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Vehicle Request Authorization Form – MM-11 

INSTRUCTIONS
 

Reference # M: 

Submit Form: 3OHDVH�EULQJ�WKH�FRPSOHWHG�IRUP�ZLWK�\RX�WR�WKH�0/0�+HOS�'HVN���7KH�)RUP�PXVW�EH�FRPSOHWHG�2Q�/LQH� 

Agency & Department Information: 
5HTXHVWHU¶V�1DPH�� � 7LWOH�� � 

$JHQF\�1DPH�� � 7HOHSKRQH���� � 

$GGUHVV���6WUHHW�&LW\�6WDWH�=LS�� � 

'HSDUWPHQW�� � 5RRP���� � 

Employee For Whom Authorization is Requested: 
(PSOR\HH�1DPH�� � 7LWOH�� � 
(PSOR\HH�1XPEHU�� ����� 3KRQH�1XPEHUV� �:�� �+�� 

5RRP�1XPEHU�� � 0DLO�&RGH� � 
(PDLO�$GGUHVV�� � 
Type of Vehicle Needed: 2IILFH�8VH�2QO\� 
���&RPSDFW����3DVVHQJHU�����������������3DVVHQJHU�9DQ����3DVVHQJHU����������&DUJR�9DQ�������������� 
��6XE�&RPSDFW����3DVVHQJHU�����������)XOO�6L]H����3DVVHQJHU�������������������+DQGLFDS�(TXLSSHG�&DU� 
��6SHFLDO�(YHQW�%XV����1XPEHU�RI�3HRSOH�7UDYHOLQJ�BBBBBBBBBBBBBBBBBBBBBBBBB� 
���2WKHU��6SHFLI\������������������������� 

� 
���6WDWH������ 
��&RPPHUFLDO�� 

Itinerary: �$WWDFK�VXEVWDQWLDWLQJ�GRFXPHQWDWLRQ� TA # �2XW�RI�6WDWH� 

'DWH�9HKLFOH�1HHGHG� 3LFN�8S�7LPH� 'HVWLQDWLRQ���,I�PXOWLSOH�GHVWLQDWLRQV��SOHDVH�OLVW�&LW\�6WDWH� 5HWXUQ�'DWH� (VW��7LPH�RI�5HWXUQ� 

� � � � � 

Itinerary for Special Event Bus: �$WWDFK�VXEVWDQWLDWLQJ�GRFXPHQWDWLRQ�� 
3LFN�8S�'DWH� 7LPH� 'HVWLQDWLRQ� 0LVFHOODQRXV�,QIRUPDWLRQ� 

� � � � 
� � � 
� � � 
� � � 
Business Purpose of Travel: �$WWDFK�VXEVWDQWLDWLQJ�GRFXPHQWDWLRQ� 

� 

Financial Coding: �$JHQF\�QXPEHU�UHTXLUHG�IRU�RWKHU�WKDQ�8&+&��0XVW�DOVR�LQFOXGH�DXWKRUL]HG�6WDWH�)LQDQFLDO�&RGLQJ� 

$JHQF\�� )<� &RPPLWWHG�$PRXQW� )XQG� 2UJ� 3URJUDP� $FFRXQW� 
� � � � � � � 

$XWKRUL]HG�6LJQDWXUH�� � 'DWH�� � 

:ULWWHQ�1DPH��� � 

Driver Taking Vehicle: %()25(�029,1*�9(+,&/(�)520�3$5.,1*�3/$&(��FKHFN�IRU�DQ\�YLVLEOH�GDPDJH��,I�\RX�ILQG� 
DQ\��UHSRUW�LW�WR�WKH�0RWRU�3RRO�'LVSDWFKHU��2WKHUZLVH��DV�ODVW�GULYHU��\RX�DUH�UHTXLUHG�WR�ILOH�DQ�$FFHGHQW��5HSRUW��)RUP� 
09&8�,���6XEVHTXHQW�DFFLGHQWV�RU�GDPDJHV�PXVW�EH�UHSRUWHG�LPPHGLDWHO\�E\�DVVLJQHG�GULYHU���� 
Read Next Page Before Signing... Your Signature also acknowledges Statement of Operator. 

