VEHICLES AND STATE RENTALS OVER 30 DAYS

The Property Program covers 1oss to state property, whichincludes damage 1o state vehicles due to traffic

ctashes, vandalism; hail, ete. If anothier driver or a known party-causes damiage, the agency that owns the state

- vyehicle 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. 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 end are handled by

the contracted rental agency. T '

Auto Hability coverage i$ for claims in which a person driving 2 state vehicle, in the:scope of their state
employment, causes damage 162 third party. Although'a state vehicle may be damaged as well, only the
damages 1o the third party are considered auto Jiability. 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
Hiability. If 2 rental vehicle is leased, liability insurance must be included. If adriver is travelling outside of the

United States, proof of insurance must be carried.

Coverage is provided on the anthorized state driverfemployee pursuant to Wis. Statute, s. 895.46, which
provides Hability 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 Wis. Statute, 5. 893:82. Claims that result from 4 state employee’s actions in states other
than Wisconsin are ot subject to this statutory limit. R

There may be no State Hability coverage if:
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*  Anunauthorized driver of the state vehicle operates the vehicle, or

*  An authorized driver of the state vehicle operates a work shared vehicle outside the séOpe of their
employment.

In each of these cases, the driver may be personally responszb§e for the damages to any third party and may also -~
be respons;ble for paymen‘i of damages 10 the state vehmle

Any accident resuiting in bodily injury to a third party should be reported immediately to law enforcement ané '
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 lisbility 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.

STATE VANPOOL PROGRAM

The State Vanpool Program operates outside of normal business hours and is open to state, as well as 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 the vans owned by the State.

P Q D VE

Damages to the employee’s personal vehicle are covered by histher own auto insurance, and the employee is
responsible for his/her insurance deductible. Under no circumstances will the State’s property program pay for
the employee’s vehicle repairs. 1t is the emplovee’s responsibility to carry personal auto instrance.

-~ Recommended minimurn limits of personal auto insurance coverage is $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
ver 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 cansed by the employee. The State lisbility program only provides
coverage for amounts in excess of the employee’s auto Hability insurance if the state employee was negligent
and was 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.

COMMERCIAL DRIVER LICENSE (CDL) REQUIREMENTS
A commercial driver’s license is required if the motor vehicle;

*  Has a gross combination weight rating of 26,001 pounds or more inclusive of towed unit with gross
vehicle weight rating of more than 10,000 Ihs.; or

*  Has a gross vehicle weight rating of 26,001 Ibs. or more; or
*  Isdesigned to transport 16 or more passengers including the driver; or
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* Isofanysizeandis tmﬂspormég hazaxdous materials which require the vehicle to be placarded

A driver with a CDL hired by the State must be dnzg tested prior o dmrmo state commercial motar vehlcies
and may be subject to random testing.. : _ R, : _

A driver receiving a CDL aftez employmsnt is reqmred tc} be émg tested przor to dnvmg a state Comercmi
Motor V ehlcia {CMV) : _ _ : .

The dmfer is. responmbie to LRSUIE that the Vﬁhlclf: mee‘{s State and Federai regulatzons regaxdmg permxts safaty:
devices, equipment {e.g: pre-tip mspacﬁens), and loads pnor s} operaﬁng veh;tclf: ‘The dnvar must alse = ..
comply with'all applicable. State and Federal reguiatzons e o e
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APPENDICES

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

1L DOA-3102, Vehicle Assignment Transfer (VAT) Form

1L DOA-AD-GS-75, Non-Availability Slip

V. Office of State Employment Relations (OSER), Uniform Travel Schedule Amounts (UTSA)
V. DOA-6107, Travel Expense Report

AU DOA-3472, Assigned Vehicle Log Form

VII.  DOA-3223, Mileage Report (Envelope)

VIIL  DOA-6496, Vehicle Accident/Incident Report Form

X MV4002, Department of Transportation, Driver Report of Accident Form
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Central Fleet

PO Box 7880

201 8. Dickinson Street
Madison, Wi 53707-7880
Voice (608) 266-8757

Fax (608} 267-8935
doafleeicars@doa.state wi.us

hito://www . dog state wiusileet

D Original
D Annual Submission
[:l Update or Changed Information

- Wisconsin Department of Administration
BOA-3103 (RO1/2001)
16.04, Wis. Stats.

Vehicle Use Agreement

Driver's Full Name {include middie initiaf) Driver's License No. State (if not Wi

Driver's Date of Birth (mm/dd/ceyy)

Driver's Work Mailing Address (PO box, floor, room, efc.)

Driver's Wark Street Address

| Driver's Work City, State, ZIP + 4

|| County in which Driver Works

| "Agency or Department or “UW System” (no abbreviations or initials)

Division or Campus {no abbreviations or initials)

Driver's Work Phone

‘Driver's Email Address (provide supervisor's email address
if driver has no email access) ( )
Driver's Work Fax

{ )

" Instructions:

All state emp%cyees driving a stale-owned vehicle must compiete this form or an equivalent agency form.

Empioyees who'choose not-to slgn thts agreement may use their personal vehicle for state business, if authorized by the;r
' agency.. Mileage rezmbursement will be at a rate established annually by the Department of Admtmstrat on. .

Completed forms are to be returned fo the employee’s immediate supervisor, then Signed and promptly forwarded to Central
. Fleet at the address above.

if any xr‘formatson prcvrded on this form should change, it is the employee's respensibility to complete a new form and return
it to their immediate supervisor to be 31gned and promptly forwarded to Central Fleet at the address above.

" Empioyee Agreement:

[ acknowledge that | have received and/or read a copy of the statewide Fleet Policies and Procedures (DOA-3068P) and |
understand the contents.

As a condition of my driving a state-owned vehicle, | agree to a check of my driving record on an annual basis.

| further agree to inform my supervisor whenever any negative change in the status of my driving record may occur, 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 a state-owned vehicle.

Briver's Signature [Date (mm/dd/ceyy)

Supervisor's Signature Date (mmy/dd/ceyy)

Supervisor's Name {please print or type} ermail address




Central Flest

PO Box 7880

201 8. Dickinson Street
Madison, W| 53707-7880
Voice {608) 266-8757

Fax (608) 267-6935
dozflecicars@doa.state wi.us
hito:Mweww . dos. state. wi us/

Wisconsin Department of Administration
" DOA-3102 (RO1/2001) .
58, 16.04 and 20.916 (7). Wis. Stats.

Vehicle Assignment Transfer
For Fleet staff use. Processed by:
Contact Name Change

Exchange Within Leasing Agency

Exchange With Central Fleet Name
Return to Central Fleet
New Assignment Date (mmiddiceyy)

Do Not Use Abbreviations for Department, Division, Mail Routing or Other Employer Identification Information.
Please Compiete This Form Separately For Each Vehicle Invoived In Any Transfer,

- Pecimal Places Only. L

Fleet Number License Number Present Mileage Effective Date (mmidd/ceyy) | [IReplaces [IReplaced by Fleet #
Billing Charge Back Codes % Split Customer Uss Code ' Customer Optional Data

Any Splits Must Add Up to

100%.

- Splits May Have Two

- Department or Agency Name or “UW System” | Division (or Campus and UW Department) Name Supervisor Name
- o Vehicle Con_tac_t Person Vehicle Contact Person Email {(work) Provide Supervisor's Email Address if Contact Hag No Email
Vehicle Contact Person First Class Mall (work) | City State & ZIP + 4 Area Code & Phone Number
' ' ( )
Vehicle Contact Person Street Address {work) County Where Vehicle Will Be Parked When Not in Use Area Code & Fax Number
€ )
Assignment Type and Duration (check all that apply)
[ ] Work Shared 7] Personal [ Permanent {71 Temporary, Ending (mmidd/ceyy):
[7] Replacement [ Additional [T} Procurement Cycle Year:

. Employee Agreement (All Assignments):

7% {acknowledge that | have recéhéd- and/or read a capy of the statewide F_-Eaét-édlicies and Procedires (DOA-3088P) and | understand the

" contents. 1:acknowledge that personal use of state-owned vehicles is not allowed except under conditions set forth in the statewide Fleet
Policies and Procedures. '

As a condition of my driving a state-owned vehicle, | agree to a check of my driving record on an annual basis. | further agree to inform my

supervisor whenever any negative change in the status of my driving record may occur, 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 a state-owned vehicle. :

| understand that while using this vehicle for authorized use, | will be considered an agent of the State of Wisconsin under ss. 165.25(6)
and 895.46(1}, Wis. Stats. and thus have the protection of the State of Wisconsin. .

| agree to maintain the Assigned Vehicle Log sheet (DOA-3472 or agency equivalent form), and to send both the log sheet and monthly
Vehicle Usage Report to armive in the Central Fleet office before the 10" of each month.

