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1. OVERVIEW OF VEHICLE LEASING PROGRAM

These procedures are designed to present the framework for utilizing the leased vehicle program at the 
UW institutions.  It contains specific information and examples to assist individuals in the procurement 
office, business office, and end users to make the program work effectively. 

UW System Institutions have authority to procure a leased vehicle under their state procurement 
delegation.   However, Institutions must receive DOA approval before entering into a vehicle lease as 
outlined in PRO-E-22 of the State Procurement Manual. 

Additionally, the “State of Wisconsin Fleet Driver and Management Policies and Procedures Manual” 
contains important information regarding fleet policies and should be referred to in conjunction with 
campus specific standards. 

On January 16, 2007, Debbie Durcan, Vice President for Finance, issued a memo to the Chancellors 
regarding DOA Guidance on Chancellor Use of Personally Assigned University Vehicles outlining limited 
exceptions to the State of Wisconsin Fleet Driver Policies. 

2. CONTRACT

At this time there are no established contracts for leased vehicles, however, Institutions should reference 
section PRO-E-12 for policy regarding leasing and rental agreements.   Since a vehicle lease is under 
$50,000, simplified bidding procedures as outlined in PRO-C-8 can be used to procure a vehicle.  The 
UWSA Procurement Office can assist with these leases and can be contacted at 
purchasesupport@uwsa.edu. 

3. APPROVING AUTHORITY

The Department of Administration, State Bureau of Procurement (SBOP) Director, must approve in writing 
all requests to lease vehicles.  All Institutions must receive this written approval prior to entering into any 
vehicle contract.  Institutions must submit justification to the DOA Transportation Procurement Manager 
per section PRO-E-22 of the State Procurement Manual.  Appendix A contains an example of the letter 
providing justification and requesting approval for a lease.  The Transportation Procurement Manager will 
make his/her recommendation to the SBOP Director for final consideration.  Appendix B contains an 
example of the SBOP Director’s written approval. 

4. VENDOR, LEASE OPTION, AND RATE INFORMATION

Institutions will choose the vendor offering the best overall package which is based on availability, rate, 
maintenance, insurance coverage, vehicle suitability, and other convenience factors such as delivery time 
to meet Institution needs.  Justification is required when selecting a vendor that is not the lowest cost 
vendor. 

The term of the lease may be 12, 24, or 36 months.  If an Institution wishes to retain a vehicle after the 
initial lease period has expired, they may enter into a new lease for an extended period but must first 
obtain DOA approval for the extension. 

5. LEASE AGREEMENT

Appendix C contains an example of the Lease Agreement that the vendor will provide.  The Procurement 
Office should review it and modify any language prior to signing the document.  To be valid, all contracts 
must be signed by the delegated purchasing agent of the campus leasing the vehicle(s). 

http://vendornet.state.wi.us/vendornet/procman/proe22.pdf
https://doa.wi.gov/DEO/Fleet%20Driver%20and%20Management%20Policies%20and%20Procedures%20Manual.pdf
http://vendornet.state.wi.us/vendornet/procman/proe12.pdf
http://vendornet.state.wi.us/vendornet/procman/proc8.pdf
mailto:purchasesupport@uwsa.edu
http://vendornet.state.wi.us/vendornet/procman/proe22.pdf
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6. VEHICLE COSTS/PAYMENT OPTIONS

The vendor is required to accept direct charges or purchase orders from campuses for leases.  Appendix 
D contains an example of a purchase order. 

Vehicle leases can be charged to the appropriate corporate travel card under contract.  If that program is 
not available, the lease can be charged to an authorized procurement card. 

The Voyager fuel card shall be the only acceptable method for purchasing fuel and vehicle services, i.e., 
oil changes, wipers, and washer fluid.  The procurement card should not be used for charging fuel 
purchases.  If the campus does not have an account with Voyager for use of the Voyager fuel card, 
contact the University of Wisconsin System Administration Fuel Card Manager. 

Reporting Requirements - Submit a list, including the make, model, VIN number, lease term, and fuel 
card number, of all vehicles acquired under this contract to the University of Wisconsin System 
Administration Fuel Card Manager.  Using the Fuel Card Reporting System (Fleet Commander), the 
System Administration Fuel Card Manager will submit an annual report to the Department of 
Administration SBOP, describing the total fuel used and miles driven by vehicles under lease. 

7. INSURANCE/RISK MANAGEMENT

A. Vehicles leased under this program have restricted coverage under the State Risk Management 
Program and the indemnification provisions of s. 895.46 of the Wisconsin Statutes.
Reporting Requirements - In order to secure property coverage on the vehicle, report the 
vehicle's value to the Campus Risk Management Office for inclusion in the annual reporting to the 
University of Wisconsin System Administration Risk Management Office.  Submissions to the 
System Administration Risk Management Office should be made using the Inventory Valuation 
Summary Form (https://www.wisconsin.edu/risk-management/forms/). Failure to report the values 
and failure to document the reporting of values may exclude the vehicle from coverage whereby 
the campus shall be responsible for damages.

B. Vehicles leased under this program shall be used as pool vehicles when the only liability coverage 
provided is that provided through the State Risk Management Program and indemnification 
provisions under s. 895.46, Wis. Stats.
Leased vehicles that are personally assigned and are used for personal miles are not authorized 
by law to be provided with liability protection under the State Risk Management Program or 
indemnified under s. 895.46, Wis. Stats. while being driven for personal miles.
Individuals must purchase liability insurance through their personal insurance agent for 
personally assigned vehicles, which are to be driven for personal use miles.  What 
commonly is called an “Extended Non-Owned Vehicle Endorsement” can be added to the 
individual’s personal auto insurance for a modest expense to insulate an individual when 
operating the leased vehicle for personal miles.
Reporting Requirements - If a vehicle will be driven for personal miles, a certificate of insurance 
must be obtained from the individual’s personal insurance agent.  The certificate of insurance must 
show, at a minimum, auto liability coverage of $500,000/$1,000,000/$100,000.  This certificate of 
insurance should be maintained with the lease agreement.

