F)anéral Fleet
7 ox 7880
7Y% = 201 S. Dickinson Street
L Madison, Wl 53707-7880
Voice (608) 266-8757

Fax (608} 267-8035

doafleetcars@doa. state.wi us

http:/fwww doa.state wi.us/

For Fleet staff use. Processed by:

Wisconsin Department of Administration
DOA-3102 {R01/2001}
< 88, 18.04 and 20,916 (7), Wis. Stats.

Vehicle Assignment Transfer

Contact Name Change
Exchange Within Leasing Agency

Exchange With Central Fleet Name
Return to Central Fleet
New Assignment Date {mm/dd/ccyy)

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

Fleet Number License Number Present Mileage Effective Date (mm/ddiccyy) | [[IReplaces [IReplaced by Fleet #
Billiﬁg Charge Back Codes % Sblit Customer Use Code Customer Optional Data

Any Splits Must Add Up to

100%.

Splits May Have Two

=, Decimal Places Only. :

. Department or Agency Name or “UW System” | ‘Division (or Campus and UW Department) Name ~ | Supervisor Name

E Vehicle Contact Person R 1 Vehicle Contact Person Email {work) Provide Supervisor's Email Address if Contact Has No Email

. Vehicle Contact Person First Class Mail (work) | City State & ZIP + 4 Area Code & Phone Number
' ( )
Vehicle Contact Person Strest Address (work) County Where Vehicle Will Be Parked When Not in Use Area Code & Fax Number
( )
Assignment Type and Duration (chesk all that apply)
[[] Work Shared © {7} Personal ] Permanent [J Temporary, Ending (mmvddiceyy):

] Replacement [1 Additional [} Procurement Cycle Year:

- Employee Agraément (All Assignments):

- .21 acknowledge that | have received andfor read a copy of the statewide Fleet Policies and Procedures {DOA-3068P) and | understand the
“icondents. ack_nm’w!edge_ﬁ}gt_ pgzr;o:_ialjiqsg_'pf___sta_tg_—bwned veh_icie:g s noﬁ_-_ai_{oweg.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-ownad vehicle.

- 1 understand ih_ét while iisirag this vehicle for aﬁt’hor%zed use, | will be considered an agent of the State of Wisconsin under ss. 165.25(8)
~-and 895.46(1), Wis. Stats. and thus have the protection of the State of Wisconsin.

i agree io 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 arrive in the Central Fleet office before the 10" of sach month.

Employee Agreement (Authorized Personal Assignments Only):

| do hereby [ request {or) [} waive the privilege of personal use of my assigned state-owned vehicle.

| agres fo keep 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 o
any other person except for reasons of heaith or safety.

I understand that | must reimburse the department at the current rate for all personal miles driven. 1 will include my check or money order
as payment for personal miles driven with the monthly Vehicle Usage Report (Made payable to Department of Administration).

Driver License Number State (if not Wi Date of Birth (mm/dd/ccyy)

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

Signature Date (mmvddicoyy)

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



State of Wisconsin
DEPARTMENT OF ADMINISTRATION

ASSIGNED VEHICLE LOG Division of State Agency Services
DOA-3472 (R8/04) : Bureau of General Services

201 8. Dickinson St

£.0. Box 7880

Madiscn, WE 53707 - 7880
608 / 267-T334 .

Employee Name Month Fleet Number (8-digit)
Start Start End End Passenger Business | Personal] =~ Tolal
Day Mileage Location Location Milzage Names miles Miles Miles

TOTAL MILES




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 / / through / /

there was not a pool vehicle available for

to utilize in travelling to

Approved by . Date /




- Wisconsin Depariment of Administration . . . Bureau of State Risk Ma 1
DOA-6496 (ROB/2000) Vehicle Accident/incident Report © vanagement

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

1. Report the accident promptly fo a local law-enforcement agency and obtain a copy of the officer’s report.

2. Contact your supervisor and fleet manager as soon-as practical o report the accident. e

3. Within 24 hours of the accident, submit this completed & signed form to your supervisor, o _

4. Submit this completed form, signed by your supervisor, to the appropriate Fleet Office within 48 hours. _ ' '

5. if the-police do not respond or complete the accident reportand the accident has caused bodily injury, vehicle propery damage is
$1,000 or more ahd/or government-owned property damage is $200 'or.more the driver must submit'a completed MV-4002 Driver's
Report of Accident to the Department of Transportation within ten days, Forward a copy 10-the flest office. =~ o
Agency/Department Name o . --Di\;risionli-hsti_tg_ﬂosa/_f.’)ampus Cee -1 Agency Number

: | Supervisor's Name - . . e R N " 'Phone Number ()
| Location  IgicaRddess T City. e
[ Stesvrighway , T " Accident Date (mmiddioeyy)
City | T TCeuny T T s Adedent Time T LT AM
{ State Vehicle Owner Agency/Dept. Name “Reason for Vehicle Use Fh
Year | Make/Model ~ ] Body Type | Mileage ~ .. - o Color o
| Fleet Number | Vehicle ldentification Number “... .| License Plate Number .
Eﬁes.cribe Pérts 'Da’rﬁ'a’ééd T ' Cireie‘humbered--z-areas of veh;cie_..dah‘x_agg;_ '
e R 5 7 8
5 z '
Driver Name 1 Driver injured Home Phone™( - 7y Work Phone ()
Cool [T} Wearing SeatBett | ~ ~ D
Email Address Date of Birth Driver's License Number s
1 Work Address B T T ey R B Yo e T R
\ ‘Home Address o _ o City .. .| State 1 ZIP+4 _
'Wéfﬁa Therej?as'ée.ngers__jn This Vehicie? 1 Yes {3 No - Injuries | Wearing Seat Belt
if Yes, List Names: [Tyes [ONo [JvYes [J]Neo
O ves [OINo|[JYes [INo
(Please indicate what type of | Describe Parts Damaged # auttomobile, circle numbered areas of
property was damaged.) ‘ S | vehicle damage. -
{:E}j automobile : _ . Lo B
i L) fence R RN = 1B ' -y
1 [ building 58 g
[ guard rail
{Jother . 4 3 2
Property Owner (if different from driver) Home Phone { } Work Phone ( )
Home Address City State | ZIP+4
Year | Make/Model 7 o Body Type License Plate Number
Vehicle Identification Number Insurance Company _ _ Phone ( }
Agent Name Address
Driver Name 4 ] Oriver Injured Home Phone ( }Work Phone { )
: [] Wearing Seatbelt
Home Address -~ City State | ZIP + 4
Driver's i;.icense_'ﬂur.nbe_r'
Were there passengers in'this vehicle? "E] Yes L[] No Injuries . Wearing Seat_'ﬁé%i
- if Yes, List Names: ; Oves [ONoe;[JYes [ONo
[dYes [INoi[dYes [INo




DOA-54586 (ROB/2000)
Pg. 20f2

“Was the accident investigated by a law
 enforcement agency?

OYes. -~ ONo

: {3 Ves

Were bﬁstogfaphs taken_.:éi-lﬁae s_{;'eﬁe_?. :

E]No |

By whom? o

“Name of the Investigating Officer =~ "

: "-‘-’-‘.‘W'ﬁjﬁ??f‘?@fﬁé?;?AQ‘%B??-NET#E‘ PR _-

b Cés__éj--ﬁu_rﬁbér :

Were citations ssued? o whom?
T T ves: ] No - o

" {Road Condiions i
D e e

[lYes

[ Bright - ] Dim

(if other vehicle involved)
Dves
[ Bright - £ Dim

INo

Did the state vehicle have lights on? ["Did the other vehicle have fights'on? =

N

1At what speed were you (state x:féhicig) traveling? -

Al what speed was the other vehicle traveling?.

Posted Speed l;jim&* :

VWhat traffic controls were in effect? . “For'whorm?

