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”.
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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.

AP - STD261 : Use of Privately Owned Vehicles (New Request -
Department Use)

How this workflow works?
Plea: Il out the top section of the form stating your driver's license information. After filling out the top section and signing, please forward to your
direct reporting manager for thelr signature approval.
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Complete the STD261 form by entering the required fields and then select “Submit”.

STD261 - Authonzation to Use Privately Owned Vehicles on State Business

I, CERTIFICATION

In accordance with State Polcy (S A M 0753 & 0754) approval 1 requested to use privately oamed velncles to conduct official State bosness

I berebry certify that, whenever 1 drive a privately owned vehicle on State business, T wall have a vabid driver's license and proof of habelity msrance
i my possession, all persons m the vehacke wall wear safery belis xnd the vehicle shall always be:

1.  Covered by habaluty insarence for the menammem amount prescnbed by Siate Law (515,000 for personal npury to, or death of one person;
330,000 for myary o, or death of two or maone persons I one accident. 55,000 property damage). Velncle Code Secton 16020 {-rl"ﬂ.'u'w
July 1, 1985) requres all motonisis 1o camry evadence of current amtomobale habality msurance m thew vebicle

2 Adequate fior the work to be performed
3. Equpped with safery belts in operating condition
4. Tothe best of my knowledge, m safe mechamcal condition as requred by Law

1 understand that the muleage rate I clam s full reimbursement for the cost of operatng the vehacle, meludng fuel, mamenance, repasrs
and both Labnhty and conprehemine msurance.

I farther cernfy that, while uvsmg a privately onmed velucle on official Stie busmess, all acodents will be reported on foom STD. 270 wrthun 48
hoowars, (5 A ML 2441)

I understand that permassion io drve a pnivadely owned vehacle on State business o 3 privilege whach may be & or revoked 2t amy hame

DRFCERTS LICENSE MUMBER EXPIRATICN DATE
1234ABC A 010172023

EMPLOYEE S BIMATURE DATE Sa0HED
ae Jeg ane Doe 0601202

U ol a provatisly ownid vihicle on Stale butaness & approved

AT ALTTHCITT Y SHGHATURE TILE GATE APPROVED
1 HEMEYWAL
| have reviewend the abowe certificabion and approval and cerbly that the mformation prowided s corred and vald
[N OTEE S SaONATLURE PR e ALTTHLRHT v A TR DATE APPROVED

| harve revsewed the above certificabon and approval and cedily that the mformation provided s comed and valkid

EMFLOVEE™S SSOMNATURE AFFRUVINO AUTHORITY SHONA TILINE DATE AFPFROVED

| have reviesed the above certification and approval and certify that the mfoemation provsded is cormect and valid

—
ERFL O E S SaRATLIRE APPROVIMG AUTHORITY S30NATURE DATE APPROVED

| havee reviersed the above certiication and approval and certify that the mlfomation provsded is cormect and valid

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



