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Chapter 1

General lnformation

1-1. General lnformation
a. This regulation reflects current policies covering use of state-owned motor

vehicles that will provide guidance and assistance to lllinois Oepartment of Military
Affairs state employees and should be read and construed in accordance with CMS
Vehicle, Equipment, and Driver Policy (SOP #1.02) located at
https://cms.illinois.gov/agency/vehicles/cmsvehicleusagepolicy.html.

b. State owned motor vehicles are owned and licensed by the State of lllinois.
c. The Construction and Facililies Management Office (CFMO), located at Camp

Lincoln, Springfield, lllinois, is responsible for all state-owned motor vehicles used by
the Department of Military Atfairs (DMA) and for all related administrative details
incident to operation.

d. Agency Vehicle Coordinator. The Military Property Custodian is the agency
vehicle coordinator for the DMA. The vehicle coordinator ensures compliance with all
applicable State of lllinois laws, policies, and procedures.

e. Failure to comply with this policy may result in punitive actions to include but not
limited to: written reprimand; financial liability; revocation of vehicle use privileges;
termination of employment.

f. Users of this regulation are invited to send comments and suggested
improvements, through command channels, to: TAG-IL, ATTN: Construction and
Facilities Management Office, Agency Vehicle Coordinator,1301 N. MacArthur Blvd.,
Springf ield, lL 627 02-23 17.

Chapter 2

Vehicle Use

2-1. General Vehicle Use
a. State owned molor vehicles assigned to the DMA are available for use by DMA

State employees in the conduct of official State of lllinois business. Federal employees
will use General Services Administration (GSA) vehicles when available. However,
Federal employees may utilize state owned vehicles if used in connection with official
State of lllinois business with approval from The Adjutant General (TAG).

b. lndividuals who operate DMA vehicles will fill out a Certification of License and
Automotive Liability Coverage form (Appendix E) yearly at the beginning of the new
State Fiscal Year.

c. Personnel requesting a state vehicle, for ofricial business within the state, must
submit their request to the Vehicle Coordinator, State Warehouse Building 1 1, 24 hours
prior to departure. Requestor must complete the Vehicle Sign out Log (Appendix B)
stating the exact times and dates needed.

d. Non-emergency extensions must be approved in advance. The vehicle record
book and keys will be picked up from the State Warehouse Building 1'1 when signing for
the vehicle.
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e. State owned vehicles, assigned or not assigned, may be used for transportation to
restaurants, shopping centers, etc., if related to performance ofthe user's duties.

2-2. Off-Duty Use
State owned vehicles, not assigned to a specific indivdual, shall not be used for
transportalion between place ofemployment and home. Exceptions include
approval by the user's immediate supervisor and one or more of the following
conditions are met:

a. When the individual using the vehicle has a travel assignment that begins or
ends atthe individual's home.

b. When the individual using the vehicle must begin or end a travel assignment
outside of normalworking hours.

c. When the individual using the vehicle during temporary duty status (TDY)
outside of local home station needs transportation for activities required as
necessary for travel i.e. food, pharmacy, dry cleaning.

2-3. Use of Personal Vehicles
ln specific instances, directors may authorize an employee to use the employee's
privately owned vehicle on official State of lllinois business. There must not be a state-
owned vehicle available or where it is otherwise in the best interest of the state. Any
compensation to an employee for such use shall be in accordance with travel
regulations published by the Governor's Travel Control Board (80 lllAdmin Code
Sections 3000.300(f) (2) and 2800 (Appendix A). An agency Travel Authorization form
(TA-3, Appendix F) must be submitted to the DMA comptroller for approval prior to
departure.

Chapter 3
Vehicle Assignment

3-1. Vehicles Assigned to the Camp Lincoln Motor Pool
Vehicles assigned to the Camp Lincoln motor pool are on the property records of
State Warehouse and located at Building 1 1 .