- |-Who had the _riéht ofway'? i B

: -;:Wﬁat signals were '_gi_ven 'by'you? :

What signals were given by the other driver?

-1 What did you do to'avoid the accident?

' “What did the other driver _cl_p-‘_cp_-_av_qid-_@he'gc;_ide_n;?

Name of Winess

Home Address

"Phone Number. { ) .

4
Oty .

State  |ZIP+4

I Dnvef Description of the Accident/incident

[ Attached sheets include additional description, witness.and passenger information.’ i

 Please complete this diégr’am; indicate names of streets,

 path before the accident and a

— -

As the driver of the state owned vehicle described in this report, |
acknowledge that all information provided is true and accurate to
the best of my knowledge. : o .

indicate North

ooy

direction, position of vehicles and point of contact. Use'a solid fine tb show
dotted line to show path after the accident. .

State Vehicle
Other Vehicle
Third Vehicle

Pedasiian

Stop Sign

Yield Sign

Stop Light

driver was operating the vehicle
of employment at the time of the accident.

Scope of Empioyment Statement
As supervisor of this position; 1 affirm that the individual named
within his or her authorized scope

Yes [ No

Signature of Driver (Reguired) Date (mm/dd/scyy)

Signature of Supervisor (Required)

Date {mm/dd/coyy)




W:sconsm

DRIVER REPORT OF ACCIDENT

Do NOT CGMPLETE ti'us Drwer Report ef Accléent if alaw enforcement offscer
completed a Wisconsin WMotor \!ehicle Accident Repart

P COM?LETE this Wisconsin Driver Report of Accident if:
There was $1000-or more. damage to any one person's property
- =0OR- _
*  Anyone was mjured
=OR- : C
o Them was $200 or more damage to govemment property, other than vehicles.

NVADA2 . /2084 s5.348.70{2) WIS Stats. . o o ' _Wisconsin Deparimant of Transpnrﬁaiion.
. Piease prov;de aii fequested mfcrmatxon Prm’t clearly ' ' '

1 Yau are "iJmt 1“

2. An mdmdual mvolved in the accident must sugn the report

3. Prowcée atE mforma_ison onthe other driver(s )iowne;*(s) mvelved lrzco’m’plete’ reports maybe
réturned reguesting missing information. i you need assistance, contact yourinsurance agent,
localfaw enforcement agency, or the DOT “E”raff ic AccxdeﬂtSect on at 608-266-3753.

4. . Usethe "Narraiwe" and i agram sectlons to expiam how the accident happenad

5 fmore space is needed use pta;n paper and attach to tims report

- 6 :___-Th;s form ;s avaeiable aiwww doi w:sconsm gcvfdnversfdnvezsftrafﬁcfacc dent htm

Reta;n a copy of this report for your records before mashng
Ma;i completed report.to address shown below.

(Foid report so that adéress panel shows to outsl Ga tape iwttom edge ctos&d and maat - Do nai stap el

Important - Please print your return address: _ : ' s Place stamp here
: - e : Post Office

witl not deliver

withoutposiage

TRAFFIC ACCIDENT SECTION Nt |
WISCONSIN DEPT OF TRANSPORTATION

P OBOX 7919

MADISON WI 53707-7919




CONTINUE ONLY ...if there was 31996.0;’ more. damage to any one perscm 's properﬁy,

OR ..If anyone was injured,

“WISCONSIN
DRIVER REPORT
OF ACCIDENT

{Séa instructions on page t befors
o Erpelng -

OR ...tf there was 5280 or more damage to gnvemment property, other than veh;cies:

Hiland Run Aﬁ”ldeﬂl’) PR o " Dounty.o Ay Viage o Fownship: nf ACC]DENT Manih . Day Ysaufmha_ag o_id\}-,'sak Timg
ACCIDENT L _ _DATE g
rotel ln;ura:t % | L[)CA"{‘]GR Narg and Number of Stmet’s} ar H!ghway af Patdng Lot S
S, ._.mi N T B - . e - R
E'Y?E OE (Please check onej ] it another motor vehicle ::] it 2 parked vehlcde [: Hit & deer ikita blcycisst 1 C}thar
ACCIDENT % in gperation e R o peﬁestrzan =
: U hyiver Full Name (Last, First, Mi) ls.ex U DRVEF Fui% Name (Last F;fst ME) } Sex
N o S LN I DA
Birth Date W Address © Birth Dale

Adidress

: cuy 8 st

. | Doyiime Phone Number

o

fzsuing State

Driver lesnae Nur{"ber -

1 oy s

' Vemm Legaity ; O;:eraimg & commemtai vezu..ls'?
= g : L o clagsificabon’

Parked X .
: YES | YES A BG

1f yes, circle appmpnate "

Owner Full Name {Last, Fast, W)

t

Address

~ o B

th Cad? i

Drivet License Numbsr

Vahicke Legally _'

raimg a cﬂmmercxal vahfcis’i s
Parked_ - B

[}ayﬂma Phone Numt:er

L {

Gity & Siate Zip Gpde

¢ Daytime Pnans rumber

e

C.Lty & Suia Zip Lode

-~

Licensa Plate Numbar

Thxp Y1 Lissuing State ive_ma'le_ Make

i ] % ;

tExp YT llswing State' | Yehitle Make Year _z_»_»n_a_os-.

“iceriee Plate Numbsr - -

ehicle identfication Number

] Po.my Holder's Na'ﬂ&

Was a mma. vehxcle liabifily insurahte pahcy
in effert on the day of the accident?:

SITLND | ‘{ES

Vehicle ldentiﬁcav‘cn Nurnbar

Was 4 mplor vehicle liability insyrance pnéiw Folicy Hofder's Mames

. effectonthe cfay of me ateident?

£xact Names? !nsurance (:ompany S

S[TUND. YES i

: Exact Name _m' iﬂsurang:e Company

Number of injuries reported

FINJURED lmpunant-

mxzsi equa! number eniered in "Tolal lmured” bc:x abwe
Eor, adc%shcnal mjunas, pmwde t"xe m%ormailcm ona separata pzeca of paper an attach.

Unit Ne _Name (Last, First Mi} Aﬁdf&zﬁ

ity & Slate -

Zip Code o smx 4. Bith Date Injury Code

H

i

VEHICLE Uﬂ it 'i - important ercle zhe numbers c%osesi s tha damaged areas

ﬂ ﬁ!t 2. !mportani Gircie ‘hs numbers Closest 1o he damaged areas.

DAMAGE Damage Estmate s T8 " Damage Estimate
{Reqmred) 4 1 Logl {if Known)
i ! J LR | 1
JUN N 3
) $ 4 3 2
PRO?ERTY Descrhe what was camagad. Property damage chides structures, frens. fonces, lowed dema. elc. Do ROT include vehicle demage.
DAMAGE — —
Daytime Phone MNumbst

Property Cwiner Full Name {Last, Ptrsl lu‘i} Rodress, Glty, State & Zip Code

{ }

N ARRA‘}"NE Print a biet description of the acsidert,

indicats North by pulting
an arow it the circe.

Q[AQRAM Dreaw g_uaskc pitture of

tha accident and location.

O

(Signatﬁ}é Required)

injury Codes: A=Severe, B=Noderate, CaMinor



Wisconsin Departiment of Administration
Bureau of State Risk Management
DOA-6413 (R12/2002)

Proof of Loss

Property Liability Sec‘hon
Administration Building, 5" Fioor
101 E. Wiison Street

: P.O. Box 77008
Madison, W1 53707-7008

This form is to be used when requesting payment from State Risk Management for a state-owned property loss.

Claims estimated 1o exceed $10,000 must be referred to DOA immediately for assignment of an outside adjuster.

