RESERVATION SHEET FOR COLLEGE VEHICLE

Vehicle Requested:  _______________________________________________________

Name of Person Making Request:  ___________________________________________

Date and Time Leaving Campus:  ____________________________________________

Date and Time Returning To Campus:  _______________________________________

Destination:  _____________________________________________________________

Purpose of Trip:  _________________________________________________________

List Passengers Other Than Driver:  __________________________________________

Courtesy Card Needed:  _______
Sign Out Time  ________
Sign In Time  ______

Mileage Beginning  ________  Mileage Ending  _________  Miles Traveled  _______

Driver:  _________________________________________________________________

Approved  _____________________________
Date  _________________________

                      Chairperson/Director

Approved  ______________________________
Date  _________________________

                  VP of Instruction & Student Services
Approved  ______________________________
Date  _________________________

                      Administrative Services

1. Leave keys and/or courtesy card in the Office of Administrative Services upon return.

2. Mileage reading must be recorded at the beginning and at the end of any trip taken.

3. The driver of a college vehicle shall be responsible for the safety of the passengers as well as traffic violations.

