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	The Ohio State University
Personal Use of University Vehicle
Authorization Form



	Driver

	Driver’s Name Printed

     
	Ohio State or WMC ID #
     

	Department Cost Center – Name and Number

     
	Authorization

 FORMCHECKBOX 
 New      FORMCHECKBOX 
 Update      FORMCHECKBOX 
 Remove

	Vehicle

	Vehicle Make

     
	License Plate Number

     

	Vehicle Model

     
	VIN Number

     

	Year

     
	Asset Tag Number
     

	Personal Use Justification (attach additional pages, if needed)

	     


University Fleet Policy, available at policies.osu.edu

Section VI:  Overnight and Extended Use of University Vehicles

A.
Overnight and extended use of a university vehicle must be authorized in advance by the unit dean/VP or designee using the Vehicle Personal Use Form.

B.
Individuals authorized for personal use of a university vehicle are required to keep documentation for tax and benefits purposes.

1.
Employees must document all personal use of university vehicles in a Mileage Log and submit a University Mileage Certificate to the Tax Office annually by November 5 for the period covering the prior November 1 - October 31.

2.
The employee will be taxed on the annual lease value of a university vehicle for the percent of personal use identified.

3.
If documentation designating the percent of personal usage is not maintained or it is not submitted to the Office of Business and Finance - Payroll Services by November 5, the employee will be taxed on the entire annual lease value.
Driver acknowledges the requirements in the University Fleet Policy pertaining to this vehicle use authorization.  Any changes to this authorization including vehicle replacement or driving privilege change will be reported by the authorized driver on this form to Transportation and Traffic Management and to the Tax Office within six days of the change.
Return completed form to tp-fleetinfo@osu.edu

	Signatures

	Employee (Driver) Signature
	Date
     

	Signature - Department Director/Chair Approval
	Date

     

	Signature - Unit VP, Dean, or Designee Approval
	Date

     

	TTM Office Use Only

	Processed by
	Date
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