L

Delegated agencies (currently.the Department of Administration, Depariment of Transportation, and UW-System) must

complete this form as a Microsoft Word document and aftach the completed document to the associated STARS claim file.

signature fo the above address.
Claims must be filed within 80 days of the date of loss.

Non-delegated agencies must submit 2 copy of this form accompanied by proper supporting documentation and an original

Agency Name and Sub-unit, if applicable

DOA/STARS Claim Number _

Organization Code

Data of Loss {mmidd/coyy) Time of Loss

7 AM
=

Describe in detail the cause of loss {e.g. theft, co]iisioa, fire, water,

"the damaged property (e.g. building, laptop computer, tractor, efc.).

efc.) and the exact nature of is Claim Being Pursued

Agamst Thtrd Party'?

53 Yes
1 No
‘Loss Description
Coverage Type:
3 Property Damage [0 Auto Property Damage
[} Suildingls) Vehicle Year
 Building Names. SEECRRTI . .. . Vehicle Make
Building Numbers and Class Code -+ Vehicle Model

(Fire Resistive = Class Code 1; Ordinary = Class Code 2;

Frame = Class Code 3} -

Contents

Building Numbers and Class Code
Money and Securities
Building Numbers and Class Code
Property in the Open

[] Boats

1 Laptop Computers

1 General Maintenance Equipment

[T} Machinery/Attachments

£} Non-licensed Vehicles

- Pdr{abie Devices

E:} Pampsf'f“ anks!Weils

[J Structures

[[- Other Property in the Open

Fleet Number

i Compreheﬁsive

1 Coliision

. State Property Involved:
[3 Bus
3 Car
I} Semi Tractor
[ Truck
[ ] van: largef12-15 passengers
(1 Van; smalifunder 12 passengers
[ Motoreycle

This document can be made available in accessible formats to qualified individuals with disabilities.




ProofofLoss 0 o
DOA-B413. w
Page 20f 2 .

Claims Costs Categories
- Property Damage o e R Auto-Property Damage

Contents: Collision P e
Contents D
Property in the:Open (PIO) s
Money and Securities 3 A Towing 5

- Other: _

Extra Expense . . $ :

{.ess Agency Recoveries: l.ess Agency Recoveries:
Subrogation - - : (s ) Subrogation (3 )
Salvage ¢ ) e e o Salvage 3 )

Subfotal : 4 Subtotal i

. lessDedutble: (8 )0 lessDeductible: . 6. )

$500 deductible: $2,500 for theft $500 deductible; $2,500 for theft

claims with no forced removal/entry. claims with no forced removal/entry.
' 'Buéfness"fntérrupﬁén deduéﬁbie :

is $2.500 or 24 hours of confinuous

non-operafion, whichever is less, per .
QCCLITENCE,

Total Amount of Clairn 8 Total Amount of Claim 3

Division/Institution/Campus Representative o Date (mm/dd/ccyy)

Agency Representative . “Date (mmidd/ccyy)

Risk Management Approval T Date (mmfddffi‘-y'?)--. |

This document can be made available in accessible formiats to qualified individuals with disabilities.
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General Records Schedule

Motor Vehicle Management Records

For use by
State of Wisconsin Government Agencies

RDAs FLEET001-014
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STATE OF WISCONSIN

DEPARTMENT OF ADMINISTRATION

Davision of State Agency Services
101 East Wilson Strest, Madmson, Wisconsin

101 East Whlson Street, 57 Floor

TOMMY 6. THOMPSON Post Office Box 7867

. Madison, W1 33707-7867
COVERNOR Yoice (608) 266-1011
MARK D. BUGHER Fax (608) 267-0600

SECRETARY www.doa.state wi us/dsas/dsas. htm

Date: May 19,1999
To: Agcncy Fleet Managers, Agency Records Officers and Agency Fleet Management
Coerdmators

From: _Geoffrey Wheeler, Ads ol
“ o Division of State Agency Semces
: -_Depa:tment cf Adxmmstratwn

Subject: - Genaral Records Schcdulc Motor Vehicle Management Records

The attached General Records Schedule Motor Vehicle Records was developed by the Records
Management Section, Bureau of Integrated Document Services in conjunction with staff from the
State Bureau of Transportation Services. The Public Records Board approved the schedule on
May 19, 1999 establishing statewide policy guidance for retention of these types of records.

The document provides guidance for managing 14 different motor vehicle related records to meet
all reasonable needs. The: general schedule pmwdes the Qppormmty to manage these records
: eﬁicienﬂy and canmstently among state agenczes e e e . :

This schedule compliments emstmg general record sched&ies that have been deveioped for fiscal
and accounting, payroll related, purchasing, and state administered workers compensation
program related records. These general schedules approach records management from a
statewide enterprise perspectwe With your active involvernent and support, this general
schedule offers the opportunity to reduce expenses associated with maintaining records while
preserving adequate program documentation for both program eperatwns and statewide
historical purposes.

If you have questions about these schedule or suggestions on how to improve the presentation of
this general schedule contact Steve Hirsch, Department of Administration, Records Management
Section at 608 266-2936 or E-mail at Steve.Hirsch@doa.state.wi,us




STATE OF WISCONSIN
DEPARTMENT OF JUSTICE

Date: May 19, 1999

To: Agency Fleet Managers,
Agency Records Officers and
Agency Fleet Management
Coordinators

From: Karen E. Timberlake
Assistant Attomey General
Member, Public Records Board

Subject:  General Records Schedule: Motor Vehicle Management Records

Thc General Recerds Schedule Motor Vehxcle Records was developed by the Records
Management Section in the Bureau of Integrated Document Services in conjunction with staff
from the State Bureau of Transportation Services. The Public Records Board approved the
schedule on May 19, 1999, establishing statewide policy guidance for retention of these types
of records.

The document provides guidance for managing 14 different motor vehicle related
records to meet all reasonable needs. The general schedule prowdcs the opportunity to manage

| . these records efficiently and consistently. among state agcnc:es Rctentmn peneds specsﬁed m3_ e T
*“the document are sufficient for legal PUIPOSES, - '

Agency. staff should follow the retention periods established in this schedule and
routinely destroy records afier the time periods specified have. passed. Do not destroy records
which are the ‘subject of public records requests, ’iit:gatmn, caurt orders or audits mml the
specml need for the retention ends.

If you have questwns about the legal interpretation of motor vehicle related records,
please contact your agency Fleet Maneger, Fleet Coordinator ot legal staff. If your agency does
not have a legal staff or Fleet Manager, you may contact me at (608) 267-1300.

KET:mmp



Statc of Wisconsin \ LEGISLATIVE AUDIT BUREAU

JANICE MUELLER
STATE AUDITOR

SUATE 402

135 WEST WILSON STREET
MADISON WEISGONSIN 53708°
(608) 266-2818

FAX [508) 267-0410

DATE: June 1, 1999

TO: Agency Fleet Managers, Agency Records Officers, and Agency Fleet

Management Coo%
FROM: Thomas L. Mickelson, €hair Public Records Board

SUBJECT:  General Records Schedule: Motor .Vt;hicle Management Records

* The General Records Schedule Motor Vehicle Records was developed by the Records
Management Section in the Bureau of Integrated Document-Services in conjunction with
staff from the State Bureau of Transportation Services. The Public Records Board
approved the schedule on May 19, 1999 establishing statewide policy guidance for
retention of these types of records.

The document provides guidance for managing 14 different motor vehicle related records
to meet all reasonable needs. The general schedule provides the opportunity to manage
these records efficiently and consistently among state agencies.

As a member of the Board, I have reviewed the general schedule and am satisfied that jt .
allows for retention of motor vehicle management related records o satisfy both federal

and state-audit requirements.

If you have questions about audit requirements and retention of records, contact the
agency. program manager, agency chief financtal officer, or intemnal auditor. ' If you still
have questions after consulting with theses individuals, contact me at the Legislative
Audit Bureau.