Employee Agreement (Authorized Personal Assignments Only):
| do hereby "1 request (or} [ walve the privilege of personal use of my assigned state-owned vehicie.

I agree.to kesp an accurate record of all personal mileage by recording them separately, and reporting the total on a monthly basis. |
understand that only | am authorized fo use this vehicle for personal use and | do not have authority to grant permission for personal use to
any other person except for reasons of health or safety.

I understand that | must reimburse the department at the current rate for alf personal miles driven. | will include my check or money order
as payment for personal miles driven with the monthly Vehicle Usage Report (Made pavable to Department of Administration).

Driver License Number Stata f not W) Date of Birth (mm/dd/ceyy)

Vehicle Contact Signature Supervisor Signature (for personal assignment) | Agency Fleet Manager Signature (all)
Agency Authorized Signature if Required [ 1 Agency Head [} Designee Title:

Signature : : Date (mm/idd/coyy)

Copy 1 Central Fleat Copy 2 Agency Fleet Manager Copy 3 Vehicle Contact



Department of Administration

Central Fleet
AD-GS-75

Pool Vehicle Non-Availability

Date / /

To:  Name

Address

Phone

Agency

. DateCalled - /

This is to certify that on / / throtgh / /

there was not a pool vehicle available for

to utilize in travelling to

Approved by Date /




- SECTION F - UNIFORM TRAVEL SCHEDULE AMOUNTS

1.00  Definitions

1.01 Airline Receipt

1.02 Employee

1.03 Headquarters

1.04 Headquarters City

1.05 Lowest Appropriate Airfare
1.06 Non-Airline Receipt

1.07 Traveler

1.08 Travel Status

1.09 Volunteer

12100 Authority for Travel

2.01 Authﬁflzatmn e
2.02" Appropriateness

3.00 Mode of Transportation

3.01 Air Travel
3.02 Travel By Train
3.03 Travel By Bus
3.04 Taxis and Airline Shuttles
- 3.05 Vehicle Transportation
~3.06 Special Mode Transportation -

4.60 Meal Expenses

4.01 Meal Claims

4.02 Maximum Meal Amounts

4.03 Meal Receipts

4.04 Timeframes for Meal Reimbursement

4.05 Alcoholic Beverages . _ , _
4.06 Bottled Water Reimbursement for International Travel

500 Hotel and Motel Expenses

5.01 Lodging Claims

5.02 Maximuom Lodging Rates

5.03 Exceeding the Maximum Lodging Rate
5.04 Checkout Times and Extended Stays
5.05 Lodging Receipt Requirement

5.06 Non-licensed Facilities

5.07 Government Discounts

5.08 Negotiated Rates
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6.00 Meeting Facilities

6.01 State-Sponsored Meetings, Training and Conferences
6.02 Exceptions

7.00 Other Allowable Trave] Expenses

7.01 Laundry, Cleaning and Pressing Charges
7.02 Telephone/Fax/Internet Connectivity
7.03 Hotel Gratuities and Porterage

7.04 Registration Fees

7.05 ATM Service Fees

7.06 Passports and Visas

8.00 Exp.enég_s_ip. %m Employee's Headquarters City

9.00 Traveling With Spouse or ther “Non-Employee” Individuals

10.00 Reimbursement for Moving Expenses

10.01 Authority

10.02 Minimum Distance
10.03 Maximum Amount
10.04 International Moves

11.00 Applicant Interview Expenses
12.00 Temporary Lodging Allowance
13.00 Food and Lodging Allowance for Legislators

14.00 Miscellaneous

14.01 Weekend Expenses

14.02 Expenses for Volunteers

14.03 Expenses for Reasonable Accommodations

14.04 Payment for Unauthorized Travel Prohibited

14.05 Primary References to Department of Administration’s (DOA) Statutory
Responsibility Relative to Audit of Travel Claims™

14.06 Penalty for Filing Fraudulent Travel Claim

14.07 Advancement of Travel Expenses

INTRODUCTION

In accordance with s. 20.916(8), Wis. Stats., the DER Secretary, with the approval of the Joint
Committee on Employment Relations (JCOER), establishes the uniform travel schedule amounts
(UTSAs). These amounts include automobile, motorcycle, and personal airplane mileage
reimbursement rates; porterage tips; moving expenses; temporary lodging allowances; and meal and
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- lodging rates. The approved travel schedule amounts are incorporated into the compensation plan
under s. 230.12(1), Wis. Stats., and apply to all employees whose’ compensation is established under
ss. 20.923 or 230.12, W!S Stats., (ie., all nonrepresented classified and unclassified civil service
employees, including legislators, judges, and board members). The provisions of this Section
(Section F) become effective on the first day of the month followirig approval by the Joint Committee
on Employment Relations {JCOER), but no sooner than the effective date of this Plan,, and remain in.
effect until the first day of the month following modification by JCOER. Department of
Administration (DOA) has responsibility to ensure that travel claims are audited for comphance with
the provisions of these travel schedule amounts. Under s. 16. 53(12)(c) Wis. Stats., DOA may not
approve for:payment any travel vouchers whlch exceed thc maximum trave! scheduie amounts
established under s. 20.916(8), Wis. Stats., except.in unusual circumstances when accompamed bya
receipt and full explanation of the reascnableness of such expanse and approved by the appointing
authorlty or desxgnee

Provmmns in labor agreements for wpresented employees that apply to travel and ladgmg expenses
supsrsade the anaiogous prowswns under these fravel. schedule amounts

Employees in travel sta.tus are expected to exerc;sc good judgment when mcurrmg travef costs. An
employee shall be reimbursed for. reasonable and necessary travel ex;aenses actually mcurred in the
performance of ofﬁczal duties in accordance with the travel schedule amounts and provisions herein.

Employees are: encouraged tO plan all travel wﬂh the prmapies of f" scal austerzty and cnergy
conservation in mind and to make maximum use of teiephone, facsmuie rnachmes, pcstal service, e-
mail, t&ieconferencmg, Web- Casts and other techmca} apphcatnons as a way to rmmmize the need to
travel: Ty . R

These umferm trave} scheduie amoums apply to travei thhm the Umted States Expenses incurred

~ for: appmved travel outside this area will be sub.}ect to the: schc:dule amounts where appropriate

- (e.g., air transportation to-be the }owest appropriate. a1rfare), but handled ona: case-by-case basis -

when travel-related costs vary from country to country. For such out-of-country travel, the federai
Outside the Continental United States (OCONUS) Per Diem rates shall be used. Reimbursement for
out-of-country travel shall-be based on actual, reasonable and necessary expenses incurred with the
per diem rates used to determine the maximum allowable reimbursement for both meals and lodging.
These rates do not mclude mc1denta1 expenses such as 1aund1y and taxis.

1. 80 Deﬁmtmns

1 01 Airline Recelpt An axrhne recelpt is the origmai “Passenger Recerpt plus any
applicable original travel agency invoice/itinerary evidencing service fee amounts.
If these are not-available, a reasonable copy or computer print-out (such as an
Internet/e-mail confirmation) along with proof of payment, such as a credit card
statement or cancelled check, will be acceptable. Credit card charge statements
and/or slips alone are not acceptable as documentation because these Iack sufﬁc:ent
detail.
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1.02. Employee __A'ilyi_é_ll_a.zs:si_ﬁeq_i}_i_j_:'i_;;nclass_ifiéd'éfﬁ_cef, or employee of the state,
including any legislator, judge, board member, permanent, project, or limited term

.. employee, etc., who is entitled to actual, reasonable and necessary expenses. See

- ss.16.53(12)(a)2. and 20.916(9)(a)1., Wis. Stats.

