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VEHICLE REQUEST FORM

	REQUESTED BY:      
	TODAY’S DATE:     

	
	

	DEPARTMENT:     

	
	

	NUMBER OF VEHICLES REQUESTED:     
	DATE OF TRIP:     

	
	

	DEPARTURE TIME:      
	ESTIMATED RETURN TIME:     

	
	

	NUMBER OF PASSENGERS INVOLVED:      

	
	

	Do you have a valid driver’s license?  
	YES  FORMCHECKBOX 

	NO  FORMCHECKBOX 


	
	
	

	Have you successfully completed the Driver Safety Course in the last three (3) years?

	YES  FORMCHECKBOX 

	NO  FORMCHECKBOX 

	
	

	
	
	
	

	IF OUT-OF-STATE TRAVEL, IS FORM ATTACHED
	YES  FORMCHECKBOX 

	NO  FORMCHECKBOX 

	N/A  FORMCHECKBOX 


	An Out-of-State Travel form is required prior to departing with a state

vehicle for an out-of-state destination even if you anticipate no expenses

on the trip.

	

	SPECIAL REQUESTS/COMMENTS: 



	
	Approved:  FORMCHECKBOX 

	Denied:  FORMCHECKBOX 


	
	
	

	Supervisor Signature:
	

	Date:
	     

	
	

	

	
	

	For Office Use Only


	Vehicle Available:     

	

	Dates:      
	Time:      

	
	

	Original: Plant Maintenance Engineer
	Copy: Originator
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