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STATE OF WISCONSIN

UNIVERSITY OF WISCONSIN -
PLATTEVILLE

FLEET POLICIES AND PROCEDURES

(Excerpts for Functional Pool & Car Flegt Vehicles)

Authority: Wis. Stats, 16.003(1), 16.535(5) & (6), 20.916(4) & (7).

DEFINITIONS:

AGENCY: State Agencies and University Campuses.

AGENCY FLEET MANAGER: The employee who manages that Agency's vehicle needs. The Agency
may own or lease these vehicles. Usualy maintains records of overhead, depreciation, and other costs of
operation if the vehicles are owned by the Agency.

BUSINESS MILES: Milesdriven in agtate-owned vehicle by a State employee in the performance of
his’her job requirements. These are job and business related miles and are not reimbursed to the State.

DISPATCHER: The Agency employee who reserves and issues pool vehicles, and usudly reports mileage,
fud usage, and maintenance figures to the Agency that ownsthe vehicle.
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AGENCY POOL VEHICLES: A vehicle assgned to aunit of an Agency and used asacar fleet vehicle
within that unit for business on atrip by trip bass.

PERSONALLY-ASSIGNED VEHICLES: A Sate vehicle assigned to an individua State officer or
employee for business use.

NON-AVAILABILITY SLIPS: Written authorization to use an employee's persond vehicle with "full”
mileage reimbursement rate asissued by DOA Centrd fleet. These are sent to the driver by dispatcher after
the date the trip began and must be attached to travel expense report.

NONBUSINESS PERSONAL MILES: Milesdriven in a state-owned vehicle that are not business-
related and would not be reimbursed on atravel voucher if an employee were driving a personaly-owned
vehicle

POLICIES AND PROCEDURES

A.Who Can Use A State Vehicle

1. Only University officers and employees with avalid driver's license and two (2) years driving experience
are authorized to drive State vehicles. Exceptions may be made for University students and other agents of
the State with avaid driver's license and necessary experience when their action is deemed to be in the best
interest of the University, but must be gpproved by the Agency Risk Management Office.

2. Before being dlowed to drive any State vehicle, al drivers of state-owned vehicles will be required to sign
aVehicle Use Agreement and must receive authorization to drive by Risk Management Office. The Vehicle
Use Agreement will contain a provison that sgnifies that the driver has been given a copy of and
understands the Car Fleet Policies and Procedures. The Vehicle Use Agreement will aso contain a space for
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the driver's license number and informs the drivers of hisher obligation to reved changesin the status of
his’her driver'slicense.

3. All drivers who use gtate vehicles will have their driving records checked by the Owning-Agency Risk
Management Office with the Department of Transportation before drivers are authorized to drive a Sate-
owned vehicle, and annudly theresfter. Any negative change in the status of adriver's record may result in
the revocation of the privilege of driving a State-Owned vehicle. Whenever adriver of a State vehicle has
his’her driver's license revoked, restricted, or suspended, the driver is required to immediatdy notify hisher
supervisor and the Risk Management Office. Drivers who are refused the use of a State vehicle due to
his’her unacceptable driving record shall be rembursed at arate equd to the "full” business mileage
reimbursement rate established for an employee required to use hisher persond vehicle on University
business. Drivers who have been denied use of a state vehicle based on an unsatisfactory driving record may
request review of such denia by agency risk manager.

4. The use of Univergity Vehideswill be limited to authorized University organizations or activities on
OFFICIAL UNIVERSITY BUSINESS. Reservations for the use of the vehicles must be made by a
faculty/staff member. There must be a faculty/staff member or advisor present during thetrip. Use by
non-recognized university groups will not be alowed.

5. The use of a State vehicle by an employee who is under the influence of dcohal or drugsisstrictly
forbidden Any such vehicle use will be consdered aviolation of work rules, and may be grounds for
disciplinary action up to and indluding discharge.

6. For 15 passenger van operation, additiona provisons apply. Drivers must have a satisfactory driving
records, must be 18 years of age and have two years license driving experience. 15 passenger van drivers
must complete a2 hour training course. University bus drivers must hold avalid Wisconsin Commercid
drivers license with a passenger bus endorsement. Car Fleet bus drivers are available to departments.