1.03. Headq;;arters 'Fhe physmai idb‘_aftién"c_éf the employee’s established work site.

| 104Headquarters C:ty The ::ifea wﬁhmthe city, téWri or village limits wherean

L _.__¢ﬁipl-9yéefs_'p-érn@gnggt'wgrk"sitt:: is located and the area within a radius of 15 miles
~(based on odometer mileage) from the employee's permanent work site. The

_appointing authority or designee shall determine the ‘employee's permanent work site

% i the best interest of the state. See s. 20.916(9)(8)2., Wis: Stats. -

~ 1.05 Lowest Aé_pmpriatg Air_fai'e: Coach fare which provides for not more than a two

" hour window from the traveler's preferred departure of arfival time, may require one

plane transfer withont regard to carrier, aircraft, and connecting airport-and departs

from the airport nearest to the employee’s headquarters location or, at the discretion
of the employee, from an airport offering a fare which is more cost effective; - -

 including parking, mileage, and/or additional ovemightstays.

1.06 Non-Airline Receipt: A non-airline receipt is the original statement document from
" the supplier, preferably one that clearly evidences the form of payment, date of
" purchase, name of supplier, and type of purchase.” In'the case-of lodging, detailed -
itsmization of the expenses is required.” If the original receipt is not available, a -
reasonable copy of the receipt or a computer print-out (such as an Internet/e-mail -

confirmation) along with proof of payment, such as credit card statement or

 cancelled check, will be accepted. In the-case of lodging, the copy must provide.a
. detai d itemization O _e:’_g-‘:__er___ifs_éé_.'---C_:r_ed‘iﬁ::c;a'r_d'i}hér.g_e{s_tziien}gmts__gpdiqr:;.siips alone
are niot accep! *blg-‘-as_---dcggmgntation"'_bécaus;g these _iac;k_-;_sufﬁci_e_r'lt,-d_etaii. S

107 Traveler: Any person who incurs travel éxpenses on official state business

2.00

* and is entitled to authorized reimbursement for those expenses.

1.08 Travel Status: When'an employee is required by his/her supervisor to leave the -
headquarters station to accomplish official state business and is eligible for
reimbursement of actual, reasonable and necessary travel expenses in accordance
with the provisions of the DER uniform travel schedule amounts, other applicable

 statutes, or pursuant 10 c_piiet_:tive_'bé'rgainitag:agreements; e '

_1;,09 Volunteer: Any officially authorized person not in employee status, who provides

 servicetothestate. e 3

Authority for Travel

2.01 Authorization

Any official business travel by state employees must be approved in accordance
“with individual agency procedures as established by the appointing authority or
designee.
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300

-_:-:.dewrmmes_that such rexmbursemenl 18 appropr:ate Sl

2.02 Appropriateness

Pursuant to s. 16.53(12)(b), Wis. Stats., the appointing authority or designee shall
- determine that the proposed travel is approprlate and necessary to the mission,
responsibilities or duties of the empioyee s unit,”

Pursuant to 5. 16.53(1)(c)7., Wis. Stats., before empl'oyees'are"p'ermiﬂed to attend out-of-
state conferences, conventions, seminars, meetings or trammg courses, the appointing
authority or designee should ensure that a ciear state mterest is bemg served.

Mode ef Transportatmn

Pursuant to 0 20 916(4)(0} WIS Stats the aliewanee for the use Qf a. personai automobile

or metoreycie shafl not exceed the lowest cost of the most practlcai means of public

‘transportation between points convenient to be . reached by. railroad, bus or commercial
T airpiane without urireasonable loss of time.* The- appemtmg autherity or.designee shall
“give die consideration to the circumstances in each-case when determining the most

practical means: of publlc iransportatlon The cost of meals and lodging. paid by the state

“and the cost of the use of a state-owned autemeblie not chargeable to an employee may
. not-exceed: the cost whzch would have been mcurred had the most practical form of public

transportation been used, at the most appropriate time, if a practical form of public

. .transportaimn is avaﬂ_able

- When a number of state employees are knewmerly travelmg 10 the same destination at the

same time, it is their respenmbzhty to arrange for pooled transportatton where practicable.
Individuals, who for personal reasons choose not to participate in pooled transportation,
may be reimbursed for mileage expense when the appointing authorxty or de51gnee

_Expenses.for transportatmn wﬁl be. rezmbursed. as follows R

3.01 Air Travel .

= {}’I‘E' Refer to: the EOA’S Siatef? 'eure_mem contrac!:s on, Travel Agency
i ‘--:Semces for addmonal detalied mformatzen R

(1) Reimbursement for commerciaI air travel shall be limited to the lowest
appropriate airfare (Reference the definition in 1.05:0f this Section). The
_appointing authority or designee may determine a reimbursement amount other
' than the Towest appropriate airfare only when the traveier prevzdes written
' explanatlon of the reasonabieness ef the expense o

Where a traveler is seeking reimbursement for alrfare through a travel voucher,
there should be sufficient documentation of the departure and return dates,
itinerary, nature of official business and a reeeipt attached to the travel voucher
'(Ref‘erence the deﬁmtton in 1 (}1) ' R

Where airfare is being paid d:rectly by a state agency, the invoice and other
attachments to the payment voucher should reﬂect the feliowmg information:
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(a) Name(s) of the traveler(s) and destinations;
(b) Departure and return ;fa‘;_eéﬁ -
(¢) - Nature of ofﬁcia_f business; -

(&) Ifpossible, cross-reference to the number of the travel voucher
containing the other trip-related expenses. A

_ NOTE: Benefits from ainy airline promotion, such as free tickets for frequent

“ fliers; merchandise, ete: that accrue as a result of official state business, -

“belong to the State of Wisconsin and should be used whenever possible for

| subsequent official state business. Business use of frequent flier vouchers,

| vouchers for bumping, discount coupons:or other instruments are not . - _
| considered to have any monetary value, and therefore, employees shall not be

(5)  Fight insarance coverag for mployeesis not a eimbursabl expense

(3) Reimbursement for use of private aircraft will be made at the rate of 32.5 cents
~_per mile if under 5. 20.916(5)(a), Wis. Stats., use of a private aircraft is
. authorized prior to travel by an appointing authority or designee who has
_confirmed that the individual has the required insurance coverage.

o (4)5' Mlscciianﬁous _Tfjai_ygi"'Sﬁiap'lﬂief"?ééér: Fi%es."'i:ﬁéafréd"Eécé,tisﬂé'travelf &

arrangements were changed (such as, but not limited to, those changed by

" “airlines) are reimbursable only when accompanied by a valid, written business

reason for the change and approved by the appointing authority or designee.
3.02 Travel by Train

 Pursuant to's. 20.91609)(D)2., Wis: Stats., travel by train shall be limited to coach, if
available, unless overnight where accommodations should be limited to roomette.
Receipts are required for reimbursement. o

.. 3.3 Travelby Bus
| Eﬁép'ioyee's :.travé;iiing wﬁhm the héadémrs_ clty and betwcen cities should travel by

bus whenever feasible, as determined by the appointing authority or designee.
Receipts are required for reimbursement of travel between cities.

' 3.04 Taxis and Airline Shutdles.

Reasonable charges for taxis and airline shuttles, including taxi tips at a maximum

rate of 15% of the charge as provided in 5. 20.916(9)(d)2., Wis. Stats., are

reimbursable when other modes of travel are not available or practical. However,

shuttle service (usually less expe__x_a__siyc or free) should be utilized in place of a taxi

whenever possible and the employee shall be reimbursed at a rate of no more than
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that of the shuttle service cost if such shuttle service was available. Empioyees shall
--obtain and provide receipts. wheaever the cost of a one-way fare exceeds $25.

