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AUTHORITY:  Wis. Stats. 16.71(1) 
    20.915 
 
SCOPE: - to establish procedure for an agency to obtain use of a vehicle when it is in the best 

interests of the state to do so.  Examples include the following: 
 

• A state-owned vehicle is not available 
 

• Funds are unavailable for purchasing a vehicle 
 

• Federal funds are used that specifically prohibit purchasing a vehicle 
 

• The length of use and/or cost does not justify purchasing a vehicle 
 
DEFINITIONS: I. "Vehicle" means airplane, truck, automobile and motorcycle. 
 
 II. "Vehicle lease" means a contract between an agency and a vendor to provide a 

vehicle for a period of 30 consecutive days or more. 
 
 III. "Vehicle rental" means a rental of 29 days or less that is covered by the state's 

current contract for leasing or renting vehicles. 
 
CONTENT: I. Agencies will comply with the procedures in PRO-E-12, Lease and Rental 

Agreements, and observe the best interests of the state and sound procurement 
practices.  All applicable procurement policies apply to a lease or rental as they do 
to a purchase. 

> 

 II. An agency desiring to lease/rent a vehicle for 30 days or more will submit its 
request to the State Bureau of Procurement transportation manager using the 
procedures in III. A.-F.  The transportation manager will evaluate each request and 
forward his/her recommendation to the State Bureau of Procurement director for 
final approval.  If at the end of the lease/rental contract the agency still needs the 
vehicle, the agency will resubmit its request and receive approval to continue or 
renew a lease/rental using the procedures in III. A.-F. 

http://www.legis.state.wi.us/rsb/Statutes.html
http://vendornet.state.wi.us/vendornet/procman/proe12.pdf
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 III. Agencies requesting a lease/rental vehicle will submit justification by answering 

and providing the following information to the State Bureau of Procurement 
transportation manager: 

 
A. Would an internal reallocation of vehicles be beneficial (possible)?  If not, 

why?  
 

B. What level of staffing does the agency have now in comparison to prior 
years? 
 

C. Has legislation passed expanding the scope of the agency, thereby, 
necessitating an additional vehicle(s)?  If yes, how?  Provide a copy of the 
legislation. 
 

D. How many miles per month will this vehicle be driven? 
 

E. Provide a cost analysis by comparing the cost of: 
 

1. Purchasing a vehicle; 
 

2. Leasing a vehicle from the Department of Administration’s Central 
Fleet; 
 

3. Leasing a vehicle from a current state contract (if applicable); 
 

4. Renting a vehicle from the Department of Administration; and 
 

5. Renting a vehicle from a current state contract. 
 

F. What other information supports the need for an additional vehicle? 
 
 IV.  The agency may charge lease/rental vehicles to the appropriate corporate travel 

card under contract.  If that program is not available, the agency may charge the 
lease/rental to an authorized state purchasing card. 
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 V. The agency must use the appropriate, authorized fuel card under state contract to 

fuel rented and leased vehicles when possible.  The leasing agency must compile an 
annual report based on fiscal or calendar year describing the total fuel used and 
miles driven by vehicles under lease, and submit this report to the Department of 
Administration.  The purchasing card may not be used for charging fuel purchases. 

 
 VI. Other information: 
 
  A. The commodity code for vehicle leasing and rental is 97514.  The 

commodity code will be used on any purchase order. 
 
  B. For additional information on leasing/renting vehicles, call the State Bureau 

of Procurement transportation manager at 608/266-8024. 
 


