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Authorizations to Use Privately Owned Vehicles 
 
 
The following sample of the "Authorization to Use Privately Owned Vehicles on State Business 
Certification" cards must be renewed annually, approved by the supervisor and returned to the 
Accounting Office (M/S JA058 Attn: Tamara Cochran).  The cards must be on file prior to 
driving on state business; otherwise, mileage reimbursement claims cannot be paid.  If the 
employee has not completed the Defensive Drivers Training Course, the supervisor's approval 
must also be obtained on the reverse side of the form certifying the employee will be claiming 
mileage no more than one trip per month. 
 
The purpose of these "Certification" cards is to insure that minimum insurance and safety 
standards have been met by those individuals who may be using their personal vehicle for State 
business. 
 
Tamara Cochran, the Travel Technician, disburses these cards once a year for those employees 
already on file that require an update.  If there are any new employees or others who need to 
complete a card, please notify her and she will send you additional cards.  You may also refer to 
the University Forms Section of this manual for a copy of this form. 
 
Please return the updated cards promptly as the old cards will be invalid and discarded in about 
two months.  Thank you for your cooperation and assistance.  If you have any questions, please 
contact Tamara Cochran, Travel Technician, 278-4019. 
 



Accounts Payable Authorizations to Use 
Privately Owned Vehicle 

California State University, Fresno 
August 1999 

Policy No.  B-02.2 
 
 
 

SAMPLE SIDE ONE 
 

 
SAMPLE SIDE TWO 

 

 
 
 


