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	1.  REQUEST FOR VEHICLE
	VEHICLE REQUEST

SEE INSTRUCTIONS ON REVERSE SIDE
	

	Agency

    
	Quantity

     
	 FORMCHECKBOX 
 Additional

 FORMCHECKBOX 
 Replacement
	New Fleet #

     
	Estimated Annual Miles

     

	City for Delivery

     
	
	
	
	

	Law Enforcement Vehicles

 FORMCHECKBOX 
 65550-300 Law Enforcement Sedan

 FORMCHECKBOX 
 65550-325 Law Enfor Intermediate
	 FORMCHECKBOX 
 65550-350 Special Serv Intermed

 FORMCHECKBOX 
 65550-375 Special Serv Full Size

 FORMCHECKBOX 
 65550-750 DNR Warden Vehicle
	Options:

 FORMCHECKBOX 
 Marked        FORMCHECKBOX 
 Unmarked

Spotlight:      FORMCHECKBOX 
 Driver     FORMCHECKBOX 
 Passenger

	Passenger Vehicles

 FORMCHECKBOX 
 65540-125 4 dr, 4 cyl Sedan

 FORMCHECKBOX 
 65540-175 4 dr, 4 cyl Station Wagon
	 FORMCHECKBOX 
 65540-195 4 dr, 6 cyl Small Sedan

 FORMCHECKBOX 
 65540-200 4 dr, 6 cyl Sedan

 FORMCHECKBOX 
 65540-205 4 dr, 6 cyl Station Wagon
	 FORMCHECKBOX 
 65540-207 7 pass, 6 cyl Mini Van

 FORMCHECKBOX 
 65540-212 12 pass, 8 cyl Van

 FORMCHECKBOX 
 65540-215 15 pass, 8 cyl Van 

	Light Duty Trucks and Work Vans
	
	 FORMCHECKBOX 
 65360-350

 FORMCHECKBOX 
 65360-400

 FORMCHECKBOX 
 65360-450

 FORMCHECKBOX 
 65360-475

 FORMCHECKBOX 
 65360-500

 FORMCHECKBOX 
 65360-525

 FORMCHECKBOX 
 65360-550

 FORMCHECKBOX 
 65360-575
	Cutaway Cube Van

Small Utility 

Small Utility 4x4

Large Utility 4x4

½ Ton Utility

½ Ton Utility 4x4

¾ Ton Utility

¾ Ton Utility 4x4
	 FORMCHECKBOX 
 65360-600

 FORMCHECKBOX 
 65360-650

 FORMCHECKBOX 
 65360-700

 FORMCHECKBOX 
 65360-750

 FORMCHECKBOX 
 65360-800

 FORMCHECKBOX 
 65360-850

 FORMCHECKBOX 
 65360-900

 FORMCHECKBOX 
 65360-950
	½
Ton Pickup Truck

½
Ton Pickup Truck 4x4

¾
Ton Pickup Truck

¾
Ton Pickup Truck 4x4

1 
Ton Pickup Truck

1 
Ton Pickup Truck 4x4

Class 4 Truck

Class 4 Truck 4x4

	 FORMCHECKBOX 
 65360-100

 FORMCHECKBOX 
 65360-150

 FORMCHECKBOX 
 65360-200

 FORMCHECKBOX 
 65360-207

 FORMCHECKBOX 
 65360-300

 FORMCHECKBOX 
 65360-310

 FORMCHECKBOX 
 65360-314
	Mini Pickup Truck

Mini Pickup Truck 4x4

Cargo Van

Mini Cargo Van

Long W.B. HD Cargo Van

Step Van 10 Ft

Step Van 14 Ft
	
	
	
	
	

	Medium Duty Trucks and Buses

	 FORMCHECKBOX 
 65370-925
	Class 5 and larger
	 FORMCHECKBOX 
 65380-100
	Bus

	Body Type – Explanation of body types see PIMs

 FORMCHECKBOX 
 5    FORMCHECKBOX 
 10    FORMCHECKBOX 
 12    FORMCHECKBOX 
 15    FORMCHECKBOX 
 17    FORMCHECKBOX 
20    FORMCHECKBOX 
 25    FORMCHECKBOX 
 30    FORMCHECKBOX 
 35    FORMCHECKBOX 
40    FORMCHECKBOX 
 45    FORMCHECKBOX 
 50    FORMCHECKBOX 
 55    FORMCHECKBOX 
 60    FORMCHECKBOX 
 65    FORMCHECKBOX 
 70    FORMCHECKBOX 
 75    FORMCHECKBOX 
 85 

