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Date of Request:   Program/Class(es):       
 
Date of Trip:    Budget Code(s):       
 
Destination and Purpose:           
 
Is this for Semester Use:  Yes  No   

 
If Yes,  Duration From:    TO:     

 
If one Driver: 
              
Print Driver’s Name     Driver’s Signature 
 
Driver’s Cell Phone Number:           
 
If multiple Drivers:  
Name(s) of approved drivers (if applicable): 
 

 
  

Name of Driver 
 

Unpaid              CDL  
Volunteer OR Driver 

 

Cell Phone Number 
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VEHICLE USE ONLY: 
 
If request is to take the vehicle or key overnight, approval signature is required by Director or 
Designee and Assistant Superintendent before keys are released by the Divisional Office Support 
staff. 
 
Do you wish to take the vehicle or key home the previous night?  
 
(Check One)    Vehicle   Key   None 
 
Do you wish to take the vehicle or key home and return it the next morning?   
 
(Check One)    Vehicle   Key   None 
 
 
 
 
APPROVAL BY DIRECTOR or DESIGNEE_________________________________________ 
                             Signature                Date 
 
OVERNIGHT APPROVAL  
BY ASSISTANT SUPERINTENDENT:         
                              Signature    Date 
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