FAQ’s


When do I need to do the Notary Statement?

If you hold a license from another state, you will need to complete the Notary Statement.  If you hold a license from Canada, you will need to complete the Notary Statement.  If you are licensed in Wisconsin but have held a license in another state or country in the previous 3 years, you will need to complete the Notary Statement.


I’ve submitted my documentation but have been informed it’s missing information.  Can I just email the information?

No, due to the volume of forms that are submitted with missing information, we do not keep them.  Once you have been notified of the “error”, the application is recycled.  By the time the individual contacts Risk Management, the paper is already gone.  Also, the majority of requests are for signatures and they cannot be emailed.


I am already authorized for a department; can I drive for my student org?

You must be authorized for each entity you want to drive for.  If you are authorized for your student hourly position and want to drive for your student organization or another department, you will need to submit documentation for that organization or department.


Do I need to be authorized to ride in UW/State vehicles?

No but you do need to be an enrolled student, faculty, staff, volunteer, visiting academic or a State of Wisconsin employee and on University business.


Who can ride in a UW or State vehicle?  What about rental vehicles from Enterprise, Hertz or National?

Employees of the University or State of Wisconsin, students and volunteers can ride in UW, State or rental vehicles as long as the trip is for University business.  Visiting academics can ride in UW, State or rental vehicles as long as the trip is for University business.
Spouses, significant others/partners or your children cannot ride in UW, State or rental vehicles.  However, vehicles rented from National under the Big 10 booking code does allow for spouses, significant others/partners or your children to ride in the vehicles.


I have taken the 15 passenger van class and passed, what do I do now?

After you have taken the 15 passenger van class and passed, you are given a card from the instructor.  You will need to fax a copy of that card to Risk Management (608.262.9082).  We will then update your driver authorization to show you have taken the class.


I currently drive for the van pool.  Do I need to take the van driver training class again?

If you currently drive for the State van pool but have not taken the 15 passenger van training in over 12 months, you will need to re-take the training to drive UW-Madison 14 passenger buses.  Your department must approve the training.


