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Department drafts 
Decision Item

Dept applies for 
grant

Determine estimated 
cost of the vehicle 

(use cost calculator 
and contact State 
Fleet Management 
(SFM) if questions)

Decision Item 
submitted to     

OSPB

Grant approved                    

Fleet Coordinator 
submits cost estimate 

to SFM

SFM reviews cost 
estimate and 
enters into 

tracking system

OSPB Analyst 
reviews (confirm 

funding 
source/amount)

Approved by 
OSPB (for 

Nov 1 
submission)?

Submit pre-pay to 
SFM

SFM reviews 
request and 
enters into 

tracking system

Approved by 
SFM?

SFM Completes 
request 

(purchase/deliver 
vehicles)

END: Communication 
to Dept. (approval and 

next delivery date)

SFM Completes 
request 

(purchase/deliver 
vehicles)

LEGEND:
Department = YELLOW
Higher Education = GREEN
Office of State Planning and Budgeting (OSPB) = BLUE
State Fleet Management (SFM) = ORANGE

Updated 3.13.2018

Determine estimated 
cost of the vehicle 

(use cost calculator 
and contact State 
Fleet Management 
(SFM) if questions)

Determine estimated 
cost of the vehicle 

(use cost calculator 
and contact State 
Fleet Management 
(SFM) if questions)

Complete Additional 
Vehicle request Form  
& gather grant award 

letter

Complete Additional 
Vehicle request Form

Email to SFM & 
OSPB Analyst 

(email or 
electronic)

Email to SFM & 
OSPB Analyst 

(email or 
electronic)

END: Communication 
to Dept. (approval and 

next delivery date)

END: Communication 
to Dept. (approval and 

next delivery date)

Bill signed

Department 
notifies SFM 

funding 
approved- 

Department 
notifies SFM 

funding approved

SFM Completes 
request 

(purchase/deliver 
vehicles)

Department 
monitors bill to 

be signed
Yes

Yes

Yes

END

No

Department 
completes 

Vehicle Order 
Form

Department 
completes 

Vehicle Order 
Form

Department 
completes 

Vehicle Order 
Form

Yes

END

END

No

Yes

No

Approved by 
SFM (checking 

cost calcs)?

Feedback to 
Department 

(to make 
corrections)

END

No

SFM reviews 
request and 
enters into 

tracking system

OSPB Analyst 
reviews (confirm 

funding 
source/amount)

Approved by 
OSPB?

Yes

Approved by 
SFM?

Yes

Feedback to 
Department 

(to make 
corrections)

No

Add to DPA 
Decision Item for 
Common Policy

Bill signed

Department 
notifies SFM 

funding 
approved- 

Department 
notifies SFM 

funding approved

Department completes 
Fiscal Note (uses cost 
calculator for vehicle 

in Fiscal Note)

END

Department 
completes 

Vehicle Order 
Form

Department 
monitors bill to 

be signed

Department drafts 
Supplemental, 

Budget Amendment 
or Addition

Determine estimated 
cost of the vehicle 

(use cost calculator 
and contact State 
Fleet Management 
(SFM) if questions)

Submit
Complete Additional 
Vehicle request Form  

Email to SFM & 
OSPB Analyst 

(email or 
electronic)

SFM reviews 
request and 
enters into 

tracking system

OSPB Analyst 
reviews (confirm 

funding 
source/amount)

Approved by 
OSPB (for 

Nov 1 
submission)?

END: Communication 
to Dept. (approval and 

next delivery date)

Bill signed

Department 
notifies SFM 

funding 
approved- 

Department 
notifies SFM 

funding approved

SFM Completes 
request 

(purchase/deliver 
vehicles)

Department 
monitors bill to 

be signed
Yes

Yes

Yes

END

No

Department 
completes 

Vehicle Order 
Form

END

No

Approved by 
SFM (checking 

cost calcs)?
Yes

Feedback to 
Department 

(to make 
corrections)

No

END: Communication 
to Dept. (approval and 

next delivery date)

SFM Completes 
request 

(purchase/deliver 
vehicles)

Estimates for Requests Verify Funds Ordering Vehicle
There are 3 phases in this 

process

Vehicle Cost Estimation, Verification and Ordering Process 

Select 
one 
of 

the 
5 

options

Fleet Coordinator 
signs off on 

estimate

Budget Director 
signs off on 

estimate

No