3-2. Vehicles Assigned to Remote Locations
a. State owned vehicles assigned to specific locations (i.e. Camp Lincoln Grounds

Maintenance, Marseilles Training Center, Sparta Training Area and Maintenance
Teams) will be placed on a hand receipt from DMA for that location.

b. Managers musl ensure compliance with the policies and procedures outlined in
this regulation to include: scheduling and performing maintenance, use of a Vehicle
Sign-out Log, Vehicle Trip Tickets (see Appendices B and C) and Monthly Automotive
Cost Report for individual assigned vehicles.

c. Monthly mileage reports, Vehicle Trip Tickets, Receipts and Monthly Automotive
Cost Report for each vehicle must be foMarded to the Agency Vehicle Coordinator no
later than the flfth calendar day of the month following the report period.
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a. Under certain limited criteria, state owned vehicles may be assigned to specific
individuals if authorized in writing by The Adjutant General.

b. lndividuals who are assigned motor vehicles are required to use a Vehicle Sign-
out Log and Vehicle Trip Ticket (see Appendices B and C). However, they will be
required to comply with all other policies and procedures outlined in this regulation,
including the Monthly Automotive Cost Report discussed in Paragraph 3-2.c. These
individuals are authorized lo travel from home of record to place of employment using
their assigned vehicle.

Chapter 4
Operator3 Responsibilities

4-1 Operators Responsibilities
Operators of state-owned motor vehicles are responsible for the following:

a. Possession of a valid state operator's license for the vehicle classification.
b. Use of seat belts by the operator and all passengers.
c. Vehicle will onlybe used for official State oflllinois business. Out of state travel

more than ten miles from the lllinois border requires written permission from the
applicable director.

d. Personal liability for parking tickets or traffic violations, and liability for towing
and/or storage charges incident to those violations. The Agency Vehicle Coordinator
must be given a copy of all violations within five working days of the violation.

e. Exercise of reasonable diligence at alltimes in the safe and proper use of
vehicles. Smoking is prohibiled in all state owned and controlled vehicles.

f. Transportation of alcohol and/or firearms is strictly prohibited.
g. Use of hands-free devices are required in the State of lllinois. One is provided in

every vehicle.
h. Check radiator coolant and oil levels before use and each time the vehicle is

refueled. Ensure the radiator is not hot prior to removing the radiator or coolanl
reservoir tank cap to prevent serious personal injury.

i. Purchasing of oil and all automotive services at State of lllinois Division of Vehicle
Garages and Service Stations whenever possible. Additionally, purchasing gasoline
containing elhanol/E85 whenever possible.

j. Cleaning the interior and exterior of the vehicle before returning the vehicle to
Camp Lincoln. Cleaning to include: removing all trash, dirt and mud accumulations from
the interior and trunk, and washing the exterior when appropriate. lf need for exterior
cleaning is in doubl, consult the Agency Vehicle Coordinator at the State Warehouse
building number 11. (217) 761-3982.

k. Commercial car wash facilities can be used as an alternative. Vacuums and
cleaning equipment are available in the State Warehouse Building 1 1 . lf vehicle is
returned after normal work hours, services must be performed the morning of the next
workday.

l. Obtaining approval for extensive repairs of an emergency nature (exceeding
amount listed on back of credit card) through the Agency Vehicle Coordinator, (2'17)
761-3982 during duty hours. After duty hours, call the number listed on the Central
Management Services garage location map located in the vehicle glove compartment.

m. Promptly reporting defective odometer and estimating interim mileage data.
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n. Transporting non-State of lllinois employees only on ofllcial State of lllinois
business when approved by the TAG.

o. ln case of accident, timely preparation and submission of all required forms,
including those required by state, county and municipal authorities, to the Agency
Vehicle Coordinator, Department of Military Affairs, CFMO, 130'l N. MacArthur Blvd.,
Springfield, ll62702-2399.lnformation for the Vehicle Coordinator must be submitted
within five days of the incident. Report all accidents to the ILARNG Joint Operations
Center ASAP using the Serious lncident Reporting process. Report accidents to the
State Safety and Occupational Health Office (NGIL-SAO-SOH) within 24 hours of the
incident or on the next business day.

p. A vehicle operator's instruction booklet is located in the glove compartment of
each state-owned vehicle. Operators are responsible for complying with instructions
contained in lhe booklet. Additional copies of the booklet may be obtained from the
Agency Vehicle Coordinator.