TM™M/ao



Purpose

The purpose of th:s schedule Is to

+ Provide agencies thh umfcrm gmdeimes for tha retantion anct dzsp{asahon of motor vehmie
related records; o e

» Ensure that agencies retain these records as long as needed for nternal administration, and -
to meet Eegai ﬁscai historaca! and other state of Wisconsin and federal requ:rements

. Prcmote cast-effecﬁve management of fecerﬁa and

. Pfcwde agenmes w;th Iegat authorxzatson io d:spese ef obse!ete racords on a reguiariy
scheduled bas:s aﬂer m:mmum retentzon peraods

_ WHO MAY {JSE THIS SCHEQULE?

Agenmes inciuded Thzs generaE scheduie appires in aH Wzscans;n state agencies except the ... .
University: of Wisconsin System and it's institutions -UW staff with cguestxans about motar vehacte
related. records sheuld contact their deszgnated agency records officer. - . Do

All agencles we!t find the record senes categories and retention peniods fisted in this. decument .
relevant n managmg mator vehzcle refated records o

SCHESULE DGES NOT REQUIRE CREATION OF RECQRDS

Not all agencies may have ali the types. cf mctor vehscle relateé records lzsted in this schedu
This schedule doss riot require records to'be-created by state-agencies it provides. poiscy
gusdanca fc:r those racerds that are created received and used hy stata agenmes

Thus genera! schedule covers record series whach agencies creata and use for ati aspects of

motor vehicle management. This includes general transportation and work related automobiles it -

also :nc!ades vans, trucks mctorcy;:les, anci oihar matonzed vehscies

To make the document as usabie as pnss;hie the mformahan 15 presentad by funchanal aregs; As f
the primary agency with statewide fieet management related responsibilities; the records of the:
DOA Bureau of Transportation are included along with the records of state agencies Agencues
may use different terminology and r may file record senes d;fferentiy However, the functional -
areas should be smmilar for aii agem:zes and the retenhon persods app!y, regardiess of the f lmg
arrangement used '

Sometimes this document suggests, but does not require that records be filed iagather asa umt |
if record series with varying retention periods are filed together as a unit; 'the reténtion period of

the-Jongest record senes wm c:antroi ail {he records; n ﬁte ﬁle R&CD?’& senes ccver the fo!iawmg
funchional areas .

-Program Management and Administrative Récofds

-Acquisition and Disposition of Vehicles




-Motor Vehicle Maintenance Related Records
“Motor Vehicle Asssgnment and UtzElzatson Reiated Records

Motor Vehicle incident/ Accident Related Records. Note records n thzs functsonai area
are duplicates: The official records are retained in the office or depariment with, nsk ..
management respnns;bﬁltses e

ELECTRQNIG RECOR{}S

This schedu!e apphes to me efectmmc data mamia ned by the DOA Bureau of Transportaben and
agency vehicle/fleet management systems as well as paper-based record-keeping systems. To..
the extent that the functions of agency systems cover the funct;ons descnbed for the records mn
this scheduie use the apprcpnate retefition: scheéu!e . : s

Attachment B and o caﬁtam summary mformatmn about the !wo database systems maintamed by'
meDGABureau chransportanon BEEEPA N L Sl s

if agenclas have addtmnai vehacie management reiaied reaords that are. mat c.overed by. thas or

‘othersiate generai records schedulgs contact the resources: Listed below: under "Fc;r Addmcnal
lnformatfcn ané Asssstance pnar o davelopmg aseparate schedule.. - vk

FOR EFFECTNE USE GF THIS SCHEDULE

ldentify the’ Oﬁiclal Document, the Agezmy Record Ccpy and Other Working (:eples Some

motor vehicle management’ reiated records are produced and maintained in: ‘multiplecopres  This. -

scheduie covers ait coptes :}f the record mc!udmg the fe[!owmg

Official Dncument' T he m’*ﬁmat dacument is the record senes thai is most iakely to he used far
mutt;-agency audlt purposeﬁ Th;s deaumant is usualiy located . : : .

The Bureau ef Transportation E)sv:s;on of State Agency Semces Department ef Admanastraﬂcn
or central vehlciefﬁeet management unats es&abizshed by DOTorDNR. -

The cfﬁmai dscumant musi ba ;dentiﬁed by each v tate agency fcr aii recorci senes

Agency Reccrd C:opy The agency shouid a!so tdentify the agency record copy and ts- iocat:on
in the'agency The agency tecord copy 15 that copy that must be reta;ned to satzsfy any agency-
speciic: audat cr legal ;fequ:rement cf the: agency s operatian ' e I

wgrkmg cnpies All c:ther cepzes of the femrd are cons&dered workmg or canvemence mpﬁe«s in
the interest of efficiency, do not keep these copies Ionger than needed If you donotneed
gonvenience copies in the office, discard them as soon as practical Do not send them to the
State Records Center

Note Generaﬁy workmg mptes shcu!d nct he retaaned Eongar than f:he ofﬁcnal document and
agency copies of the record, because of the costs associated with conhnumg to maintain them If
an agency continues to retain convenience copies beyond the retention perods set for officialand
agency copies, the agency will need to provide appropnate access to these copies in response to
audit or legal requests and per Open Records Law. _



S methods o mark ﬁtes when they ciose

Records Series Titles and Categories Titles of record senes may not be the exact ttles used
by an agency for. each record or records series. ‘The schedule requires some interpretation.and-

application to specific agency tities of motor vehlcie related records f agency staff-are: uncertam o P

about the schedule’s application to a specific group of records or néed assistance, ‘see "For -
Addihonal Informataon and Assisiance sectaen tp adenu{y saurces for advzce

Page 8 hegms alistng of each record serles, summanzmg the rekentmn raqu;rements for ofﬁcna!
agency and working.copies of the records Each record senesn-a functional area.ss described in
narratve. detazl including fi Tists of forms, reports and other items included m the series. All. ztems :
wrthm a serses re!ate fo the same topic and have the same retentrcn requlrements

For easy. reference, you may also consult aﬁachment A Motor Vehsc&e Re!ated Forms By
Associated Racord Senes S e .

THE: SGHEDULE iS A TOOL FOR PROGRAM IDOC&JMENTATEGH

Agencles neeci to aintair i3 al -ofjmotor vehscie operattons transacﬂans
and activities to meet internal adm:mstratw needs, legal purpfases and program -and financial. - e
audit requ;rements Thls schedxz;e provndes agency staﬁ’ w;th a sound bas:s fm adequate prcgram S
documentataon R . o 4 - SRR i e

Agency recerds management off icers and snformatacn technalogy (m staff shou!d work w;th ﬂeei
management staff to implement organized fi ling systems and design information processesithat: ...
are consistent with effective, efficient records management principles. Design filng systems to
mieet staff mfcrmahcnal needs and famhtate crass-reference to retenncn and dasposman gmdance _
mthlsschedule o ST s e

The agancy shou!d use this schedute o dtspose of records that are nc tanger needed on a -:_ e
continuing basis. Implement the retention and disposition policies in this schedule in a timely and”
efficient manner “To facilitate dispcsmcn agency staff shouid f:ut cff files: pened;caiiy and deve&op o

N For mast motor vehac!e related recards the ﬁnal dsspasmon is ’*Bestmy nonﬁdential A few recard :
senes may contain histoncal value These are indicated in the schedule with a disposition of -
“transferto the State: H;stonca! Sac;e%y fcr arch;val preservation, after the mtizc:ated time penods__

RETA!N!NG REGQRDS BEYQ?QD THE ESTABL!EHED TiME PER!OQS

Agenctes are requ;red to fcatlaw ﬁ'ifs scheduie far apphcabie ramrds The establxshed retent;on _
periods and disposition directions are state policy reguirements for motor veh;cie reiated fecurds .
Records may be de!ayed from dastructaon under the foik:xwmg conditions. ' '

Particular recerds arg hava been fdenttﬁed as needed for a ﬁnamzaf or performance audl’r
Records are needed for an actual or imminentjegal proceeding; or. .

