School Vehicle Transportation Request

Today’s Date: ____________________________________

Preference:   Red Van ____    White Van ____     Car____

Destination: _______________________________________________________________

Departure Date & Time: _________________________________________________

Return Date & Time: _____________________________________________________

Reason for Request: _____________________________________________________

Number of Passengers: ________________________

Signature: _________________________________________________________________

Principal: ____________________________________________________Date:_______

Superintendent:____________________________________________Date :_______

Please keep in mind the following policies:
[bookmark: _GoBack]
· Administration will make vehicle assignments.  Employees’ preferences will be taken into consideration along with several other factors.  If an employee is not satisfied with the vehicle they are assigned, they are welcome to take their own vehicle at their own expense. 

· School vehicles are to be used for school business.  In a group setting, anyone conducting personal business that excludes others in their group will be responsible for their own transportation.  (For example: if an employee plans to leave a workshop early for an appointment the employee leaving early will have to arrange for other transportation so the group can take the school vehicle when the workshop is over.)