4-3. Wright Express Credit Card
The Wright Express Credit Card can only be used for the following:

a. The card is valid only for the state-owned vehicle bearing the license plate number
or equipment number shown on the front of the card.

b. The card authorizes purchase of fuel, oil, oil changes, lubrication and washing.
c. Minor mechanical repairs not exceeding $250 per day, should be charged to the

card in emergencies.
(1) Supplies and services, whenever possible, shall be purchased from state

owned facilities. A list of state-owned service facilities is located in the vehicle glove
compartment.

(2) Unauthorized use of the credit card will be prosecuted to the fullest extent of
the law. Lost, stolen or damaged credil cards must be reported to the Agency Vehicle
Coordinator as soon as possible.
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4-2 Use of Vehicle Credit Cards
General Provisions:

a. A credit card is issued for each vehicle owned or leased by the State of lllinois.
The credit card is to remain in the vehicle record book at alltimes.

b. The credit card must be used for each purchase of products or services for state
vehicles. A credit card assigned to a particular state vehicle shall not be used for
purchasing products or services for another vehicle.

c. Located in the vehicle glove compartment is a list of commercial oil companies
honoring State of lllinois credit cards

d. The vehicle operator should review the ticket or invoice for accuracy and place the
customer copy of the charge ticket in the vehicle record folder.

e. A Monthly Automotive Cost Report for vehicles covered in paragraphs 3-2.c
and all charge tickets for those vehicles shall be sent directly to: Department of Military
Affairs, CFMO, Attention: Agency Vehicle Coordinator, 1301 N. MacArthur Blvd.,
Springfield, lL 62702-2399. Reports and charge tickets are due not later than the llfth
calendar day of the month following the report period.



d. ln the event that charges are made with other than the Wright Express Credit
Card, a report must be filed within five calendar days to the Agency Vehicle Coordinator
stating the following information:

(1) The date and place of service and the exact nature and cost of service.
(2) The reason necessitating payment by means other than the authorized credit

card.
(3) A legible copy of the invoice for services and or supplies received.

Chapter 5
lnsurance Coverage and Accident Reporting Procedures

5-1, lnsurance Coverage
lnsurance coverage under the State of lllinois Self-lnsured [,lotor Vehicle Liability Plan
is applicable to all state government employees, including members of the lllinois
National Guard on State Active Duty. Federal technicians are not covered under this
Self-lnsured Motor Vehicle Liability Plan. Employees authorized to operate their
privately owned vehicle while on official State of Illinois business must have the
minimum private insurance liability coverage under lllinois State Law. Amounts required
by the lllinois Motor Vehicle Code are $15,000 property damage claims and $20,000 per
person in bodily injury claims up to a total of $40,000.

5-2. Accident Reporting Procedures
a. The reporting requirements of this regulation are separate from and in addition to

reports and documents required by AR 385-10, DA PAM 38540, NGIL Reg 27-20
and/or any other regulations.

b. lf an accident involves a state-owned vehicle, the operator must comply with all
procedures listed in this paragraph. This includes any vehicle being used on offlcial
business, such as a private vehicle or rentalvehicle. Private insurance carriers must
also be notilled for private or rentalvehicles. Report all accidents to the ILARNG Joint
Operations CenterASAP using the Serious lncident Reporting process. Report
accidents to the State Safety and Occupational Health Office (NGIL-SAO-SOH) within
24 hours of the incident or on the next business day.