B. How to Obtain General Car Fleet Driver Authorization

1. The Driver Authorization Form, the Vehicle Use Agreement, and the Car Fleet Policies and Procedures
Handbook may be obtained from the Purchasing Office, Room 230, Brigham Hall.

2. Complete Driver Authorization Form, etc. a least seven (7) to ten (10) working days prior to the
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scheduled use of vehicles.

3. Driving records will be checked by the Risk Management Coordinator with the Department of
Transportation before anyone will be authorized to operate a state-owned vehicle.

4. Drivers with more than six points assessed againg their respective driving records may not use a State
vehicle unless specific written authorization to do so is granted by the Chancdllor, or Assistant Chancellor of
Busness Affairs

Unless there are extenuating circumstances which are noted, disapprova will be automatic if any one or any
combination of the following is determined to have occurred:

a Frequency of moving violation and/or accident(s):

1) 2 or more within a 3-year period.

2) 6 or more traffic violation demerit points.

b. Viodlation within the past 12 monthsfor:

1) Drunken driving.

2) Driving under influence of drugs.

3) Reckless driving.
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c. Driver experience is very important. Rgection will be automatic where someone has.

1) Had their reingtated license in effect lessthan 1 year after arevocation.

2) Had their license less than 2 years.

3) Held license 3 years or less and has had 2 or more violations and/or accidents.

d. Judgment still must be used in accepting or rgecting any specific driver. If extenuating circumstances are
involved, be sure to note them on the form in an gppropriate manner. However, it is hoped that the above
will provide sufficient guidelines to assst in making such determinations.

C. How to Obtain 15 Passenger Van Authorization

1. The following requirements must be satisfied before a driver will be authorized to drive a University 15
passenger van:

a Beat least 18 years of age.

b. Completion of Driver Authorization procedures for generd car fledt.

¢. Two (2) or more years of driving experience.

d. Completion of the Van Training Sesson.
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2. The Van Palicies and Procedures Handbook and the current schedule of training sessions may be
obtained from the Fleet Digpatcher.

3. A training session schedule is set up each Fall and Spring semester. The sessons are announced by memo
and in the Intercom. Faculty and staff should assess their needs for the upcoming yesar, including the summer,
and schedule themselves and students accordingly. Students can not sign themselves up. The person or
department that they will be driving for must do the scheduling. Please bear in mind item 1(e) above when
secting driversto train. The session will acquaint the drivers with the vans and will include a behind the
whedl road test.

4. If the driver presently holds a valid Wisconsn Commercid Drivers license with a passenger or school bus
endorsement, he/she will be exempt from the certification course and will autometicaly be certified. Please
provide the Heet Dispatcher with a copy of the driverslicense. Thistraining does not have any vauein
obtaining aCDL license,

NO ONE WILL BE ALLOWED TO OPERATE A 15 PASSENGER VAN WITHOUT
CERTIFICATION!

D. Car Fleet or Personally-Assigned Vehicles

State vehiclesfal into two categories. those designated as car fleet vehicles and those designated as
persondly-assgned vehicles. Persond assgnments of vehiclesto individuals may be of any duration when
not in conflict with collective bargaining agreements. Vehicles may be redlocated between car fleet and
assigned datus based on Agency needs. UW-Plateville does not utilize persondly assgned vehicles, since
we do not satisfy the requirements for personaly assigned vehicles.

1. Car Fleet Vehicles

A car fleet vehicle will be tendered for our saff and students who have received their drivers authorization
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for dl officid State busness trips when avehicleis avalaole. Car fleet vehicles are reserved and issued to
drivers by the Digpaicher. A record shal be made of each car fleet vehicle trip with beginning and ending
mileage recorded (odometer reading).

If acar flet vehicle is avallable and the driver dects to use higher own vehicle, rembursement for business
mileswill be a arate equd to the approximate cost "lower cost” of operating a State vehicle as caculated by
the Department of Adminigration, or the amount negotiated by a Union contract.

If acar flegt vehicleis not available, and the driver obtains a Certificate of Non-availability consistent with
the criteria listed below from the Digpatcher, "full” business mileage rembursement as gpproved biennidly in
the Uniform Travel Schedule will be made for that trip. The non-availability dip must be attached to the
driver'stravel voucher.

2. Non-availability Sip Criteria

Employees mugt receive a non-availability dip from the Agency car fledt, if heedquartered a a Ste with car
fleet vehidles, to receive the full business mileage rembursement rate for use of hisher own vehicle on State
business.