Authorized Signatures: Date Vehicle Information 
� 
BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB� 
�� 'ULYHU¶V�6LJQDWXUH� 

� 
BBBBB� 

0LOHDJH� 'DWH� 7LPH� 
� � � 

5HYLVHG�00��������������� 



 
 

 
 

 
 

 
  

 

 
 
 
 

 

 

 

 

 

 

 

 
 
 
 

 

 
 

 

VEHICLE AUTHORIZATION FORM 
'ULYHU¶V�1DPH�� � 'DWH�� � 

7HOHSKRQH�1XPEHU�V��� 
� 

�:�� �+�� �&�� 

%LOOLQJ�6WDWHPHQW�5HIHUHQFH�� 
� 

� 9HKLFOH�$VVLJQHG�� � 

"Regulations Governing the Use of State-Owened Motor Vehicles" 
Each driver is responsible for: 

 Being knowledgeable of, and compliant with, all of the rules and procedures outlined in this policy and any applicable collective bargaining 
agreement; 

 Driving courteously and obeying all motor vehicle laws;  
 Ensuring that fluid levels (engine oil, transmission fluid, radiator coolant and window washer fluid) of state-owned vehicles are checked and 

replaced when low; 
 Ensuring that state-owned vehicles' interiors are kept clean; 
 Complying with all state accident procedures issued by the State Comptroller or the Director of DAS Fleet Operations, including but not limited to 

completing the DAS Vehicle Incident/Accident Report accident report and emailing the report to fleet.accidents@ct.gov and his or her supervisor 
within 48 hours of the incident; 

 Promptly paying parking fines and other liability charges incurred while operating any motor vehicle on state business. Such fines are the personal 
liability of the driver; 

 Notifying his or her Agency Transportation Administrator and the Director of DAS Fleet Operations within 72 hours if he or she has been convicted 
of or has made payment for any motor vehicle violation (not including parking tickets) while driving a stateowned vehicle;  

 Possessing the ability, knowledge, skill, experience and appropriate license to operate the type of vehicle assigned;  
 Completing and submitting all required reports within established timelines;  
 Ensuring that his or her motor vehicle licenses and any required motor vehicle insurance is kept active, unrestricted and up-todate; and  
 Notifying his or her Agency Transportation Administrator within 24 hours if his or her motor vehicle license is suspended, revoked or expired. 

 Ensuring that smoking is prohibited in state-owned vehicles. 

� 
Appropriate Use of State-Owned and Rental Vehicles 

Drivers are permitted to use state-owned and rental vehicles only to conduct official state business. Personal use of a state-owned or rental vehicle for 
social, recreational, religious, educational or any other such purpose, whether on duty or off, is not permitted. Transportation of passengers, including 
state employees, is not permitted, unless this transportation is necessary to perform official state business. For appointed officials, see the Connecticut 
Handbook for Appointed Officials 

The willful neglect or misuse of any state-owned or rental vehicle is cause for disciplinary action under the provisions of state statutes or applicable 
collective bargaining contracts, and such misuse or false statements about the use of said vehicles may subject the employee to civil action. Any 
violation of this policy may result in disciplinary action up to and including dismissal. (See Connecticut General Statutes 4-165 and Regulations of 
Connecticut State Agencies 5-240-1a (c)(7). If an employee or driver is involved in an accident as a result of his/her own willful or wanton misconduct 
while in the operation of a state-owned or rental motor vehicle, the agency head may assess the responsible party for property damage to state property. 

Overnight Parking of State-Owned Vehicles 
In general, all state-owned and rental vehicles must be parked overnight at state-owned or leased facilities. In most situations, vehicles shall be parked 
within a five-mile radius of the official duty station of the principal drivers. However, field personnel whose assigned geographic area is regional or 
statewide shall park their assigned vehicles at a facility determined by their agency’s Agency Transportation Administrator with approval from the 
Director of DAS Fleet Operations. State-owned and rental vehicles shall not be parked overnight on any street or highway or in commuter lots, except 
under emergency conditions. 

Overnight Parking of a Vehicle at an Employee's Home on an Occasional Basis. 
The Agency Transportation Administrator may approve the garaging of a state-owned or rental vehicle at the home of an employee for a specific night 
only in the following situations: 
 The employee is required to attend a late-night meeting away from his or her official duty station;  
 The employee is required to begin work prior to 7:00a.m. or end work after 6:30 p.m. away from his or her official duty station;  
 The employee is required to store specimens or samples in a refrigerator at his or her home; or  
 Other similar circumstances when the Agency Transportation Administrator determines that allowing the employee to park the state-owned or rental 

vehicle at his or her home for the night is essential to the conduct of agency business and is the most costeffective and efficient method of providing 
transportation to employees on state business. The agency must maintain records justifying the decision to allow the employee to park the vehicle 
at home for each night that the vehicle is parked at the employee’s home. The Agency Transportation Administrator shall not issue open-ended or 
blanket authorizations for at-home garaging. 

� 
STATEMENT OF OPERATOR 

I certify that I have a valid drivers licience, that the information contained herein is true, and that the travel described is  
authorized, necessary, and in conformance with State Regulations. I have read and understand the "Regulations 
Governing the Use of State-Owned Motor Vehicles and Personnally Owned Vehicles Used On State Business.....  

(Your Signature On the Front of this Form Acknowledges this Statement) 
� 
� 
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