	Check Yes  FORMCHECKBOX 
 if vehicle(s) in these counties:  Douglas, St. Croix, Pierce, Outagamie, Winnebago, Calumet, Dane (alt fueled)

Check Yes  FORMCHECKBOX 
 if vehicle(s) in these counties:  Washington, Ozaukee, Waukesha, Milwaukee, Racine, Kenosha (alt fueled/LEV)

	Option:   Asterisk options need justification (attached sheet)

	 FORMCHECKBOX 
 Block Heater*

 FORMCHECKBOX 
 Cloth    FORMCHECKBOX 
 Vinyl  Interior

 FORMCHECKBOX 
 Crew Cab 4Dr *

 FORMCHECKBOX 
 DRW    or      FORMCHECKBOX 
 SRW

 FORMCHECKBOX 
 Extended Wheelbase*

 FORMCHECKBOX 
 Extended Cab Pickup*
	 FORMCHECKBOX 
 Glass All Around (Cargo Van)

 FORMCHECKBOX 
 Glass in Rear Door (Cargo Van)

 FORMCHECKBOX 
 Glass Right Side & Rear Door

 FORMCHECKBOX 
 Limited Slip Rear Axle*

 FORMCHECKBOX 
 Power Locks*

 FORMCHECKBOX 
 Power Windows*
	 FORMCHECKBOX 
 Rear Heat/AC*

 FORMCHECKBOX 
 Sliding Side Door

 FORMCHECKBOX 
 Snowplow Prep Package*

 FORMCHECKBOX 
 Snowplow       Width*

 FORMCHECKBOX 
 Third Passenger Seat*

 FORMCHECKBOX 
 Towing/Suspension Pkg*
	 FORMCHECKBOX 

	Trailer Hitch*

	
	
	
	 FORMCHECKBOX 

	     

	
	
	
	 FORMCHECKBOX 

	     

	
	
	
	 FORMCHECKBOX 

	     

	
	
	
	 FORMCHECKBOX 

	     

	
	
	
	 FORMCHECKBOX 

	     

	
	
	

	2.  IDENTIFY SURPLUS VEHICLE

	Fleet #

     
	Commodity Code

     
	Mileage as of the date form was signed       
     
	Body Condition

Good  FORMCHECKBOX 
    Fair  FORMCHECKBOX 
    Poor  FORMCHECKBOX 


	Year

    
	Make

     
	Model

     
	Vehicle Identification Number

     
	Mechanical Condition

Good  FORMCHECKBOX 
    Fair  FORMCHECKBOX 
    Poor  FORMCHECKBOX 


	Fleet Managers must select and advise the State Surplus Property Program, within 60 days after receipt of each new vehicle, the auction date that each surplus vehicle will be sold.  


The undersigned certifies that this request for Governor's approval meets all applicable state and federal statutes, rules, regulations, and guidelines. This certification is based upon a thorough and complete analysis of this request.

	Agency Head Signature or Designee if applicable

     
	Phone Number

     
	Date (mm/dd/ccyy)

     

	DOA Review:
	   
	Approved as Requested
	   
	Approved with Changes Noted
	   
	Not Approved, Explanation Attached

	Signed
	
	
	Date (mm/dd/ccyy)
	     


Instructions for Completing "Vehicle Request"

The Department of Administration, Transportation and Travel uses four separate bid procedures annually to purchase new model year vehicles: law enforcement vehicles, passenger vehicles, light duty trucks and work vans, and medium duty trucks and buses.

Detailed information for requisitioning vehicles is provided annually to agency fleet managers and purchasing directors, in the State Procurement Manual and the Current Procurement information Memorandum.  For additional assistance, call (608) 266-8024.

Instructions for Submittal

1.
REQUEST FOR VEHICLE

A.
Request for Replacement Vehicle(s):  An agency submits this “Vehicle Request” along with the Request for Purchasing Authority (RPA), using one of two submittal methods for requesting replacement vehicles. The “Vehicle Request” form must be signed and dated by the agency head or designee.

1.
Identify one vehicle on each “Vehicle Request” (DOA 3016).  Each Request must identify the fleet number for the new replacement vehicle and the specific vehicle surplused for the replacement vehicle requested.  

OR

2.
Identify two or more vehicles of the same commodity code on one “Vehicle Request” (DOA 3016) and attach a data sheet that identifies:

a)
A fleet number for each replacement vehicle requested; and

b)
A vehicle surplused for each replacement vehicle requested.  The data sheet for the surplused vehicle must include fleet number, year, make, model and mileage.  