3.05 Vehicle Transportation

(D Use df:'Sté.ité_ ?ﬁid’i._VehicIc_s"_ o

L ©

(a)

Management sha}i encourage empioy@es to use state pool vehicles
whenever feasﬂale and whenever an vehicle is required for conducting

official state busmess unless a statc~ewned Vehicle is already personally
_ _asszgned

When usmg state pool Vﬁhicles passengers shall be limited to state
employees or uaveiers engaged in ofﬁc;al state business.

Credzt cards are provzded w1th each vehicle and must be used if possible

when any expenses are incurted. The oniy expenses in connection with

. state-owned vehicles wh1ch can be ciazmed on a travel voucher as

reimbursable are:

S storagf: parkmg amd toii charges

Ad),

©

ey

&)

2. Expenses mcurred where- the credlt cards are not accepted.

Receipts showing the fleet number of the_ vehicle are required.

3. - Emergency expenditures related to operation of the vehicle.

g _Receipts showmg the fieet number of the vehicle are required.
: Parsonaf use of a pool vehscie is not perrmtted

| Trafﬁc cztatlons parkmg tickets, locksmlth calls for retrieving keys, etc.,

are not reimbursable.

Use Of. Pcrsangliy-_Asmgned State~0wned Véhigif:s

(a)

(©)

Based upon an employee's job responsibilities, an employee may be
assigned a state-owned vehicle. '

. Pursuant to s. 20.9_1;_6(7_); Wis. Stéts., 'anfcmployee who has a personally-

assigned state-owned vehicle may use the vehicle for personal use in

-accordance with fleet guidelines, and must reimburse the state for such

use at a rate of 32.5 cents per f_nile_, plus sales tax.

Traffic citations, parking tickets, locksmith calls for retrieving keys, etc.,
are not reimbursable.

Use Of Privately-Owned Vehicles

(a) .

Reimbursable business miles are determined as follows:
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1. Actual miles driven by the most direct route between an employee's
headquarters and a work site removed from the assigned
headquarters w
2. Actual miles driven by the most direct route between work sites
that are removed from the assigned headquarters
3. 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.
4. When management determines that an employee's vehicle is not
required for travel to a work site removed from the assigned
_headquarters, the employee will be reimbursed miledge from the
employee's homne to an approved pickup point which is in excess of
the mileage from the employee's home to the assigned headquarters.
5. Ttems 3.05(3)(a)1. through 3. should be used to determine
" reimbursable business mileage for cach component of a trip when
*multiple stops are made during the day. -
6. Mileage from the employee's home to the assigned headquarters is
not reimbursable. R

NOTE: See DER Bulletin CC-198 dated 6/19/89 for additional
- | information on mileage reimbursement from home to work site or

' ®) Anempioyeeshali be reimbursed at the rate of 32.5 cents per mile if
""" accumulated personal car business mileage per round trip is:

1. Less than 100 miles. Employees may be required to secure a non-
availability slip, at the discretion of the appointing authority or
designee. o :

2. More than 100 miles and the employee’s agency issues them a non-
‘availability slip because the agéncy maintains a central pool in the
headquarters city.

3. More than 100 miles and if both the employee's agency and the
DOA central fleet issue a non-availability slip because the agency’s
“central pool and central fleet are located in the headquarters city.

4 'ﬁ;ny'mil_éagé"ifthare is no access t0 a fleet vehicle in the
"headquarters city. ' o

5. Any mileage if these tequirements ar¢ waived on an individual
basis. The agency must demonstrate to DOA that a different set of
mileage standards for issuing non-availability slips would result in
a more cost effective use of state vehicles.




Section F — 7.02

(©)

The non-availability slip should include the date of the request as well as

.. the dates for which a pool vehicle is requested and must be signed by the
- agency. .dis_patcher or DOA Central Fleet representative.

)

: Except as prowded m (b) above if. an employee uses his or her own

automobile, the business mﬂeage allowance shall be at a rate pursuant to

-5.20.916(4)(e), Wis. Stats except as othemfise stated in this Section

(Sectxon ).

N OTE Empioyees should contact their agency fiscal officer to
_obtain the reimbursement rate When ihey do not have a non-
ava;iabziity shp and chcese to use thf:u‘ personal vehicle.

Charges for repairs, tow services, lubrication, etc., are not reimbursable

items.: Traffic citations, parkmg tickets and other traffic vzoiation

< expenses are the employee s respon&bzhty

o k6] Upon appmval of the appomtmg authority or d&mgneﬁ

L Pursuani tos 29 916(4)0:)) Wis. Stats 4n additional 1 cent per

' mile may be pald to an employee for the use of a personal
" automobile onofficial state business when used as an emergency
vehicle, or under conditions which may cause excéssive wear or
o depreczatmn such as'the pulling of trailers, or which require the
o 'mstallatzon of specxai equipment

'2. “Anadditional 1 cent per maie may be paad to an employee whose

- :_automobiie isused for transportmg 2 or more passengers (not
. -mc}udlng the driver) L 2 .

3. An a_g:ld_lt_zona] 4 cents per mile may be paid to an employee when an
' automobiié is c’aperated -'off the-'roadway {construction areas, etc.).

4. ?ersens w:th dlsabxlmes whe use'a pravately~owned specially

" equipped van on state busitiess shall be-reimbursed at a rate of 50
© ' cents per mile. ‘When a state-owned van which is specially
*“equipped for persons with disabilities is‘available, the
~ reimbursement rate shall be 45 cents per mile unless a non-
availability slip has been obtained.

| '__'forwarded to t‘ne D@A ﬂeez manﬁgemant craordmator Requests for

: .exempnons rmzst be. resubmlttﬁd'o'n an annual basis. Employees who
.are disabled may . also receive a general waiver if state-owned vehicles
do not adequately meet their specific needs and a driver is not

- available on a regular basis. Copies of all such exemption approvals
 shall be Kept on file in the agency pre~audit area, to avoid delays in
processing the travel claim.
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Employees shall be reimbursed for the use'of privately~owned
motorcycles on state business, in accordance with s. 20.916(4m), Wis.
Stats. The rates for reimbursement shall be 16.2 cents per mile, whether

' afleet vehicle is available or not, sibject to the following conditions:

)

1.7 Only oné individual may be transparted on a single motorcycle.

" 2. The appointing authority or designee may require travel by

. automobile if the travel costs are anticipated to be less than the cost
_of travel by motorcycle, such as when two or more state employees
are traveling to the same destination. "

3.0 Reimbursement for'use of privately owned mopeds or bicycles on
0 state business is not authorized by statute.

Pursuant o's. 20.916(4)(c), Wis. Stats., for travel between points

convenient to be reached by railroad, bus or commercial airplane without

-reasopable loss of time, the allowance for the use of a personal
- automobile or motorcycle shall not _¢xg§§d the lowest cost of the most
-~ practical means of public transportation between such points.

The emplogec's sppoining autority o deignee shal give due

consideration to the circumstances in each case when determining the
amount of reimbursement for the most practical means of public

transportation where a personal auto or motorcycle is utilized.
- Reimbursement for meals and lodging, as well as transportation, shall not
exceed what would ordinarily have been incurred had the most practical

' means of public transportation been used.

C)

(0N

; Pé{kiﬂg chéfgés aﬁd.félls incurred Whlle on official business, as

authorized, are reimbursable if incurred as a result of the job. Parking

--charges incurred.in the headquarters city are reimbursable if incurred as a
-result of the job and on approval of the appointing authority or designee,

pursuant to s. 20.916(9)(e), Wis., Stats.. Receipts are required for claims
in excess of $25. Parking charges incurred at the employee’s
headquarters are not reimbursable, except as noted in 8.00 of this Section
(SectionF).. - - . o

If cost effective, agencies may reimburse actual round trip mileage for
travel to and from the airport on'the departure and return dates.
Reimbursement is limited to round trip mileage between the employee’s

" home or headquarters, whichever is shorter, and the airport. The total

reimbursement must not exceed the cost of any other reasonable means
of getting to the airport, including parking fees if it would have been

required.
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&) .

"Vicinity" mileage on official business trips should be stated in the
itinerary column on the travel voucher bui does not have to be separated
from the total miles claimed for the trip.