An open record requast fcr retneva% of partscuiar reccrds has been recetved and nut
“corpleted g _. s o

The Wisconsin Open Records Law 8 18 35 5} Ws Sta!:s forbads ihe de$twctmﬁ of any record o
after an inspecton or mpymg request until the request 1s granted, or at least 60 days afterthe
date that the requestis deried, Court crders may extend this time per;od The agencys iegai
custodian of records can provide advice : _ L

It 1s the responstbility of the office holding the record to'dete'rmsne if an aud, éu’tiéétion,' ‘or an open
record request is pending, before disposing of that record



Official and agenéy:-:rééord-éggs? ofmact;verec;ords _t_iﬁafmust_ be retained for an additional penod

of time before the expiration of their legal fetention requirements, should betransferred toalow- -
cost, mactve:-récords faclity, such.as the State Records Center. B O M

CONFIDENTIALITY OF MOTOR VEHICLE RELATED RECORDS

Some mQtof:f\(eﬁiéile}eiaied'recards"obntam Qbr_aﬁdgnéai_;cr restnciedaccess recordssuchas

employee social secunty numbers However.n general, most of the records dentfied mthis ~

schedule do not contain confidential of resiricted access information and are hkely open‘to public
inspechon - S g - et el ko i g
If in doubt as to whether or not a specific record | confidential. it is always a good idea to check
with agency legal counsel I your agency does not have a legal counsel, an Assistant Attomey
Generalin the Department of Justice should be able to-provide advice. .

The term *destroy confidentia i issed throughout the document for those records without
secondary historical value. ltis prudent o destroy state ._{emrd's_-im"af'qqﬂﬁdér_aﬁgi‘ma_nnet.-C_'an'iact -

the Department of Admimistration {DOA) Records Management Section 1o discuss available - -
options for confidential destruction of records Quﬂytrigiateas_';shoujd use locally available faciities - -
capable _9_f_maéﬁqg stale criteria for confidennal disposal of records B
PERSONALLY IDENTIFIABLE INFORMATION .

Some motor vehitle related records, in particular, those related to individual state employee car - o
utilization and assignments contain personally identfiable information within the meaning of this
term, as defined in s 19.62 (5), Wis Stats. Each record senes below that may contain personally
identifiable information is identified with the statement “May-contain PLinformation”. .~

Agencies should be-aware of the req urements in Subchapter IV, Personal Information Practices,
qf_.-f;hapt_er-‘!sof_t_b_e_'_sta_te-sta;qtes_--_ ST S S

FOR ADDITIONAL INFORMATION AND ASSISTANCE

Agenéy personnei should consult with the following resource staff for addatbnéi mfeu:'mati'cr'z.éﬁd'
asgistance oot e - o

Larger agencies such 'a's DO‘_Y,'_and DNR have dwgnétéd_ﬁéet Euanégeré 'Eaéﬁ:ag'enéy h'as:-"é
designated agency fleet coordinator Most organizations 2ssign travel-related responsibilities to

designated imdividuals -

DOA Records Management Secton: The DOA Records Management Section provides free
training sessions, as needed, on implementation of general record schedules. The Section can .
also answer general records related questions and assist in interpretation of records schedules
The Section mainitains a WEB page \with usetul information on the management of records. The
site includes other approved general record schedules in other areas 1t also includes names and
addresses of each agency designated records officer The address IS’
ht{p:ﬂwm;dqa.$tate.§€a;u’s{dsa‘sf:e¢orc§$?ngﬂ SRR i

Records Officer, Each agency has a designated Records Officer who serves as liaison tothe
Public Records Board The Records Officer is responsible for agency-wide records management.
planning, program development and assistance.



Agency IT staffs Agency IT staff mantain and develop database systems that suppcrt the
agency core business functions T staff also support the infrastructure such as workgroups and
E-mar that are used to conduct agency business. '

MOTOR VEHICLE RELATED RECORDS IN'WISCONSIN STATE
GOVERNMENT

DOA, DOT and DNR operaie vehlcie ﬂeets under detegaied DOA author;ty ln Ws Siat 16. 04,
FLTMGT is used fo designate the records of these organizations. Other agencies may have fleet

coordinators who serve as contact person for motor vehicle related 1ssues. AFC or agency fleet

coordinator 1s used to designate these indwiduals. Agency staff that drive are etther assigned a’
vehicle or use'a pool vehicle: DR 1s used to designate agency authorized state staff and others
who drive state vehicles dunng the-conduct of state business. - _

in those instances where records relate to drivers such as ass;grzrnent of vehicles it is
recommended that the records be retained inthe employees official personnel file or the
supervisor's copy of the personnel file ‘Maintaning driver-refated recards in separate files is
acceptabie am;i may even be preferab!e far freq uent ﬂnvers _

Seethe PersonneF and Reiated Geaeras Schedu!e, itemns PERS‘E 24 and PERS125 A separate _
category in this schedule, PERS 129, covers drug and alcohol test records required under federal -
taw for certam caiegones of dnvers o

The DOA mamtams two database sysfems re!aied ta motor veh;c!es The state ﬂeet management _
information ‘system contains information about all vehicles owned by the state fnfcrmatron L3 B
tracked from the procurement ta the disposal of each vehicle _ o

The second fleet system s used by the DOA Bureau cf Transpoﬂataon to manage car '
reservations, billings; vehicle maintenance and ;zwen!ory management DOT, and DNR may | have
~ similar systems to-manage these functons . R . N

: _See Appendnces B and C for more mformaﬁon on these two systems e

This schedufa does not include the ﬁscai records refated to chargebacks for internal state use of
motor vehicles, These fiscal records are covered under the state Fiscal and Accounting General
Records Schedule (See vouchers identified as 90007 with a retention of FIS+4 or FIS+6 years if
there are special federal audit requirements )

The functional areas of the schedule are. Program Management and Administrative records;
Acquisition and Disposition of Vehicles, Motor Vehicle Mamtenance and Related records, Motor
Vehicle Assignment and Utihization Related Records and Motor Vehicle Incident/ Accident
Related Records



LEGEND

ELTMGT refers to the DOA Bureau of Transportation -and the fleet operations upits at DOTand

AFC refers to the Agency Fleet Coordinator, a person assigned mn each agency or sub-unitofa
targe a_ggn_qy;t_{:_;:gpr_dl-:iaig"ﬁeet_q's”e'fi@a-]t_hg_-'c_:rgani_z‘at%on-:-':'-: S e s e T

DR refers to iy

Retention Period is the length of time an office must k_ee;i pérﬁcﬁtar;r'eﬁd:rd_é This is usually

expressed i terms of years, months, days and may be contingentupon an eventdateor: .. ..
specification date that riggers the “clock’

R refrs o creatin, Creaton relention periods statwhen a ecord s created orrecaived. o

| EVT refers to event Retention periods tiedtsevemdatasdenetbegmuntxttheevenwccursand o

th_e.-'re_t_entgan.,ﬁg)g_peﬁng_i_s.f_then_tng’g‘ereﬁ_; For exampla, If a record senes has a retention of EVT+
1 year and the event is defined as the ife of the vehicle all records in this category wouldbe. . . .
retained one year after the vehicle is sold. scrapped or otherwise taken ouf of service. - [
FIS means the current fiscal year. Therefore FIS+4 years indicates that these records must be
retained for the current fiscal year and four complete prior years. The Legislative Audit Bureau.
nas determined that most of the motor vehicle related records In this schedule should be retamed
for FiS+4 years to satisfy audit requirements Unike CR and EVT retention periods record senes ..
dentified as FIS are managed in biocks by fiscal year