B.
Request for Additional Vehicle(s):  An agency must submit a separate “Vehicle Request” (DOA 3016) along with its justification for each vehicle requested that would increase the number of vehicles in its fleet.  The “Vehicle Request” must identify a fleet number for the requested vehicle.  A separate RPA noting “Additional Vehicle” must be used for each vehicle class, i.e. Law Enforcement, Passenger, Light Duty Truck and Work Van, and Medium Duty Truck and Bus.

C.
Request for Non-Standard Light Duty Truck and all Medium and Heavy Duty Trucks and Buses:  Provide complete vehicle specifications, in the format prescribed in the current PIM for requisitioning trucks, and attach to this “Vehicle Request”.  A detailed explanation must be attached to this “Vehicle Request” for each non-standard option requested.  Include an explanation of how the vehicle will be used and under what work conditions will it be used i.e. off road, highway.

2.
IDENTIFY SURPLUS VEHICLE

Complete information as requested.

3.
Vehicle Request JUSTIFICATION
/    4.  Additional Vehicle Justification
Use attached sheet to justify vehicle request upgrades and options.  If requesting additional vehicle(s) use the backside of the Vehicle Request Justification sheet. 

5.
ALTERNATIVE FUEL VEHICLE INFORMATION.

The attached sheet needs to be filled out for the Energy Policy Act (EPACT) and Clean Air Act (CAA).  

DISTRIBUTION OF FORMS

An agency submits the original of the “New Vehicle Request” via interdepartmental mail to the Department of Administration, Enterprise Programs, 101 E. Wilson St., Madison 6TH Fl, or via first class mail to PO Box 7867, Madison, WI 53707-7867.  An agency may make copies for its own internal distribution.

3. Vehicle Request Justification
ss. 20.915:  Each state agency, upon written approval of the governor, may purchase necessary aircraft, trucks and automobiles for its general use. All aircraft, trucks and automobiles shall be purchased through the department of administration under ss. 16.70 to 16.82. The department of administration shall ensure that each general fleet passenger automobile at the time of procurement has a fuel economy rating of no less miles per gallon than the fleet average miles per gallon required of automobile manufacturers by the federal government at that time. Law enforcement vehicles and work vehicles for heavy passenger or equipment loads are exempt from the mileage requirement.

	Describe Vehicle Use:
	     

	     


Check all that apply; attach a separate sheet if necessary.

	 FORMCHECKBOX 

Law Enforcement, explain vehicle type and use:

	
	     

	 FORMCHECKBOX 

Passenger work vehicle:  Normal passenger load:
	  
	Estimated annual miles with this # of occupants:
	     

	
Comments:
	     

	
	     

	 FORMCHECKBOX 

Cargo Loads:  Normal cargo weight:
	       lbs.
	Volume of cargo:
	       cubic feet
	

	
Comments:
	     

	
	     

	 FORMCHECKBOX 

Trailer towing:  Trailer weight empty:
	       
	Trailer weight loaded:
	     

	
Weight of cargo in tow vehicle:
	      
	Trailer length in feet:
	     

	 FORMCHECKBOX 

Justification for all asterisk options requested: 

	Option:
	     

	Justification:
	     

	Option:
	     

	Justification:
	     

	Option:
	     

	Justification:
	     

	Option:
	     

	Justification:
	     

	Option:
	     

	Justification:
	     

	


See the reverse side of this form if requesting additional vehicle(s).

4. Additional Vehicle Justification
Answer the following questions (MANDATORY):

1.
Would an internal reallocation of similar vehicles be possible?  If not, why not?
	     


2.
What level of staffing does the agency have now in comparison to prior years to justify this additional vehicle(s)?
	     


3.
Has legislation been passed which expands the scope of the agency, thereby necessitating additional vehicles of the type requested?  If yes, how?  (Please attach a copy of the legislation.)

	     


4.
What is the total mileage, as well as annual mileage for the prior fiscal or calendar year, for each vehicle in the agency's fleet?  (Please provide miles for each vehicle by its assigned fleet number, distinguishing between business and any personal miles, and identify the make, model and year of each vehicle as well as its assigned location and function; Provide the month and year of delivery for each vehicle.)


< Attach Excel spreadsheet, include owned and leased vehicles >

5.
What other information supports the need for an additional vehicle?
	     


5.  ALTERNATIVE FUEL VEHICLE INFORMATION

ENERGY  POLICY  ACT  (EPACT) & CLEAN AIR ACT (CAA)

NOTE:  This form is required – unless your agency attaches proof of separate compliance with the laws. 