(1) Completion of an "lllinois l\4otorist Report," Form SR-'lB. Forms are located in
vehicle glove compartments, furnished by a police officer, or from the Agency Vehicle
Coordinator. Enter the names, addresses and policy numbers of other parties'
insurance companies in an available space on the form.

(2) Completion of a Risk Management Cover Letter (Appendix D). Forms are
available in the glove compartment of each vehicle or from the Agency Vehicle
Coordinator.

(3) Obtaining a copy of the official "lllinois Motorist Report" Form SR-1B from the
police department that initiated the report.

(4) Within five calendar days from the date of the accident, one copy of each of
the reports listed in this paragraph, must be sent directly to the address below:
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Department of Military Affairs
Construction and Facilities Management Office
Attention: Agency Vehicle Coordinator
130'l N. MacArthur Blvd., Springfield, lL 62702-2317

(5) That report will be forwarded to the CMS Plan Administrator for the Auto
Liability Program wathin seven calendar days of the accident to the address below:

Central Management Services Plan Administrator
Risk Management Division, Auto Liability Program,
80'1 S.7th Street, P.O. Box 19208, Springfield, lL 62794-9208

(6) lf the operator is unable to complete the reports as required, their supervisor
must complete and submit the reports. Do not delay submission of required reports
when official police reports are not available. Once received, foMard the police report to
the Agency Vehicle Coordinator.

c. Upon receipt of the accident reports the Agency Vehicle Coordinator will make
distribution to all required offices.

d. Listed below are accidents that require an immediate telephonic report. Reports
must be made to the Agency Vehicle Coordinator, telephone (2'17) 761-3982 duting
duty hours, or to the Chief of Facility Management cell phone at (217) 761-7844, during
non-duty hours.

(1) Any accident involving personal injury or death.
(2) Any accident involving heavy property damage where any vehicle must be

towed from lhe scene.
(3) Any accident where the state vehicle rear-ends another vehicle.
(4) Any accident involving a pedestrian or cyclist.

e. Telephone calls made in accordance with the above instructions does not relieve
anyone of the responsibility for completion and forwarding the written reports.

Chapter 6
Vehicle Repairs and Maintenance

6-1. During Normal Business Hours
During Normal business hours (0800-1630).

a. lf the need for maintenance or a breakdown is within 25 miles of the Springfield
area, the user will call the Agency Vehicle Coordinator for instructions, telephone (217)
761-3982.

b. A list by county of private towing companies has been provided in the vehicle
glove compartment in case the Agency Vehicle Coordinator, garage foreman or
traveling mechanic is unable to be contacted.
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6-2. During After Business Hours
During after business hours (1631-0759).

a. Follow the procedures listed in the Vehicle Operator's Manualfound in the vehicle
glove compartment. Notify the nearest state garage supervisor. The location map found



in the vehicle glove compartment lists telephone numbers of Central Management
Service's garages.

b. A list by county of private towing companies has been provided in the vehicle
glove compartment in case the state garage foreman or traveling mechanic is unable to
be contacted.

7-'1. Procedures
During State Active duty, members of the lllinois National Guard must follow the
Procedures in this regulation except as modified:

a. GSA, N,ITOE and TDA vehicles and equipment used for State Active-Duty
purposes are not controlled or maintained under state procedures. Reporting,
dispatching, licensing, mainlenance and recovery procedures are covered in applicable
GSA, DA and NGIL regulations, and Tl\,|s.

b. During State Active Duty, special state credil cards are issued by the Command
Logistics Office/G4 or Military Support Office of the Plans Operations and Training
Directorate in Springfield, lllinois, (217)-76'l-3755. These credit cards are not specific to
an individual vehicle or piece of equipment. The vehicle number, unit and the operator's
name must be clearly printed in an available space on the credit card charge ticket. The
DMAs Comptroller and State Active-Duty Command Headquarters will provide
additional instructions and procedures for the collection of charge tickets.

c. All accident reporting procedures in this regulation are applicable Accident reports
and safety reports required by applicable GSA, DA and NGIL regulations must be
completed and foMarded through proper command channels in addition to any listed in
this regulation.
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Appendix A
References
List of State of lllinois references, NGIL regulations and U.S. Army regulations utilized in
conjunction with this document.