Disposition is the final state in a tecord’s life cycle; mvolving either destruction; transferto .
inactive storage with destruction at a specified later date, or transfer to-either the State or UW -,
‘Archives for permanent preservation. . . . L



PROGRAM MANAGEMENT AND ADMINISTRATIVE RECORDS

FLEETG&'! ': Siate Metor Vehic!e Po!:cy and Admtmstration Subject Files,
Includes adm:n;stratmn of mctor vemc!s retated pcﬁmes m accerdance wnih statutes and o B
requlations Inclides butis: nat limited the DOA Fleet. Pcﬁcy and Procedures, budget 1ssues,
allocation of vehicles to agencies, avallability of vehicles, cost accounting for travel, state '

comphance with federal mandates, and development and gmplementation of ﬂeet management

policies and procedures for agency staff:
These are ongoing issues with-no-definite ending. date - -
FLTMGY FiS+4 years (Mamfa:n and “cut off” files in fiscal year blocks)

AFC+DR _ EVT+D time (Keep current set of approved pciscles and directives
o iDestroy superceded maienais) S

ﬁfsposmon : Destroy a!l

Nota Purge dupticates, draﬁs and non«reccrds penudtcatly

FLEEToaz: Metor \fahzcia Reiated iject Files

Motor vehicle’ pmsect files: may mclude but are r;at Etmﬁed ta attemative fue!s research grants
related to energy efficiency, depreciation issues relating to. vehicles, trends n veh:cia resaie and
energy use Project files have a definite beginning and end date

FLTMGT+AFC FiS+4 years (Maintain and “cut off" files m fiscal year blocks)
| iS:éﬁds:tien Destroy all

Note Recommend using project files rather than subject ﬁ!es whenever pessab & Purge
du;ai:cates, draﬁs and aon-raecords ;;enad;caiiy A _

FLEETBBS _ Motor Vehicle COrrespondence Files

Correspondence in the operating unit responsible for mamienance and cpenanon of mctor
vehicles not covered. e!sawhere n this scheduie

This senes may contain PI mfonnahon

FLTMGTand ... . ... ... .
AFC CR+1 year
Disposttion Destroy all



FLEETO04  Ride-Share Promotion Administrative Program Files "= -

The Ride-Share program matches dnvers and riders that are interested n car-pooling. The . - .
program is authonzed by Wis_ Stat- 85 24 Records include ists of cyrrent car-pool members,

people interested in driving others, ﬁ;:gé(:;p@é-ﬁiﬂ'ter’eétﬁe_d in nding with-others; the locabion where .. .

these individuals live and where they commute to work Wis Stat 85.24(4) identifies specific. .. -

informaton related to nide-shanng that must be kept confidental

This serieé may contain Pl mfor.r.l.'!:._a._ﬁ.o.n and conﬁden&aal records B
FLTMGT FIS+4 years (Current fiscal years ahd 4 back years) - -
AFGHDR e _ L

Disposition SR D"eétmg -; e

FLEET%S yan Pool Pfcgmm_Ac_i-iz_ﬁnistr'ati'v'é"Prdgrain.?iiés_- G

The state vanpool program provides state vehicles for employee travel to work from those areas o

Al of the costs associated with the program are recouped through user fees that are charged to
program participants These files include van assignments logs, nders, drvers, passengersfor. -
each van and waiting lists, if applicable The program manages payments for the vanpool

program’ This file also includes the source documents for calculating costs for participants-as weil

as incentives that are provided for van drvers to off-set their exira responsibilities. -
This senes may contain ?i_;nf?ff"?:ﬁn .. -
FLTMGT: . - _gr_fi_s%z_l.yeags

R o

Dispostion” . :;_De_.gtray .a_H____ o o

ACQUISITION AND DISPOSITION OF VEHICLES

FLEET006 Motor Vehicle Aci;uisi%icn*ba’ééFiie' :

Includes records relating to purchase of vehicles by thé’é___i_éie ‘May include bid specifications for

types of vehicles, score sheets, winning bids, losing bids, bid working papers, special bidding -
terms and conditions, vendor lists, estmated delivery cycles, time frames and other related
information ’ S e
FLTMGT FIS+4 years (Maintain and “cut off” files n fiscal year blocks)

AFC EVT+0 time for other copies Eventis when no longer needed for
adrministrative reference. a

DR NIA

Disposition Destroy all
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FLEETO07 Motor Vehicle Sales and Surpius Reiated Records

designating. vehicles as surptus information on auctions, auctiongérs, planned auction yields, and .-
related Information’ incfudes htle release mformation for vehtcies sold. Financial information from -
this record series feeds info the agency and then into the statewide accounting system. - .

FLIMGT FiS+4 yéars (Maintam and “cut off” files in fiscal year blocks)
EVT+0 time for other copies. Eventis when no 3onger needed for
admlmstratscn and reference :

AFCHDR N/A
Chsposrtaon Desiro? alt.

.FLEETOGS _ : -._'Veh:cle Tt!es

_"Ofﬁc;aﬁ utie mfonnation contamed n form DOT w 11 for each vehmie purchaseﬁ dcnated or .
N -otherwsse :::b:a;ned by state agenctes B _ _

FLTMGT S EVT +5 years Event 15 daie vehlc!e 15 sold or scrapped o
EVT+0 time for other copies. Event 1s when no longer needed for
administration and reference.

AFC+DR NfA Y

DlSpOSEt!Oﬂ o Funrvard tttle to new owner Bestroy for scrapped vehicles ™

L

Note. The DOA Bureau of Transpmahon mamtams the eff cial title fcr ali state-ownhed vehicles. i
desiyedagencies w:th de!egaied ﬁeet managament resp _sxblimes may mam’cam duphcate btie s
. informatton e : L SR S e

MOTOR VEHICLE MA?NTENANCE.RELATED RECORDS

FLEETOOB Mator Veh;cle Mamtenance Recards

Records doaumenhﬂg semce anc% repaar erders to motor vehicles These recerds ncrmaﬁy
include maintenance orders, logs, copies of fiscal documents; such as. reqwsxtaons or purchase .
orders for parts or services, vehicle warranties, operation and repair manuals and parts lists
includes information'on mamtenance perfermed hcth by cutszde confractors and state. staff. -

FLTMGT and AFC FIS+4 years (Matntam and cut off” ﬁfes in ﬁscal year b[Qcks)

Ensposthon, Destroy all

I

Records related to transfer, sale, donation, salvage or exchange of vehscies lnctu:fes forms ' |




FLEET010 Sup_pi';es" 'é-n'd E"'aft.s'l'niileh!ories' '

RunnINg -inve’ntones-6f':£utqrﬁo.bila related supplies and stocks of expendable materials suchas

gasoline; natural gas; propane; o, grease, filters, etc These r eports describe the materiafand -

indicate current stock balances: .o .

FLTMGT ) S FISsAYears o o

G and DR e r@IA et omeel s

Disposition. Destroy

ﬁLEE‘{G-‘M Supplies and Parts Disbursement Records

' Records documenting disbursement of the above described iems - . -
smm ?sﬁsﬂxyeafs'_'(b}fésntélﬁ:_aﬁa cutoﬁ” ﬁiés_iﬁ fiscal yaar blocksj :
AF&'?I\C_!_.D_R _ R!A N : : S O e el
Disposition | Dééﬁ‘dy. 2 : s

Motor Vehicle Assignment and Utilization Réiaied Recéfds_ |
FLEET01Z Motor }tehi_;:_!__g -.c_gm_m;,_As_siggmen_t _and _Qgeratgr_pfsg__#eccrds
inciudés:;e;:t;s;,ds refating tg:-x__:ﬁd;x)id_u:a_t?mpioy_ee_ opera_t_lﬁn_s .éf siat.é-owned. #ehicies znciudm.‘g -

driver licenses, ca_mpias__nt's_'ah_g__fQEicwfup"a"’_b;}ﬁ_'t_j_t_ misuse of veh icles; réstnctions on drivers it any,
. .and documentation. that employees have receved copies of fleet policies and procedures- These .