Employees without a persona ly-assgned vehicle and headquartered at a site without car fleet vehicles will
automaticaly receive the full business mileage reimbursement rate for the use of hisher own vehicle on State
business.

3. Waivers and Exceptions

Agencies may dso offer an digible driver the option of usng hisor her persond vehicle. The driver will be
required to Sgn awaiver for assgnment of a sate-owned vehicle. By sgning awaiver and eecting to use
his’/her persond vehicle, the driver will be reimbursed a arate equa to the gpproximate cost of operating
State vehicles as established by the Department of Administration, and must agree to use hisher persond
vehicdle for aminimum of one (1) year.

Exceptions, such as for employees who drive his’her own specialy-equipped vehicles, are authorized by the
DOA Trangportation Director for a period of one (1) year or less. Eligible employees are identified by the
Agency head or highher designee. Full business mileage reimbursement for these miles are made to the driver.
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Employees who are permanently disabled only need to obtain amedica statement once during his’her career
in State service Sating that they are permanently disabled, but must annually renew their request for waiver.

At UW-Plateville afleet vehicle need not be requested and the employee is dlowed to drive higher own
vehicde and receive a"full" mileage rembursement without recelving anon-availability dip are:

- trips which are less than 75 miles round-trip

- when it involves leaving the vehicle a an arport overnight or longer

- gpecid circumgtances which will be explained on atrip's specific basis

E. Permitted and Prohibited Uses of State VVehicles

1. Nonbusiness Mileage: The primary use of a state-owned vehicle shdl be for OFFICIAL STATE
BUSINESS. Car fleet and functiond pool vehicles may not be used for nonbusiness mileage. No part of the
trip may involve nonbusiness miles. Incidental use associated with officid business away from the
headquarters city, travel to and from lodging and medsis dlowed, but only when away from an employee's
headquarters city. A non-availability dip will be issued only if no vehicles were available. Nonbusiness miles,
when authorized, must be reimbursed to the State each month at the rate established by statute plus State
sdlestax, and in accordance with procedures established by the Owning Agency. Nonbusiness miles, when
authorized for specid use vehicles, must be rembursed at arate consistent with collective bargaining
agreements or a arate consstent with programmaticaly established standards, whichever is appropriate for
the given circumgtances. Miles driven to and from home are consdered nonbusiness miles unless they clearly
contribute to the efficiency of the trip. The congderation given by the driver to the efficiency of thetrip
should include, but not be limited to, factors such as the most direct routing and the most effective use of the
employee'stime. Each driver's supervisor is responsible for reviewing mileage records.

2. FAMILY MEMBERS MAY NOT RIDE IN CAR FLEET AND FUNCTIONAL POOL VEHICLES.
If an employee wishesto travel with hisher family or a non-state employee, then that employee shall use
hisher own vehide and request reimbursement at the rate equal to the approximate cost "lower rate”’ of
operating a Sate vehicle as caculated by the Department of Adminigtration. In rare cases, family members
or non-state employees may be involved in officia State business and may travel in State-owned vehicles. In
al other cases, it is prohibited. If aStuation arise that is questionable contact the Office of Assstant
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Chancdlor for Business Affairs. (Appendix B)

3. Mounting of trailer hitches and towing for persond reasons are not permitted. The mounting of vehicle top
carriersis not permitted.

Hauling loads with the State vehicle which could structuraly damage the vehicle is prohibited. Some
examples would be hauling firewood, sod, grave, dirt, etc.

4. State vehicles are not to be used to tow or push other vehicles. JUMPER CABLES ARE NOT TO BE
USED TO START OTHER VEHICLES.

5. State vehicles are to remain on hard-surfaced roads and shdl not be driven into fields, pastures, woods,
etc.

6. Modifications to State vehicles for persond reasons are not permitted; thisincludes Sgns, stickers,
antennas, eic.

7. Modifications to State vehicles for operating purposes may be undertaken with the express, written
consent of the Owning Feet Manager.

8. Ingtdlation and/or use of any radar-detection device (fuzzbugters) in a State vehicle is prohibited.

9. The use of a State vehicle for personal gain, such as ddlivering goods or services, or operating private car
pools where the riders pay the driver is prohibited.

10. Hitchhikers are not permitted in any State vehicle. Exception: drivers may render assistance to disabled
motorists in emergency Stuations.