4y -'Vehmle Rentals/lnsurance

" Rental veiucles should bes used in sﬁuatlcns Where itis the most cost efficient
means of transportation or the efficient conduct of state busmess preciudes the
use of other means of transportation.

| not
chters of 12-or'15 passenger vans must be-authorized. by their. rcspectwe
appomtmg authorzty or designee pnm‘ to rentmg s

‘THeteare restrictions with regards to-renting 12 or 15 passenger vans.

(@)

(b)

(©)
(D

(e)

When renting a Ve:hicle:

State contract vendors shall be used unless the vandor is unable to
provide a vehicle as needed. All contract vendors include Collision

_ Damage Waiver (CDW”) and llabfhly insurance in their rates. Vehicles
~may be renied from non-contract venders if'a ¢ontract vendor is not
_avaﬂable or the rental cost mciudmg CDW and liability:insurance is less
' expenswe and servwcs are equai to the contract vendors

The CDW and ]I&billty insurance for domestlc rentais shali be purchased
when renting from non-contract vendors and when renting from a
contract vendor for rentals where such ¢ coverage is not included in the
contract,.For international rentals, travelers must purchase CDW and

e habzhty insurance unless prsvidcd under the vender contract for the
o country in which the travel occurs. ' :

Ee prepared to prowde 1dentzﬁcatzon of statf: empioyment

If one or twe traveiers are usmg the vehzcie an economy—sxzed vehicle
shall be rented. A larger size: vehicle may be rented and fully reimbursed
if there are three or more traveiers involved in state business or extra
space is néeded for equipment. Claims for larger vehicles must be

. justified in writing.

Claims for reimbursement must be supported by the original receipt.
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S (D Personal effects insurance (PEC) or any additional charges for personal
use are not reimbursable. o

” NOTE 'Raa.fef to the bOA’ s.State Procurement Contract on Rental Cars or
DOA Fleet Office for additional detailed information.

" '3.06 Special Mode Transportation

~In conjunction with specialized field trips, geological surveys, and special
-+ instructional/research expeditions, where:a combination of traditional and
““nontraditional modes of transportation may be necessary, an explanation of the
circumstance and a listing of actual out-of-pocket expenses should accompany the -
request for reimbursement. AR

400 Meal Expenses

4,01 MealClaims - . ...
... The claim for meals must represent actual, reasonable and necessary expenses for
.. meals, subject to the maximums provided in 4.02, below. Meals included in the cost
of lodging or registration fees are not reimbusable. The appointing authority or
designee may grant individual exceptions if the employee provides written
- justification. .. ..0 . :

402 Maximum Meal Amounts

oy Maxnnum permitted amountsfermdmduai meals in state, including tax and
© “tip, are listed and shall'be: . .. Sl e R

oo Asof July1,2000 |
L Breakfast 3800 1
S Lunch. . $9.00 .

(2) Maximum permitted amounts for individual meals due to out-of-state travel,
. including tax and tip, are listed and shall be:

As of July 1, 2001
Breakfast $10.00
Lunch $10.00
Dinner $20.00

(3) The maximum allowable tip is 15% of the meal claim.
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(4) On any particular day that an employee is entitled to reimbursement for two or ™
more consecutive meals, the employee may exceed the maximum amount for
one or more meals. The employee may claim the attual amount spent for each

~ meal as long as the total amount claimed for the eligible meals is not greater
_ 'than the combmed maximum reimbursement rate for those meais Each day is
considered separately for apphcatlon of thls poizcy

(5) Employees shall be reimbursed a flat rate of $4.00 for each bag meal.
4.03 Meal Receipts
Receipts for meais are not requn'ed except for the foilowmg

(1) Any claim in excess of the schedule in 4.02 of this Section (Sectxon F), must
- .. be accompanied by a receipt and full explanation of the reasonableness of such
. “expense. To be considered reasonable; a cost must generaliy be-incurred
o _:_outmde the control of the mdmdual Ifthe employeﬁ has a choice in the
. selection of the restaurant or the menu item, the employee is expected to stay
o within the maximums. When' clalmmg rezmbursement for meal expenses while
attending a conference, employees shall be required fo attach a copy of the
- conference brochure to the travci voucher

2y If there isa suspectad abuse or a consistent pattern of maximum meal
o _reimbursement claims is noted on an employee s travel vouchers, the
 appointing authority or de:ngnee may require an employee to submit receipts to
_documeni the amounts cialmcd on future travei vouchers

4 {}4 Tlmeframes for Meal Rexmbursement

Except as prowded in 4 05 of th1s Sectlon (Sectmn F) relmbursement for meals for
employees who are on a day-shift basis (7:45 a:m. - 4:30 p.m.) will be allowed on
trips. oniy on the fol owing conditionS'

(1) N Brcakfast pmVIded tha employea 1eaves home before 6:00 a.m.

(2) .Lunch prov;ded the employee leaves hls or her headquarters city before 10 30
a.m. and returns after 2 30 p-m.

(3). Dinner, provided the employee 1eaves dzrectiy from work and returns home
after 7 00 pm. :

“The time or time periods specified above, shall be modified to the extent necessary
to provide equitable treatment to employees whose work schedule requires shift
work on other than a day shift basis (7:45 a.m. - 4:30 p.m.). Meal reimbursement
maximum limits shall be based on the type of meal appropriate to the time of day.

4.06 Alcoholic Beverages
The cost of alcoholic beverages is not reimbursable.
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407 Bottled Water Réifnb__ui*s_éinel.i:_t'.fn_r_'_l:n_téi‘-nafi_iii?é_i,Tl‘_a:i’ei
Reimbarsemantmli b_.e_. madc for p.i_iféha__séd_bdﬁiéd-sﬁ_éter_._fz Employees are limited to

maximum reimbursement of $7.50 per day when in international travel status
(outside the contiguous U.S.). o IR

5.00 Hotel and Motel Expenses
5,01 Lodging Claims

The choice of lodging shall be based on cost with consideration given to
accessibility in conducting business:

~..(1) .. Employees of the same sex traveling together are encouraged, whenever
.. feasible, to share lodging accommodations. Employees should be held
.. .-personally responsible for unnecessary room costs that result from his/her
. failure to notify. the hotel/motel of a cancellation, unless reasonable
 justification is provided for failing to notify the hotel/motel. '

(2) When an appointing authority or designee determines that it is in the best
. interest of the state to order the employee to stay at a specified lodging
 accommodation, the employee shall be entitled to the full lodging
. reimbursement required for such a stay. If this lodging rate exceeds the
maximum permitted amount specified in 5.02 of this Section (Section F), the
employee must attach documentation to the voucher which clearly indicates
~the employer's requirement that the individual stay at the specified lodging
" accommodation, This documentation shall include the employer's written
. authorization and justification for requiring the employee to stay at the
. specified lodging accommodation. o o

(3) When an appointing authority or designee orders an employee to attend a
business function and does not specify the lodging accommodation, the
employee's lodging reimbursement shall be limited to the amount specified in

. 5.02 of this Section (Section F), except as provided in 5.03 of this Section. -

(4) An appointing authority or designee may permit the employee(s) to stay at a
 documented conference site where lodging costs exceed the maximum
permitted amount specified in 5.02 of this Section (Section F) on the basis that
it enables the employee(s) to gain professional benefits due to interaction with
other attendees. No additional statement of justification is required.
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5.02 Maximum Lodging Rates

(1)~ The maximum permitted amount per day, excluding tax, for lodging for all in-
state travei in countles other than Mllwaukee Racme and. Waukesha shall be:

As of July 1, 2001
$62

(2) - The maximum permrtted amaunt for Milwaukee, Racine, and Waukesha
R '-count:esshaiibe e e S

Asof July'1,2001
$72

" ’(3) - 'The in:state maximum reimbursement rate per night shall also apply to out-of-
¥ state travel, except for lodging in higher cost:cities as determined by DER. For
“lodging maximums in higher cost cities; refer to the most recent issue of the
DER Bulietin entitled *Maximum Reimbursement for Lodging in High-Cost
Out-of-State Cities.”

