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Use form on District Website, under “Transportation”



VEHICLE REQUEST FORM

   1.  Submit to your building office at least two weeks prior to trip.
   2.  Form must be approved by your Principal or Supervisor according to your building policy.
   3.  Account Code to be charged must be filled out prior to submitting for approval.

	
	

Date of Request ______________   Requested By__________________________________________

Vehicle Needed (Date)   ________________         Driver(s)   _________________________________              

Destination _________________________________________________________________________   

Approx. Mileage____________    Approx. Cost (Mileage x .655) = ____________________________

Approx. Time Leaving ________________   Approx. Time Returning ____________________
 
Purpose of Trip _____________________________   # of Travelers (including drivers & chaperons) ______

Approved By (Supervisor) ____________________________________________

Account Code____________________________________________



FOR OFFICIAL USE ONLY	    


 Total Actual Mileage ______________________				

  
Total Actual Cost for Trip___________________








