       

Dear Staff,
To ensure district vehicles are used efficiently and remain in good condition, please review and follow the expectations outlined below when submitting vehicle requests and using district vehicles.
Vehicle Requests
· Complete all required information on the vehicle request form before submission. Example: Number of vehicles needed.  I am not seeing this info on the forms and I am having to reach out and ask.
· Include the date and time you plan to pick up the vehicle.
· Use the “Notes” section to provide any special instructions, such as student pickup locations at your campus, trip details, or other important information.
· If you need a driver for your trip, clearly indicate that on the request form. If the trip occurs during route times, you will need to secure a driver, as daily routes take priority. Transportation can assist in finding a driver, but one is not guaranteed. Please submit your request as far in advance as possible.
· Each completed field trip form turned in after using a vehicle must include the beginning and ending mileage and a legible driver’s name.
· If the trip details change, please email the Transportation Director so the change can be properly documented.  
· [bookmark: _Hlk213835988]Note: If you arrive early and the vehicle or paperwork is not ready, it may be because the trip paperwork reflects a different scheduled time or date.
Vehicle Cleanliness and Care
· After every trip, remove all trash and personal items from the bus or vehicle. If something needs special attention please note this on the trip paperwork that is turned in so that it can be promptly taken care of. DO NOT LEAVE FOOD ON BUSES.  Wild animals enjoy it and make a big mess. There is a trash can by the gas pumps that you can dispose your trash bag.
· Be mindful of mud and debris when loading items into white fleet vehicles. Dust off or clean items before placing them inside. Treat district vehicles as if they were your own—or even better!
· Turn off all air conditioning and heating systems when returning a vehicle. Leaving these systems on places unnecessary strain on the engine during restart.
· The white SUV vehicles will no longer be used to transport any equipment such as unsecured weights/items, tents, etc. There is significant damage from these items in our nicest vehicle.
Trip Timing and Courtesy
· Be mindful of your driver’s time and schedule. 
· [bookmark: _GoBack]If the paperwork lists a departure time of 11:00 a.m., please plan to leave at that time. Delays can interfere with the driver’s other scheduled responsibilities.
Your cooperation helps keep our vehicles clean, dependable, and ready for everyone’s use. Thank you for following these procedures and supporting a safe and efficient transportation program. If you have any questions or need clarification, please contact me directly.
Donna Maddux
Transportation Director 
Millsap ISD ~   Office: 940-274-2614