(4) If an employee is required to stay in a city not listed in the “Maximum
" ‘Reimbursement for Lodging in High Cost Out-of-State Cities” bulletin, the
“greater of the rate forthe nearest comparable city, or the maximum in-state
lodging rate under (1) shall apply DOA shail determme the nearest
: comparablecxty R e e

(5 The re1mbursement to the empioyee (or the amount paid directly by the agency
to the hotel for the lodging) is limited to the single room rate. If employees
' ‘share a room, the reimbursement may be divided equally but not in excess of
the maximum amount permitied for-each emp}oyeﬁ had each stayed in a single
room. (The cost of a room shared by two or more employees may not exceed
the combined maximum rate for an equal number of single rooms.) -

5.03 Exceeding the Maximum Lodging Rate .. . -

Any amount'in ‘excess.of the schedule in 5.02 of this Section (Section F} must be

~“accompanied by a receipt and explanation of the reasonableness of such expense.
Except as provided in 5.01(2) of this Section (Section F), maximums may be
exceeded only when it is determined that:unavoidable additional expenses would be
incurred by trying to adhere to the specified maximums (e.g., high transportation
costs incurred when staying at an economical hotel/motel at the edge of the city
instead of staying downtown).
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'5.04 Checkout Times and Extended Stays

" Employees shall observe posted hotel checkout hours in order to avoid a charge for

* the dayof departure. An employee who is required to remain.in one location for an
extended period of time is expected to find lodging at reasonable weekly and/or
monthly rates. i ok e a o

5.065 Lodging Receipt Requirement

* Ali 16dging expensés must be supported by an original itemized receipt. A
photocopy of the receipt, the hotel or motel statement or credit card receipt is not
considered an acceptable substitute unless exceptional circumstances can be
documented and a written explanation is attached to the voucher.

5.06 an-'licenséd Facilities

** Expenses for lodging at facilities which-are not licensed as.a hotel, motel,
© * campgrotind, or tourist rooming house (e.g:, private residences) are not
- reimbursable: Exceptions may be granted by the appointing authority or designee if
“there is a clear cost benefit:to thestate. eniiom

5.07 Government Discounts
“When registering:in alodging :éstab'lis_hmeﬁt or .si.'gni_r_l'g. __fér _ézny._-'ofﬁéial purpose, state
- employees shall use their business address, identification andprovide tax exemption '
* ‘documenitation tothe hotel to avoid payment of state, county and local taxes.
) _-Empioyce_s.:shall:ask for government or negotiated rates...
508 Negotiated Rates

© "If there are negotiated contracts available with hotels within the state, employees
e --'Shzii!-ﬁs’;:'iﬁe‘se-_pr{)_}:?criies.Whenevcr-possibie,

6.00 Meeting Facilities ~ ~

6.01 State-Sponsored Meetings, Training and Conferences .

‘Whenever possible and cost effective; meetings, conferences and training sessions
sponsored by state agencies primarily for the participation .of government employees
* shotild be conducted in public facilities (defined as facilities owned, leased or
' “‘operated by the State) and at locations which will:

(1)° Minimize fuel consumption for transportation; -

(2) Provide the necessary services for the session at the most economical cost to
the state;

(3) Facilitate public attendance and/or press coverage as necessary; and
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(4) Accommodate persons with disabilities to the fullest extent possible.

6.02. Except:ons .

yrar

. authorized by the appointing _gutﬁgnt_y e_r_c__i_emgne_e_ »
7.00  Other Allowable Travel Expenses |
7.01 Laundry, Cleaning and Pressing Charges
..Under 8. Zi) 916(9)(d}1 Wis. Stats if the employee is away for more than three
days, reasonable amounts will be ailowed for laundry, clcanmg and pressing service.

Only one charge per calendar week is reimbursable for each type of actual and
- ecessary service,

Reimbursement claims for laundry, cleaning and/or pressing must be supported by
original paid receipts. Charges for laundry, etc., can be reimbursed only when the
employee incurs the expenses while in travel status. ‘Employees should normally be
“expected to pack sufficient ¢lothing for a week without having to incur such charges.
Routine cleaning of clothes is not conszdered a travel~re1ated expense and therefore
not reimbursable.

7.02 Telephone/Fax/Internet Connectivity

(1) ..Employees are encouraged to place telephone calls in advance from the
: _headquarters location. If telephenmg from the field is necessary for business

. which is'now available at most agency’ and umversxty locations around the
state. One persona} call zs relmbursa’ble up to $S 00 each for the following
conditions:

(a) Each night an employee must spemd ovemlghi; away from home in travel
status; or :

. (b) '_'_:.'A:'s,_a rééiﬂt of each unscﬁeénied 'geog_réphi&al}zi'cf_}catie'ﬁ chaﬁg'e; or

_(_e): _As a result of an unscheduied change in travel status which results in
.. .more than a one (’i) hour extensmn to the employee s er;gmaily
scheduied retum time. '

V) .Where STS i is not availabfe business telephene charges (both local and long
distance) may be reimbursed. Business related facsimile charges are
reimbursable. Reimbursement claims for business telephone calls; business
facsimile charges and/or Internet eormectlvny in excess of $5 00 per caH shall
be supported by recelpt '
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SectionF-7.02 e
703 Hotel Gratuities and Porterage

(1) Necessary gratuities to hotel employees are reimbursable, up to $2.00 on the
.. day of amval,$2(}{) Qg_i_’;he day of departure an_d5$2.00_p¢r e_ac_h night of stay.

(2) Porterage costs atalrportsor bus 'teffniﬁais”éhﬁ!i“be reimbutsed: The claim
should not exceed $1.00 per piece of luggage.
7.04 Registratién_Fé_es |
1) An _gri_g'inai__ paid receipt, a copy of _tb_é;_chgck_, a copy of the credit card
" statement, or the traveler’s customer copy of the credit card receipt must

"~ support claims for reimbursement of registration fees over $23.

~(2) ' Expenses of individuals not on official state bisiness (spouse, family members,
- friend, etc:) that are included in the registration fees are not reimbursable.

" The service or transaction fee for the cost of ATM withdrawals obtained for
business expenses may be reimbursed upon approval of the apponting authority or
designee. R

7.06 Passports and Visas

quired photographs are reimbursable if
No expedited charges will be

" other routine medical procedures required for entry into certain foreign countries

that is not covered by insurance is also reimbursable. “Receipts are required if the
claim exceeds $25.00. B R

Under s. 20.916(9)(e), Wis. Stats., employees who are headquartered in-a-city in which
the expense occurs shall be reimbursed for their actual, reasonable and necessary expenses
~..incurred in the discharge of official duties only on the approval of the appointing authority
or designee.. This does not apply to travel between an employee's residence and the city'in
which the employee is headquartered, which shall not be reimbursable. Parking charges
incurred in headquarters city resulting from daily trips from an individual's residence to
the headquarters are not reimbursable unless the conditions enumerated in AG Opinion 61
OAG 210 (one of which is that the employee's use of a personal vehicle is a condition of

: 9.09 Tz'.'a.v}e!ing. Wlﬂl Sspi:}'ase or Other “NonwEmp‘inyee” Indwzduais
Travel expenses for individuals not on official state business (spouse, family member,
friend, etc.) are not reimbursable.. With respect to the cost of lodging, the amount
reimbursable to the employee will be equal to the rate for a single room, which shall be
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entered on the receipt by the hotel clerk. The only authorized exception to thxs prohibmon "
applies to the Governor's spouse, and such situations are specifically outlined in the
separate procedures governing the use of the GOVemor 5 contmgency fund (established

- :pursuant to s. 20. 525{1)(2}} WIS Stats)

10.00 |

Retmburseme.nt fox_-l\ff{gv.xpg Exp_e_nsgs b S
10. 01 Autharlty

~“Section 20. 917 Wis: Stats:; prawdes for rezmbursement af expenses for preparation
""" and transportationi of household effects and for the transportation of the employee
and the employee's immediate family to the new place of residence. Household
effects include, but are not limited to: furniture, clothing, household appliances, .
and other items necessary for the maintenance of a household. Items not included
... - asnecessary household effects mclude but are not limited to:, boats pets, farm
L '_tractors and equ;pment ete... _ o

NOTE' Refer to Chapter ?66 ef the W;sconsm Human Resources Handbook
ntitled "Reimbursement for Moving Expenses" for detailed information
regardmg prowsxons and procedures. for moving expense reimbursement.

