
AP - STD261 Authorization to Use Privately Owned Vehicles on State Business 

In accordance with State Policy (S.A.M. 0753 & 0754) approval is required to use privately owned 
vehicles to conduct official State business. A current STD 261 form and Defensive Driving Certificate 
must be on file with CSUEB when a privately-owned vehicle is used on State business.  

The STD261 form is available in Adobe Sign. Select “Start from Library”, then select “Workflows”, search 
for STD and then select “AP – STD261: Use of Privately Owned Vehicles”.  

 

 

Enter “Employee” as yourself, “Department Approval” as your manager, and the “Compliance 
Technician” will automatically populate.  If applicable, attach your Defensive Driving Training Certificate 
under “File” and select “Send”. The Defensive Driving Training can be accessed through CSULearn. To 
access the Defensive Driving course, submit a ticket with the ITS Service desk.  

 

 
 
 

https://csu.sumtotal.host/
https://csueastbay.servicenow.com/sp?id=sc_home


Complete the STD261 form by entering the required fields and then select “Submit”. 
  

 
 
The form will be routed to your manager for approval and you will receive a copy from Adobe Sign once 
completed.  