IDENTIFICATION:  This sheet needs to be included with the “Vehicle Request” Form DOA 3016.   In the table below, fill in your agency, your name and number, and the vehicle commodity code found on the related Form DOA 3016.  
	AGENCY
	AGENCY CONTACT

(Name & Phone)
	COMMODITY CODE  

(8 Digits)

	     
	     
	     


BACKGROUND:  The purpose of this sheet is to gather information to determine your agency’s requirements, compliance, and credits, under the Federal Energy Policy Act of 1992 (EPACT), and under the 1990 Clean Air Act (CAA)  EPACT requires that a specified percentage of state government fleet new acquisitions of “light duty”, non-“excluded” vehicles used primarily within specified “MSA’s” (Metropolitan Statistical Areas) and “CMSA’s” (Consolidated Metropolitan Statistical Areas) be “alternative fueled vehicles”.   The CAA requires that a specified percentage of new acquisitions of “light duty”, and “medium duty” non-“excluded” vehicles used primarily within specified MSA’s and CMSA’s be certified to meet CAA standards.  Call Transportation and Travel at 608-266-1558 for further details.

DEFINITIONS:  
“Light duty” – vehicles with a gross vehicle weight (GVW) rating of 8,500 pounds or less.  (Covered by EPACT & CAA)

“Medium duty” – vehicles with a GVW rating of between 8,500 pounds and 26,000 pounds. (Only covered by CAA)

“Excluded Vehicles” -  1) Law enforcement vehicle.  2) Emergency motor vehicle.  3) Non-road vehicle.  4) Vehicles which, under normal operations are parked at personal residences when not in use.  5) Vehicles used for motor vehicle manufacturer product evaluations or tests.  6) Motor vehicles exempt for national security reasons.  7) Vehicles held for sale, lease, or rental.  8) Vehicles used at industrial, commercial, marine, rail, or airport facilities.    

“Alternative Fueled Vehicle” – Alternative fuel includes dual-fuel, bi-fuel, and flexible-fuel vehicles designed to be operated on a least one of the following fuels: 100% methanol, denatured ethanol, and other alcohols; mixtures containing 85% or more by volume of methanol, denatured ethanol, and other alcohols with gasoline or other fuels; natural gas (compressed or liquefied); liquefied petroleum gas (propane); electricity (including solar energy); hydrogen; coal-derived liquid fuels; and fuels (other than alcohol) derived from biological materials including “neat” (100%) biodiesel.  Since EPACT is aimed at energy independence, gasoline/diesel-powered vehicles do NOT satisfy the requirements of the law – only alternative fueled vehicles.   Since CAA is aimed at clean fuel fleets, alternative fueled vehicles and clean-burning gasoline/diesel vehicles can satisfy the law.

“CAA-Clean Fuel Fleets Certified Vehicles” – These are vehicles that have been certified to meet the CAA Clean Fuel Fleet standards.  They include Low-Emission Vehicles (LEV), Inherently Low-Emission Vehicles (ILEV), Ultra Low-Emission Vehicles (ULEV), and Zero-Emission Vehicles (ZEV).  

PART – A  INSTRUCTIONS   (This is needed to determine your agency’s requirements under the EPACT and CAA.)
1. Will the requested vehicle be primarily used in any of the following counties?  Douglas, St. Croix, Pierce, Outagamie, Winnebago, Calumet, Dane, Washington, Ozaukee, Waukesha, Milwaukee, Racine, or Kenosha?   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No   If yes, go on to the next line.  If no, go on to Part B of this form.

2. Does the requested vehicle(s) qualify as “excluded” under the laws? (See above definition)      FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No 

If yes, go on to Part B.  If no, go on to the next question.

3. Is the requested vehicle(s) less than 8,500 pounds gross vehicle weight?  FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No   If  yes, list the fleet number(s) here or on an attachment, and go on to Part B.  If no, go on to the next question.

4. Is the requested vehicle(s) between 8,500 and 26,000 pounds gross vehicle weight?  FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No    If  yes, list the fleet number(s) here or on an attachment, and go on to Part B.  If no, go on to Part B.

PART – B  INSTRUCTIONS   (This is needed to ensure compliance with the EPACT and CAA, and to calculate credits.)
1. Is the requested vehicle alternatively fueled?  FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No    If yes, list their fleet number(s) here or on an attached sheet, and provide a description of the type of alt fuel vehicle.  If no, go on to the next question.  

2. Is the requested vehicle a CAA-Clean Fuel Fleets Certified Vehicle as defined above?  FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No    If yes, list their fleet number(s) here or on an attached sheet, and provide a description of the type of certified vehicle.   If no, no further information is needed.