NGIL Regulation 27-20
Legal Services, Claims Against or in Favor of the U.S. Arising from National Guard
Activities, 30 August 2012

aR 385-10
The Army Safety and Occupational Health Program, 24 July 2023

CMS Vehicle, Equipment and Driver Policy
SOP #1 .02, October 2020

OA PAM 385-40
Army Nilishap lnvestigations and Reporting, 24 July 2023

Governor's Travel Control Board, Title 80, CH lV, Sec. 3000.300
Modes of Transportation,22 Match 2O13

lllinois Administrative Code, Title 44, CH. l, Sec. 5040
State Vehicles and Garage, 25 July 2014

lllinois Administrative Code, Title 80, CH. V, Sec. 3100
Auto Liability, 23 May 2013

State Vehicle Use Policy
30 tlcs 617/
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Appendix B
Department of Military Affairs Vehicle Sign out Log
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Appendix G
Department of Military Affairs Vehicle Trip Ticket
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Appendix D
Auto Liability Uniform Cover Letter
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Appendix E
Certification of License and Automotive Liability Coverage Form
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ALITOMOBILE LIABILITY CO!:ER.l,GE AS LISTED ABO\:E.

E\ALOIEE SIG}i',TTIJRI

t,

*

t
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APPENDIX F
Travel Authorization Form, TA-3

R*]OI:*]SI' FOR TRA\'f,t, :ltlTlIORIZATIOlf
t'$RlI"I"A-3

NANIIi

DAIE

,ITILE

s{)cl.{I, SEC{IRIT't' ];1-:NII3I;R

Lilil'l' ()l".r,ssIG\\.I[NrDn IstoN

U&{Di TD,\:"I01": &SSIG$MIi},i1'

l.IT&ll]] ADDRE$S

Purpse af trip gndicate destin*tion and erylain filly the neee-ssity $making the aip):

Ama*r,t Requtra : fr&r#pwtdtion ^ (travvl by prtwtety owtred cot*,v1nnce will b ryrwd wtty un&r
prwisiotx {Chap. 3, par i-6, MML Rcg 11-IMNLAN$ Rcg 741)

Atttouttt

$tate or Fedsral \rehiqle (x out onE or bo&)

Privat* \'chielc - lio- of Mile$

Commcrcial Transpo,rtrtion - TWe_

Lodcinc Ni&rs R tc

Per DiErn * No. of Qtrs.

Living Espclxes-I]- L- D-

Other Exptrses (Spcci& eaeh)

Total Estimatod Cost of Trip

Datc ol'Dqrarlur* Davs nocertary to accnmplish purpo*s

--\pprovuel
(Trar'eler)

.\pprovr;d
($upst isoriBdetsn Courmander)

..\pprolcd
(Hsad of Departmcnl Board. Commission orAgcncy)

\ioucher Nos.Crcss Ref{nence

NGIL PAM 56-1 . 25 MARCH 2024 13
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APPENDIX G

lllinois Motorist Report SRl B ( of 2l

{Tfrtrillffi$I
!110I19 t

I

tr

lt'tEffi

ffie
ryffi L_l

no

o6

Ua $h

DO

l-l i : '
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APPENDIX G

lllinois Motorist Report SRI B (2 of 2l

*{}.

fl3fi+*

.i ,.1

*hLFilarlw#.!trd
tufl*EYg,&"

f!*a flm

il{S*rmTt$fl1$&Cii[ SS,., r -i
IttsoEHElr{ofl Atao cax BEsl,LT ril t

Ftx& lt{{} a 3soaY $GtrExcf.

rHs Pficilt0${S Or r*LSGp*tt*t *a ??pf i.it
tlt]onrlttrtrr
ox llfi* Fs*rr"

EI I

-

r*[ ts txY
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