SAM-TRAVEL

VEHICLE USE 0750
(Revised 9/07)

Agencies determine who will drive on official State business and the vehicle types to be used: State-owned,
privately-owned, or commercially-owned vehicles.

State Vehicles. These may be authorized when two or more employees are traveling together. The trip includes
intermediate stops not feasible for public transportation; the schedule of public carriers does not fit the itinerary;
transportation is not available at the destination; an employee must carry specialized tools, books, etc.

Rental Vehicles. You may rent a vehicle when a State vehicle is not available and automobile travel is essential.
Refer to the current DGS Rental Car contract in order to ensure adherence to State policy.

Privately-Owned Vehicles. Employees may use their privately-owned automobiles on official State business if this
is approved by the agency. If the use is not less costly, the supervisor may authorize the use, but the payment will
be for the less costly alternative. No agency will require an employee to use their privately-owned vehicle unless
this is a formal condition for employment.
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