L .‘-_;féf_,i;’)jf{i_s-ffdo_s:_nma_zét-ia_g’g’r_i_c_y3-és_stg'n_m'_ers_§§éfgf motor vehicles fo emplayees The records also-
" Gosument motor vehicle use and assigment of license plates to specific vehicles. includes

completed documentation on reservations for pool cars, individual trips, driver profiles; check-in. -
and checkout logs This information (s typicaily covered in completed vehicle use agreements
(DOA#3103), pool car requisition forms (DOA#3101), and non-availability ships {no form number)
orequualents - S -
This series may ccintg‘arfﬁc}_nﬁd&n_ﬁal__s;oclai secunty .nuiﬁbe‘#é and Pl information o

FLTMGT and AFG *  EVT# year (Event s the date of separation from service with the state
or recision of authonty to drve a state vehicle

PR Not.applicable

Disposition: Destroy
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FLEET013  Motor Vehicle Cost Accounting Récords

This series also pmwﬁes detazled data relating to costs and expenses assoctated with each .
vehicle. These records include requests for vehicle assignment, assignments and use logs, and
reports The Daily Vehicle: Mlieage Log (DOA#3472) and the Monthly Vehicle Usage Report
{DOA-3223) are mcluded m thss series -

This seres may canta;r; conﬁdentzal social security ﬁumbers Pi ;nformat:on '

FLTMGT FISM years {Maintain and “cut off” f‘ ies in # f sca! year biacks)

AFC+DR EVT*D tlme for other copies Eventis when no Eonger needed for administratve
reference e _ .

Dispasmon B _.Destroy
' Metor Vehlcie lnc:dantl Accxdent Re!ated Records

:;FI..EE"{O'I& ' Vemcie inc;dentmcctdent Recurds

Recerds and suppertang matezzats documerztmg accxdems theﬁs and other mc;dents mvo]vmg
state-owned vehicies. Typically this would include the Vehicle Accident Report (DOA-8496),
Drivers Report of Accident (DOT MV 4002) f damage to government property exceeds $200 and
associated police cztatmns and reports

This senes may contain wnﬁdenﬂai information such as medical records and social security
numbers The: senes contams Pl mfarmat:on

Note These racords are duplicates The retention penod in the properly, Etabllzty or workers
_ compensation insurance related case files are the official files and the retention is longer,

. particularly o workers compensation cases whers the records are retained 30 years after the
- case is closed : The records may also. be duplicated in legal case files: Pnorfo disposing of these

records agencies must insure that the relevant records involving legai actions have been
transferred to the DOA Bureau cf Risk Management, agency legal counsel and or the Department
of Justlce

FLTMGT. DR EV';’_ﬂééér;Ejeﬂi':s date case is c}_c’:séi_i

AFC+DR EVT+{ tima for other copies Event is when no fonger needed for
: adminmstrative reference
Dispostion: Destroy all
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Attachment A: Motor Vehicle Related Forms :B_y.Assagiatec_i Reg;o_lj_c_!_s Series
DOA#3103 . "_-'Veh;cie useagreements oy : e . FLEET012 _
DGA#3161 - :.:'-.-.Pooi car requisttion: forms | o '_.V_IFZLE;ET'E}?Z. -
DOA#6496 © Vehicle Accident Repert Y RLEETO
DOTHMY 4002 Drvers Report ofAccadent T FLEEToM4
Noform# _Non-availabmty S!aps S rLeET0M2
DOA#3472 - Daily Vehicle Mileage. z.ég o "FLE_ETQ';_:':,T*
DOA#3I223 Monthly Veh:_cie Use Reports FLEETO13 |

DOT#MV 011 Vehicle Title and Plate Registraton - FLEETO08 . --

No form # : GasokneiEméno!!othe_r fuel Purchases _FLEETOﬁ
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The system tracks the fleet vehicle inventory and the associated starus that each carries. In addition it
tracks the drivers that are authonzed to use fleet vehicles and the liaisons that each agency prowdes for the
mteractzcn with ﬂeet : .

System tables. o
There is a large number of support and reference tables that are used in the system

Reports:
The system currently has i excess of 150 reports concerning ati facets of the systcm many of whxch offer W
a vanety of sortmg and fi Itenng capab;laty e i _ 8

Van mel

The \?au Pmi Sys:em (‘v’ P} hzs WO main componems V&btcie and deershxp o

Veh;cie Campanent, S : i . A

The vehicle ;:ompaﬂcnt is wnttcn in Onmx Flle The vch;clc cnmpc:;em of the VP systcm perfezms the _
samé functions as the Fleet system. It tracks the aceumulative miles, maintenance, sale and procment of
vans.: Becatse of this the vehicle portion of this system willbe whci!y encumpassed byt the ] I
Vehicles from the Van Pool will be treated like any.( other. ﬂeat vehicle. Wha£ will dif txate them ﬁ‘am .
fleet vehicles will be the status of the vehicles. {Van Pabi} o :

Ridership Component: ' . B
This component 15 written in Multi Plan (a spreadsheet). This component kceps track of the riders in the
van pool. In this context a van is group of riders that use 2 particular van for transportation. Each van is
by statute required 16 be self sufficient, Therefore each.van has a total cost associated with i basedupon
it’s size and the number of miles it travels.. Theid 1 uféd to pay this cost. In addition there : are
roles that are raqmted of some of the riders. Thers is a driver of the van' {must be a state emplcyce), s
' st be a state empieyee) anda coardmam Each_of thcse mles : qnal;fy fora dis mmt' .

' dcpandmg upon zhe mic(s) The system mnst be ablc o track these mles and the amouat ach’ person s
required to-pay:: I addition the system mustaidin the anaiysm af thr: cost to each nder whm ﬂ::e ndcrshxp" a
andiormdesavann-avalschanges e et e

This pomon cf tﬁc system 13 s‘iatcd for ﬁmhe: malysxs pear the md cf the prq;ect. Prcimmary anaiysxs
indicates that there will be a table required for the vans with a master / detail relationship with the riders, -
In addition ti:e:e will be a support table that will hiold system Information (cost per mile, role discounts
allowed, etc.). There will alsobea table that will hold the payment information. Vanous repar{s will also
be required. These will be identified later in the project.

Auction & Procurement:

The Auction & Procurement System (A&P) has three main components; Inventory, Auction of Vehicles,
and Procurement (i ¢. producing bids and bulletins).
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" approximate cost of the veh
réports produced for use

Inventory component, v ' o : HE R

This component holds information on all vehicles owned by the state, There is also a lustory partto this
component that holds this same information concerning the vehicles after the vehicles have been sold. ‘This
mformation is retained for 5 {or more) years. All new vehicles in the state are required to be entered into

this system.

Procurement COMPONENt: .. . ool o s
The proturement component gathers information from the agenciés s to their vehicle requirements for the
coming fiscal year and with this information produces bids and awards bulleting for the procurementof - -
vehicles. The A&P staff is required to approve all new purcheses (along with the Secretary’s approval).
Most new vehicies are to replace vehicles that are to be sold. This component tracks this on going process. *
it tracks the requests from the agencies, the approval or denial of these requests, whether thése are '

additional or replacement vehicles (and which vehicles they replace) and produces reports showing which .
vehicles have been approved, which have been denied, the number of each type of vehicle to be bid, the

of the vehicles (for use in agency budgets). After this process there are cross tabular . .
vend ng on the vehicles. A vendor may bid on one or more types.
The bid is awarded to the Jow bidder. Inthe case of passenger.vehicles the . '
ropg, cost of money, resale: -

code) of vehi e bid is awan
renined through the lif eyl cost of the vehicle (bid price,

value). As thc apencies purchase new vehicles, this portion of the system, as well as the inventory section, "

gets updated so that at the end of the fiscal year the AZP staff can see which agencies-did not purchase all
the vehicles it indicated it would purchase.