11. When leaving a vehicle, turn off engine and remove ignition key. Doors are to be locked.
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12. Seat belts must be worn by the driver and al passengers.

13. Speed limits must be gtrictly observed. Drivers are personally responsible for the cost of dl traffic
citations and parking tickets.

14. The driver of a State vehicle shall be responsible to assure that the vehicleis returned to the garage area
in aclean condition.

F. Service, Maintenance and Driver Responsibilities

1. State vehicles must be serviced and maintained according to factory recommendations, or the
maintenance schedule set up by the Owning Agency Flest Manager.

a Agency Fleet Managers or Digpatchers are responsible for scheduling service and maintenance on car
fleet and functiond pool vehicles.

b. Under the direction of the Owning Fleet Manager, drivers are responsible for service and maintenance of
persondly-assgned vehicles. Warranty work shall be done by Authorized Dealers whenever possible.

2. On-the-road refueling and minor repairs:

a Unless other sarvice isrequired, salf-service pumps must be used. Before sgning credit card dip be sure
the following informetion is on the dip.

1. Price per galon
2. Number of gallons purchased

3. Total purchase price
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4. License number and fleet vehicle number of car assgned

NO GUM, CANDY, ETC. MAY BE PUT ON ANY STATE CREDIT CARD SLIP

b. All service and maintenance work should be charged with State credit cards wherever possible. Where
thisisnot possible, and cash is used, an origina receipt must be submitted with atravel voucher to secure
reimbursement.

c. It isnot necessary to return the vehicle to the garage with the gas tank full. The vehicles arefilled daly
before being sent out. The difference in gas price between self-service and the bulk purchase by the
University is about 15-20 cents per galon.

3. If amgor breakdown occurs on the road (e.g., blown engine, transmission failure, etc.) drivers should
contact: Doug Hartz, shop phone no. (608) 342-1166, during regular working hours, or Campus Police
(608)342-1584 after regular working hours, weekends, and holidays for assstance and ingtructions for
getting the work done. Drivers are responsble for the vehicle and passengers. The driver must take care of
following ingtructions and providing for the return of passengers and himsdlf/hersalf should the vehicle
become disabled. Any out of pocket expenses related to vehicle repairs or the aternate transportation of
passengers will be reimbursed via atravel expense report.

4. Drivers are respongble for immediately reporting al accidents/incidents or damage to his’her vehicleto the
Owning Agency Fleet Manager and to the gppropriate Risk Management Office, usng the forms provided
(in the glove compartment of the vehicle), and to the loca law enforcement personnd. Even though it takesa
few moments, the outside of the vehicle should be checked for damage that may have occurred while

parked. See Appendix A for further details.

5. Drivers are persondly responsible for the cost of traffic citations and violations, and parking tickets.

G. How to Reserve A State Vehicle

file//S\WGroups\Web_Development\Current_Projects\Facilities Management..\VEHPOL97.HT ~ 9/28/2001



Page 12 of 20

1. Vehicle reservations are made with the Car Fleet Dispatcher at the Physical Plant, phone no. 342-1155.
Reservations can be made only by the fisca agent for a department or his’her designee. Students (graduate
or undergraduates) are not eligible to reserve vehicles. Only advisors can make reservations for student
organizations and the trip must be for officid University business and the student organization must be
accompanied by an advisor/faculty member. The following information will be required:

a Date vehicleis desired and returning date.

b. Give earliest possible leave time and latest possible returning time. Be sure to dlow for loading and travel
time.

c. Name(s) of authorized driver(s).

d. Type of vehicle desired, i.e., sedan, wagon, van, bus.
€. Number of passengers.

f. Account code to be charged.

0. Dedtination.

The Physca Plant will send avehicle reservation form to the department/section (blue color) and the driver
(green color) indicating whether the vehicle request is confirmed or on hold. Specific vehicleswill not be
confirmed because the car fleet dispatcher needsto retain the flexibility to assign vehicles based on avariety
of conditions and mileage requirements. The information should be verified and the dispatcher notified within
three (3) days of any inaccuracies. See Appendix C for sample.

2. Keys, mileage card and credit cards may be picked up at the Maintenance and Stores Building between
7:30 am and 4:00 pm Monday through Friday only. Keys and credit cards will not be issued after the times
stated above.

