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Workday - Submit A Vehicle Allowance Request
Your offer of employment includes participation in the Company Vehicle Allowance
program. **To participate in the program, you are required to provide information
regarding your personal vehicle and auto insurance coverage**. Please follow the
below instructions to request approval to participate in the Company Vehicle
Allowance program. Follow these steps to submit the request.

1 At the top of your Workday Home Page, locate the Search Bar and type "Create
Request". Click the task to proceed.

2 Type "Vehicle Allowance Request" and click OK.
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3 All fields are required on this request form. Note: this request applies to both US
and Canada vehicle allowance programs.

4 You are required to upload a copy of your auto insurance to show proof of
insurance coverage. This will be reviewed by HR Operations to confirm adequate
auto insurance coverage to participate in the Company Vehicle Allowance
program.
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5 Approval will route to HR Operations.

Note: if you do not have adequate auto insurance coverage, HR Operations will
send the request back to your Workday inbox to correct the request.

6 Upon approval from HR Operations, you will be added to the Company Vehicle
Allowance and begin receiving the allowance as stated on your offer letter.