4 of through state auetion (others are scrapped or dealt with in.

joris annually that are held irt approximately 6 cities . -~
eparation of aiction documents, the tracking of the. .
: archiving of the vehicle information -

it indicate what each vehicle is, the ng .
e sales prices is used in the post auction reports. .

the fees that inclade the auctioneers fees, Auction & Procurement’s fees .

These reports are used to calculate the foes that | e auctione _.
and the agency portion of these fees in addition to the amount each agency grossed. “Also there:are several. -

“auction performance” reports, These include the return against black book value; auction turn out, ete. At
the end of this the vehicle records are updated with their specific sales information and then are archived to
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Aﬁachmant B State Transpertatmn and Resale System (S'{ARS}
Genaral Desc:‘apﬁon h

The State Transportation and Resale Systam corziams information about all vehicles owned hy
the State Informahon is tracked from the procurement of vehicles to the dzsp{ssai of vehicles.

The. precuremant subsectlon entails fracking information about agancy new veh;cies requests for
addonal and repiacement vehicles and combining. ;nfcrmat:en from approved requests to
determine bid requirements. Also included in this subsection 1s the tracking of submutted bids and
the rank:ng cof bids based on defi neci crztena to aad in the selectten ef the bids fo be awa:ﬁed

’E‘he vehic!e mfcrmation subsect:en hoids :nfarmaﬁan about the vehtcle and tts current owner to
enable the Transpartabon and Travel section to respond to questzc«ns about the State Fleet This
section also allows vehicles to be flagged when they become surplus property o ensure that
. agencies dispase of vehicles that they requestad to be feptaced etther through aucbon sale as
-"'saivaga or mter-agenr:y trarssfer o : ¥ : o _

'_The mter«-agency used vehucte saie subsectscn keeps mformatmn abaut agenc;es seltmg vehscies e

E to other agencies, the amcsunt af saie anci fees assessed by Transportataon and Travel forthe
vehicle transfer R

The auction subsecnm keeps mformat;on about the vehicles fo be sold at specnﬁed auctionsand -+
the amount of sale &t the aucton Additional, non-vehicle ttems, can also be placed in the auction
file to allow the, trackmg of ncm-vehzcle sales _

After 'ﬁ'veh;cle has been sold at an Auction o sold as sa!vage. data aboui the vehtcfe 5 moved
i _tory ﬁie so that mformat;on about vehzcles szﬁd £ st:!t avauable o

All data wsll be kept for a pertod cf ﬁve years after it has bemme stattc Tms means tha: agency

5 cu!ate iife~cycle__ sﬁmtes wﬂi 8 reta:ned far five years aﬁ;er the purahasang ﬁscal year that
they' were used for: Inter-agency used vehicle sale data will be kept for five years afterthe -
transfer Auchon information about the sale of both vehicles and non-vehicles will be kept for f ve
years after the auchion date Vehicle data will be keptin a hastory file for five years after the
“vehicle is sold at an auct:ora or as salvage. _
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Attachment C: CcmprehensweAuto Reporting System (CARS)
Source DOA OCS S :

Fleet System Requirements

The Fleet System is a mission critical system used by DOA Fleet to run it's day 1o day business. It handles
all the reserving and assigning of vehicles, manages the inventory and costs associated with the vehicles,
tracks all drivers within the state (identified by the signing of 3 valid use agrecment) that use fleet vehicles, *
and finally bills the correct agency for the use of the vehicles and collects onies from personally assigned
‘vehicles that Bave been used for non state business.  The curment system is 2 LAN based system thatis . .
wwitten using Advanced Revelation, The current systemm has been experiencing severe prob ms.
= e size of some of t r tables (most notably the invoice and history files) and some . - .
performance pro! lems relating to this.  In addition ihe current system lacks some functionality thatis o

required by Fleet to manage it's vehicles in‘an orderly fashion.
Cpﬁpﬁnents_:_ B -
Rc'ser?aﬁbn. Sub System:

Reservations: :

The reservation system handles all reservations of fleet vehicles. Currently all reservations are handled via
the phone. It is desired that reservations be handled automatically via E-Mail in the new system. All fleet
staff handle reservations as part of their day to day business. Access to the reservation window must be
quick and not interrupt the staff person's current work. Vehicles may be reserved up to 90 days in advance.
Should 2 vehicle not be available for reservation the person reserving the vehicle will be given a non-
availability slip. The reservation process should conform to fleet rules and regulations concerning the use
of state vehicles. A mechanism for tracking the reservation process and number / type of vehicles being

reserved will be in place.

Assigning Pool Vehicles:

Pool cars are assigned out to people with reservations. In addition pool vehicles may be signed out to
individuals on a walk in basis should there be vehicles to cover this. When the pool car is signed out the
driver, destination and vehicle requirements are esther retrieved from the reservation or entered on line. At
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this tine the billing information {usecodes and percent splits) are entered. The fleet number of the
assigned vehicle is then entered and the vehicle 15 then considered to be “in use™.

Retum Pool Vehicle:
Returning a pool vehicle places the vehicle in a status of “avatlable”™. Additionally, it 15 now that the

information is captured that will be used for billing and historical purposes.

Billing Sub System.

The hsiimg subsyszem encompasses both the billing and historical functions, This information is created
for pool vehicles through the returning of poot vehicles, The mfounanon is created for the fleet leased
vehicles {functional, personally assigned, summer pragram} through the entering of envelopes. Each
person / agency (also Van Pool) that hasa leased vehicle is required to'send 1n a special envelope that
indicates the number of miles {ending odometer reading) the vehicle has been used 2long with how many
personal miles were used. - Individuals are required to reimburse fleet for the use of the vehicles for
_ personaluse’ mcludmg appmpmze state and’ county. taxes. In‘addition they must include the amouns of fuel
~and oil {(state and: commmnal} that bas been putinto the vehzcla ‘Also if' they have had an oil change this
information must be indicated.. With this information billing / vehicle history /- driver history records are
-'pro&uced along with the fuel rcccipt records. After the end of each month. (approximately the 12th of the -
month) a billing file is produced that is then upiaaded to the {}SBS Agenmes are then billed for all the
pool trips and Jeased vehicle charges that have occurred in the previous month. This information is then
available for historical purposes and for managerial reports that are used for the analysis of the fleet ‘
business.

Invoice / Vehicle Maintenance Sub System,

The invoice / vehicle maintenance tracks the invoices that fleet receives, the purchase orders that are
crcated and the maintenance that occurs to fleet vehi:_:ies. :

; The vendcr component mamtams a lzst of tba vendors ihat ﬂeet deais w:th in the mamtmance of theu"
vehicles.

Purchase Orde:s :
The system ‘maintains the actwe fleet pﬁfﬁhﬁS& oréem, :hezr n:'arrent ba!anees, :md 1ses, This is not the
cft‘ cxai system for tins, but is used to keep track of the status of purchase nrde:s {especially blanket orders).

Invoice:

Fleet tracks all invoices that come in for payment. They must guard against the authorization of payment
of duplicate invoices. All the invoices are paid by either purchase orders or by direct charge, In the case
of direct charge invoices, the system produces the docurnents for signature (envisioned to be totally
electronic in the future). In addition the invoices track the detail of what the charges are for and for what
vehicle,

Vehicle Maintenance: _

This section provides an overall view of the status and past maintenance each individual vehicle has
incurred. It shows the mileage of each vehicle (total and year to date), the amounts and types of all
services and their associated cost, mspections, and fuel usage.

Vehicle / Driver / Liaison:
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