10 02 Mmlmum Dlstance :
_Reimbursement ft'or an employee s m{)vmg expenses can be aﬂowed 1f

(1) The distance between the new place of employment and the old residence is at
. least 35 miles farther than the dxstance between the old place of empioymcnt B
andthe old. residence; and I S R

(-2.).- The distance bétwéén the new .an'd'b'id i'é'si:'dehéé is at feast 35 'r.n'iie's"

| If the appomtmg authority detemmes that a move isa mandatory cendltlcm of
employment under s. 20. 917(1)(3) W}s Stats the minimum d1stance requarements
- are not apphcable oo . : :

I.()..'OS' ‘Maximum Amount

The maximum dollar amount which may be permitted for reimbursement of any
employee's moving costs is subject to the limitations set forth in s, 20.917(2)(b),
Wis. Stats. DOA shall determine the maximum reimbursement which is the
*-maximum-amount as set forth-in the rate tables of the major household goods tariff
publishing bureaus to move household effects. In addition, a $600 stipend may be
paid for costs incidental to moving (subject to the limitations set forth in
s. 20.917(1)(e), Wis. Stats.), as well as the cost of automobile travel for one vehicle
at 32.5 cents per mile. Incidental costs include, but are not limited to:
disconnection and/or hook up of appliances, extra insurance coverage, etc.
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© 10.04 International Moves |

" Employees making international moves to the contigious 48 states may be
reimbursed for all actual, necessary and reasonable expenses subject to the prior
approval of the appointing authority or designee. Actual, reasonable and necessary
expenses will be subject to the limitations contained in the Federal GSA Bulletin,
which governs moving reimbursement for federal employees.

|-“NOTE: See Section A, 2,03 for provisions which allow for granting a Relocation
2 Incentive Award to-classified nonrepresented employees-under certain circumstances.

1100 Applicant Interview Expenses

" Section 20.916(2), Wis. Stats., provides that reimburserent may-be made to applicants for
all or part of reasonable and necessary travel expenses actually incurred in connection
< witheoral examination and employment interviews. All reimbursement actions under this
.. provision shall be documented in writing and subject to review by the appointing
authority or designee: Reimbursement for travel, meals and lodging shall conform to the
provisions of 3.00,:4:00 and 5.00 of this-Section:(Section F). . - .,

NOTE Refer 1o Chapt 764 Qf the ’Wiséonsin HumanResourecs Handbook entitled
"Reimbursement of App ant's Travel Expenses” for procedures and provisions

ant interview.expenses.-. .-

' As provided under s. 20.917(3)(a)1, Wis. Stats., the Temporary Lodging Allowance shall
be consistent with the lodging allowance for hotels and motels established under 5.02 of
this Section (Section F). The allowance is applicable only to persons who are eligible for
moving expense reimbursement whether or not such reimbursement is granted. Such

~ allowance payment is limited to 45 days. * e

| NOTE ' Refer to.C:ﬁép_ter 774 of {Ee Wiséonsin Human R'es;éﬁrcézs' Handbook entitled
"Reimbursement for Temporary Lodging" for procedures and provisions relating to
temporary lodging. R

13.00 Food and Lodging Allowances for Legislators

‘Food and Lodging aﬂewances* for legislators will-be determined in accordance with s.
13.123(1), Wis. Stats.” PR T TEE LTI S

14.60 Misceilan'epus' :
14.01 Weekend Expenses

Weekend expenses are not reimbursable without:
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( 1) Appomtmg authorlty or designee approvai andf’or |
(2) Conference agenda or brochure.

3 NQTE See 13 00 of thls Sectmn (Sect;on F) for exceptlons regarding legislators.

14. 02 Expenses for Vo]unteers '

Persons who Voiunteer thezr services to state agencies may be reimbursed for some
or all of the actual and necessary travel expenses'in accordance with s. 20. 916(1m),
Wis. Stats., and the maximums established under this Section (Section F).
Volunteers must contact the risk ranagement office of the' agency they are serving
prior to uavehng on state busmess and seekmg rezmbursement for the state.

14.03 Expenses for Reasonable Accammudatmns o

It is recognized that individuals travch_ng on ofﬁciai state business may require a
reasonable accommodation, as required by the Federal Americans with Disabilities
Actof 1990 and/or Section 504 of the Rehabilitation Act of 1973, as amended.
Depending upon individual circumstances, the reasonable accommodation could
take various forms such as payment of porterage costs under 7.03 of this Section
(Section F) or allowing a personal attendant to accompany the individual while in
travel status.

NOTE: If it is necessary for the individual conducting official state business
to-have an attendant in order to participate in an off-work site meeting or travel
“for other work-related purposes, the: attendant's travel costs, mclucilng saiary,
“would be reimbursable if they meet the actual, reasonable, and necessary
_-conditions set forth under the applicable federal law, The non-salary costs,
. e.g.y meals, lodging, transportation, etc., must conforny to the guidelines and
- amounts-for travelers set forth in this Section (Sectz@n F). In addition, the
“salary costs must _é:iactually zncun'ed and r ;_rnable based on:the normal
: market rates for these services.,. B :

j Dic_tc_ﬂnmation of aTeasonable accommodatwn ané the costs associated with .
the ascommodation depend heavily on individual circumstances. Specific
questions concerning the application of this section should be directed to the
agency's afﬁrmatwe action: officer or.legal counsel.

14.04 Payment for Unauthorized Travel Prohibited

Pursuant to s. 20.916(6), Wis. Stats., payment of travel expenses not authorized by
statute is prohibited. Any unauthorized payment made shall be recoverable as debt
from the person to whom the payment was made.
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14.05 Primary References to DOA's Statntory Respons:bil:ty Relatwe to Audit of
Travel Claims o _

~Bee'ss: 16:53,20.916and 20.917; Wls Stats: -Note that's. 16.53 (12), Wis. Stats
{speczf caily states'that DOA may niot approve payment for any travel vouchers that
"exceed the maximum travel schedule amounts recommended by DER and approved
by JCOER, except in unusual circumstances when accompanied by a receipt and
full explanation of the reasonableness of such expense. This same reference also
i prohxbzts payment approval of any. travel claim for miieage in.excess of the auto

': . rates f:siabiished by DER (wn;h appmval ofJ COER}

- 14, {36 Penahy fnr F ﬂlng Fraadulent Travel Cla:m
See ss. 16, 53(1}(c) 939 50(3} and 946 12(4) Wis Stats o

14 07 Advancement af Travel Expenses R

The appcmi‘mg authonty or dessz gnse may advance money for travel expenses to
iy employees The travel advance. shall not excced 80% of the estimated expense (see

5.16. 53(1)(cm) Wis. Stats) SR T
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Travel Voucher

. " Please fill in the YELLOW flelds ONLY DOCUMENT NUMEE
Wisconsin Department of Administration .ﬂ%mm mmnaﬁm..mmnm. &a FOR AGENCY USE ONLY.