C. Auto property protection shall be provided through the State Risk Management Program. Coverage 
is not provided for loss of use of the vehicle.  If the campus desires coverage for loss of use of the 
vehicle, it shall purchase this insurance through the leasing company or through a private 
insurance vendor.  A lease agreement may provide for the leasing company to provide the

http://www.uwsa.edu/oslp/rm/forms/inventoryvalsum.xls
http://www.uwsa.edu/oslp/rm/manual/part2/annual_renewal.htm
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leasing campus with a vehicle during a loss of use.  If the leasing company charges the state for 
this service, the leasing campus shall be responsible for the costs. 

 
8.  LICENSING 
 
Licensing and vehicle registration is handled by the leasing company.  Each Institution should decide 
whether they want standard license plates or special red plates reserved for state vehicles.  The state 
plates cost less than the standard plates and, unlike standard plates, do not need to be renewed 
annually. 
 
9.  AUTHORIZED DRIVERS 
 
(NOTE:  Section references refer to the Fleet Driver and Management Policies and Procedures 
Manual) 
 
The State of Wisconsin Fleet Driver and Management Policies and Procedures Manual contains 
important information regarding fleet policies.  All fleet drivers should thoroughly read Chapter One.  In 
addition the UW System Driver Procedures can be found here.  All potential drivers should 
consult with the campus Risk Management Office for further information regarding campus 
specific standards and forms. 
 

A. Minimum Standards for Driving a State Vehicle (Section 1.1):  State employees, authorized 
University of Wisconsin System students, and other authorized agents of the state may be 
allowed to drive a state vehicle if the following minimum standards are met and approved by their 
employing campus: 

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

 
B. Vehicle Use Agreements (Section 1.2):  All drivers must sign a Vehicle Use Agreement.   

 
10.  PERSONAL MILES 
 
(NOTE:  Section references refer to the Fleet Driver and Management Policies and Procedures 
Manual) 
 

A. Reimbursing Personal Miles (Section 1.10):  Internal Revenue Service (IRS) rules provide that 
the personal use of a state vehicle includes commuting to and from work, even if the vehicle is 
taken home for the convenience of the state.   Personal use is considered a fringe benefit by the 
IRS unless the employee reimburses the state for the full value of the personal mileage based on 
the IRS Valuation rules.  The value of the fringe benefit must be included in the employee’s 
wages and is subject to income and employment taxes.  No additional employee wages will need 
to be calculated if the employee reimburses the state for the value of the benefit, derived in 
accordance with the appropriate IRS rule. 

 
The Vehicle Log & Mileage Reimbursement.xls spreadsheet (Appendix E) contains an example 
of a vehicle log which can be used to document business and personal use mileage.  This 
spreadsheet also contains a mileage reimbursement form that can be used to calculate the 
amount of reimbursement required for the personal use mileage.  This spreadsheet is available 
at:   http://www.uwsa.edu/fadmin/spectopics.htm.  Click on the Vehicle Log & Mileage 
Reimbursement link that is covered by the respective effective dates of applicable mileage rate 
changes. 

 
Reporting Requirements – The mileage reimbursement calculation includes the applicable 
sales taxes, per county, which must be remitted to the State of Wisconsin Department of 

https://doa.wi.gov/DEO/Fleet%20Driver%20and%20Management%20Policies%20and%20Procedures%20Manual.pdf
https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/vehicle-use-and-driver-authorization/driver-authorization-process-and-requirements/
https://www.wisconsin.edu/risk-management/vehicle-use-and-driver-authorization-pages-by-institution/
https://www.wisconsin.edu/financial-administration/special-topics/
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Revenue with the Sales and Use Tax Report.  The vehicle log and personal mileage 
reimbursement must be remitted to the Business Office on a monthly basis. 

 
B. Automobile Lease Value Rule (Part 2. of Section 1.10):  This method applies to all elected 

officials or state employees whose compensation rate is at least as great as federal government 
employees at Executive Level V ($136,200 in 2007 and $139,600 in 2008).  
(http://www.opm.gov/oca//index.asp, click on Salaries and Wages, click on Executive Schedule, 
click on desired file format to the right of Rates of Pay for the Executive Schedule.) 

 
If an employee utilizes a state vehicle for personal use, including commuting, and the personal 
use of the vehicle is not reimbursed to the state, the value of any non-reimbursed personal use is 
considered a taxable fringe benefit. 
 
Reporting Requirements – Annually, using the Lease Value Rule from the IRS Publication 15-B, 
the Business Office must calculate the annual lease value and compare it to the total of monthly 
mileage reimbursements to determine if an additional reimbursement is necessary to meet the 
Lease Value Rule. 
 

  

http://www.opm.gov/oca/index.asp
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Appendix C (Con’t) 
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Appendix D 
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Appendix E
 

ASSIGNED VEHICLE LOG             University of Wisconsin System 
              Financial Administration 
              780 Regent St., Suite 221 
              Madison, WI  53715  
                
Employee Name Month/Year Fleet Number (8-digit) 

Date Business Start Start End End Passenger Business Personal Total 
  Purpose Mileage Location Location Mileage Names Miles Miles Miles 

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

Driver Signature: Total Miles                   
(Business, Personal, 
Total) 
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