interoffice memorandum

to:
Transportation and Parking

from:
Extension business operations

subject:
Personal Use of University vehicle

date:


EMPLOYEE NAME: 

EXPIRATION DATE OF LICENSE AND APPROVAL: 

UNIVERSITY LICENSE NUMBER ASSIGNED: 

This employee has been assigned to use the vehicle listed above. All personal use of a state-owned/leased or operated vehicle is against University policy unless prior authorization has been provided by the appropriate Vice President or Dean and the Senior Vice President for Business and Finance. This form serves to authorize non-University business in cases where it is inefficient and more costly to return to a central point and exchange a state vehicle for a personal vehicle. This document gives the above named person authorization to use this vehicle for occasional personal use when the distance to return to a central location is greater than ten miles, the use can not feasibly be completed with a personal vehicle on non-University hours, and the use upholds the integrity and reputation of OSU and OSU Extension. In addition, this person is authorized to keep this vehicle at an off-campus location as needed with the understanding that at any time OSU or auditors can ask for the mileage logs and/or to have the vehicle returned to a specified location immediately.

The individual assigned to this vehicle is to use this vehicle responsibly, must be familiar with and adhere to all Federal, State and University guidelines for its use. University policies and procedures on the use of University vehicles can be found at: http://tp.osu.edu/fleetservices/index.shtml
Usage of University vehicles must be documented on a mileage/use log. This log should include destinations, dates and business purposes, and miles traveled. For personal use miles, the individual is required to keep documentation for tax and benefit purposes as directed by the OSU Associate Vice President for Human Resources. All personal use miles must be documented and a tax certificate must be turned in to the Office of Human Resources by October 31 each year. Office of Human Resources, 1590 N. High St., Suite 300, Columbus, Ohio 43210.  The employee will be taxed on the annual lease value of the vehicle for the percent of personal use identified. If documentation designating the percent of personal vehicle usage is not maintained or it is not submitted to the Office of Human Resources by October 31, the employee will be taxed on the entire annual lease value. 

The employee is aware that this vehicle is the property of Ohio State University, that he/she is required to submit the vehicle for routine maintenance and repair. 

This letter of authorization expires when the individual’s Driver Registration Form expires and the employee’s license expires ___________. 

University Transportation and Parking Guidelines: http://tp.osu.edu/index.shtml
Employee Signature






Date


Sign and send form to 4 AA, 2120 Fyffe Road for remaining signatures. 

Associate Vice President, Agricultural Administration 


Date

Director, Ohio State University Extension 

Vice President for Agricultural Administration and Dean 


Date
Vice President for University Outreach
Senior Vice President for Business and Finance



Date
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