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File Copy of 
Assignment

B1 or B4 only

Step 2: Process 
request

The University of Tennessee 
Vehicle Use Process Stream

Step 3: Assign 
vehicle, send 
file copy(s)

Step 4: Select
valuation method; 
send notification 
within 30 days of 

assignment

Step 5: Quarterly, 
solicit mileage 

statements

File Copy of 
Assignment

Notification 
Letter

Step 6: Complete 
and send mileage 

statement(s)

Step 7: Calculate 
benefit; withhold
taxes; report on 

W-2

Step 1: UT 
Special 

Vehicle?

H = Handoff

Courtesy 
Vehicle?