3. VEHICLES CANNOT BE PICKED UP PRIOR TO RESERVED TIME, however keys, mileage card
and credit cards may be picked up one (1) day in advance of trip, if leave time is scheduled before 7:30 am
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the day of departure.

4. VVehicles must be returned to the University Garage area after trip. A delay in returning vehicles may cause
scheduling and servicing problems for the next scheduled trip and may result in a charge to the reserving
department. Do not park fleet vehiclesin University lots unless loading/unloading or a specid exception has
been granted. The vehicles do not have University parking stickers and therefore could be ticketed.

5. Vehicles parked outside must be locked. Do not lock vehicles parked in the University garage. Park your
vehicle in the space vacated by the vehicle assgned to you. Do not park them in the upper lot of the
maintenance building.

6. Completed mileage cards, keys, credit cards, and charge dips must be deposited in the drop box inside
the Univergity Garage when vehicle is returned.

7. Complete the travel report in the vehicle, be sure to do the mechanica check. When avehicle is returned,
if there is mechanica service required, please make those comments on the "Travel Report” form in the
vehicle Thisreport isto beleft in the vehicle.

8. Thevehicles shdl be returned to the garage areain the same condition they were when picked up, i.e.
clean and free from trash and litter. There are containers provided in the garage area for trash. Failure to
clean up vehicles after trips will result in an additiona charge to the reserving department.
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APPENDIX A

APPENDIX A

--- IN CASE OF ACCIDENT ---

INSURANCE COVERAGE AND LIMITS

A. The State of Wisconsn is sdf-insured.

B. Comprehensive and callison isincluded for dl vehicles with alimit of the actua cash vaue of the vehicle
(average trade-in) subject to a $250 deductible on al losses except glass breskage.

C. Liability coverage follows officers, employees or agents as provided in Wis. Stat. 5.895.46.

ACCIDENT - REPORTING PROCEDURE

A. The vehicle furnished to you will have in the glove box or smilar type placeaVEHICLE INCIDENT
KIT, which includes forms and ingructions for reporting any accident or incident in which you are involved.
Incidents would include minor dents, moldings loose, broken antenna, etc.

B. All accidents involving a State vehicle, no matter how minor it may seem, must be reported promptly to
the University Insurance Coordinator:
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BILL STINDT
ROOM 323 BRIGHAM HALL

OFFICE PHONE NO. 608-342-1174

OR

CAMPUS POLICE

ROOM 108 ROYCE HALL

OFFICE PHONE NO. 608-342-1584

C. If thereisany bodily injury to anyone involved in the accident, the driver of the State vehicle must cdl the
Insurance Coordinator immediately at one of the above phone numbers.

D. A Vehicle Incident Report Form (AD-86) isto be completed at the scene of the accident by the driver of
the State vehicle and returned to the Insurance Coordinator's Office immediately. A copy of the
Investigating Law Officer's Report is required. If damage is discovered &fter the fact, i.e. by mechanic when
returned to the garage, form MV 4000 must be filled out and returned to the Insurance Coordinators office.
The form can be obtained from the dispatcher.

E. A Law Enforcement Officer must investigate al accidents. If the property damage exceeds $200 the
driver of the State vehicle is respongible for filing an accident report with the Wisconsin Department of
Motor Vehicles (Form MVD-3019 which is available from the Campus Police).

F. If the accident renders the vehicle undriveable contact Doug Hartz, shop phone no. 608-342-1166,
during regular working hours, or Campus Police, phone no. 608-342-1584, after regular working hours,
weekends, or holidays.
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APPENDIX B

APPENDIX B

file//S\WGroups\Web_Development\Current_Projects\Facilities Management..\VEHPOL97.HT ~ 9/28/2001



Page 17 of 20

APPENDIX C

APPENDIX C

Thisisasample of the VEHICLE RESERVATION/CHARGEBACK form generated by the car flegt
dispatcher. Thisform isthree purpose: a confirmation/hold form; the blue copy is for the department/section
and the green copy for the driver: the pink copy will be the chargeback form for billing purposes, which will
go to the department charged or a non-availability dip for the driver if no vehicle available.

Please check with your department chairman or department secretary for the procedures followed within
your department for vehicle reservations. Some departments have designated a certain person to make dl
vehicle requests, others et the driver make their own reservetions.

Pease have the information marked with an * ready to give the digoatcher when making a reservation.
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