DOA-8107 (RO4/2002)
5. 16.53, Wis. Stafs,

Deapariment - Division Social Security Na. (Must be provided for .mwg_mn» 0 be made) Coliact. mwﬁm_azﬁ Lnit
Sl -z Perm Project LTE
State Officer or Employe Name: {Residence Street Address ) i
ey Nop State Employes-P1
MM-YY . City Zip+ 4 Headquarters or Home Station
Travel Period: From . To Wi
FY Fund Agency Org Sab 1 Approp | Activity | Object o |- Bal Sheet | Reporting Project Number Arnount
Org | Account | Galegory Dabit Credit
" T —— FPersonat] ) Oa.xmm >§O€>mrm qO.mﬁ. >rr0§>m...m
QFFICIAL BUSINESS 4m><mr wamﬁ.m xﬁmw. ﬁ%m ME w En_ n
SUBINESS. Veticle | ALS, inctuding ps EXPENSES EXPENSES
DATE EXPLAIN PURPOSE OF TRIF . m,mcz 1 ___q_a_____ i umm»mm. mmﬂcwz %.mm LODGING [MORNING} . zeoz_. _ m<mz_za _ITEM | AMOUNT || TAXABLE | NON-TAX
“Item billed directly 1o the state agency. Sub Totals $0,00° $0.00 $0.00 $0.00
. 02 rate Miles ab $0.00 o
10/ rate e 5650 TOTAL MILEAGE COSTS
- $0.00
TOTALS

CLAIMANT'S STATEMENT 5. 16.53, Wis. Stals. i cedify that aff mxnmnmmm o: this voucher 8:85_ o m_mESQ TOTAL

1-dectare, under penalties of pedury, that all elaimed travel expenses arg true mza no:,ma Ea Bre in conformity deparirental of muum nma.m collective bargaining provisions, and EXPENDHTURE $0.00
with Wis. Stat, 15.53 and relaled agresments. This claif reprasents reasonable and aclual expenses necessarily were necessary in the of clat parformance of duties reguired by wn——— S
incurred by me persanally i the performance of aan.m“ dhgdies and no uo&oa Was m_,msocmE Teimbarsed to me by the State. Expenditin ed mqm deterpined to be reasonabile end LESS TRAVEL
ihe State or any other SOUrce. proper, and that mcEn_ uw funds are available to pay this claim. ADVANGE

e NET $0.00
Date Claimant's Name {if sending electronically} or Slgnature AMOUNT DUE

Audited In wnnoawsmm r..a._:. 5. 16.63 Wis.5ials. and allowed by
the provisions of Gh, 200

| certify hat this travel cigim is reasonable, proper, and In conforrity sﬁ: mmu_ﬁmc_m mﬁzﬁm Arvel schedule
atmounts, atudior collective bargaining agreements,

Supervisor’s Name (i mmﬁamnm mmmﬂ:cmmnm“g or Sig gnature

Date

This uoocgmmm can am Bmam meﬁ.mmwm@ in mnn@mmvva mu:sma E a;wﬁ led _mazﬁcm_m with disabliities.




ASSIGNED VEHICLE LOG
DOA-3472 (RE/D4)

State of Wisconsin

DEPARTMENT OF ADMINISTRATION
Division of State Agency Services
Bureau of General Services

201 3. Dickinson St

P.O. Box 7880 :

Madison, W1 53707 - 7880

608 f 267-7334

Employee Name Month Fiest Number (8-digit)
Stant Start End End Passenger Business | Personal Total
Day |. Mieage Location Location Mileage Names miles Miles Mileg

TOTAL MILES
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OA-8498 {ROB/2000)
Instructions:

Wisconsin Department of Administration

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

e g

if the police do not respond or com
Report of Accident to the Departme

Report the accident promptly fo-a local law enforcement agency and obtain a copy of &
Contact your supervisor and fleet-manager as soon-as practical to report the accident.:
Within 24 hours of the accident, submit this completed & signed form to your supervisor.
Submit this completed form, signed by your supervisor, to the appropriate Fleet Office within 48 hours, o

plete the accident report and the accident has caused bodily injury, vehicle property damage is
$1,000 or more and/or government-owned property damage 15.$200 ormore the-driver must submit a completed MV-4002 Driver's -

he officer's report. . .

“Agency/Depariment Name

nt of Transportation within ten days, Forward a Gopy to the feet office;
: ~Division/Institution/Campus

] Agency Number

Supervisors Name

Phone Number { )

TGy

State Vehicle Owner Agency/Dept. Name

Strest Address s ZIP + 4 _

Street/Highway Accident Date (mm/ddiceyy)

ity dCounty “State | AccidentTime | T1AM
. : 1 PM

' 'Réaso‘n"for'\!ehic!e Use

Year | Make/Model = -

| Body Type

Mileage

p-Color...

‘Flegt Number . _\féhic%e Identification Number

License Plate Number

"besc:ribe Parts ﬁama_'g:ea_ T .

~ Circle numbersd aréas of vehicls damage.

5 7 B

[#:]
-Rear

Front

4 3 2

Driver Nams

1 Driver Injured
[} Wearing Seat Belt

Home Phone ("7}

Wofk_ Pho__n_e' ( )

Erﬁa_i_i A_qdress .

Date of Birth Drivers License Numbar
Home Address o |Gy . State | ZiP+4 |
,Wei’_é{Tﬁ_éfr'e'"R_éss'éﬁgéis_'in'Thié'}/éﬁi#lé? S __f:j"{es LhENe 7 Vinjuries: T Wearing Seét.‘Bélt.'_]_
If Yes, List Names: . |} Yes [T No [ Yes M No
[dyes [ONoildvYes [JnNo

(Please indicale what type of
property was damaged.)

Describe Parts Damaged

if-automobile, circle numbered areas of
veﬁicie_damage.- T T S A O AP IE
i 8

[ autémobile. . ... La— N

[ fence e ==

Elbuilding 5418 8 1

L] guard rait - :

[Jother 4 3 2

Property Owner (if different from driver) Home Phone ( ) Work Phone { )

Home Address . City State. | ZIP+4

Year | Make/Model Body Type License Plate Number

Vehicle [dentification Number Insurance Company Phone ( )

Agent Name Address

Driver Name [ Driver Injured Home Phone ( y|Work Phone ( }

[ ] Wearing Seatbelt

Home Address City State | ZIP +4

-Dn‘vér’s Li'caz:a'sé Na}mbér T _ . _

Were there passengers’in this véﬁiéﬁe‘? i [} Yes [T Ne %njurie's' ' . ';.Wea'riﬁg .Seéi_ﬁ._B'eli_' '

If Yes, List Names: ' ; [d3Yes [OINol[JvYes [JNo
[Jyes [INo | [dvYes [JNo




DOA-5496 (ROB2000)
Pg.2of2

Was the accident investigated by a law Warﬁgﬁhbtqgraphs taken:é't-the:scene? - | By whom? R . G
_enforcement agency? . Ll ._ o g s ISER P ERRE
Mves . ONo. ... .[lves . No.

“Name of he Investigating Officer .. | Law Enforcement Agency Name ™~ "~ ~ 0 1-Case Number

[Were citafions issued? "o whor?

| oo M vyes L B Ne- U et . . e S |

“I 'Road Conditions o Did the state vehicle have lights on? Did the other vehicle have ;thfs on? Bk
] Wet Ooy Oy [ Yes I No {if other vehicleinvolved) g
SR SIS PRS T Bright [ Dim- - _ I:] Ye__s - CINe o)

: At what speed were you (sfate vehicle) traveling? | At what speed was the othervehicle traveling? - | Posted Speed Omit

TWhohad the right of way? |-

'_'-_W-hétirafﬁcoohtroféwére'ih offect? .. ... - Forwhom? =

; What sighais wéi‘e given by you? SRR What signals were given by the other driver? ..

what didyoirdote a‘yoiii.thé'accidant?-_-.=._..- : What did the oﬁ'ter dri_?é_.%r.do. ’gq_ia__s.fnid_thé'.a;;c_ideﬁi;’? '

Name of Wimesé"

State . |ZIP+4

{71 ‘Attached sheets include additional description, witness and passenger informa%ati_'c’a__r_;.'.

" Please complets this diagram. Indicate riames of streets, direction, position of vehicles and point of contact. Use a soiscﬁ fine toshow

_ " path before the accidentand a dotted ling to show path after the accident.

State Vehicle

Other Vehicle

ATt
NS >

Third Vehicle
Indicate North ' -Peéﬁ‘sﬁ_’.ié.ﬁ'.' B
SiopSign

Yield Sign. -

Stop Light .

ook a 8‘

. . “Scope of Employment Statement P
‘As the driver of the state owned vehicle described in this report, | | As supervisor of this position, 1-affirm that-the individual named

acknowledge that all information provided is true and accurate fo | driver was operating the vehicle within his or her authorized scope
tha best of my knowledge. o : of employment at the time of the accident. . Yes L] No

Signature of Driver (Reg uired) T Date (mmiddiceyy) | Signature of Supervisor (Reg. uired) © Date .(mm!ddfc'cyy}






