
PART I - REQUEST & TRAVEL INFORMATION
Requested by:_________________________________  Department:______________________

DESTINATION:________________________________________________________________

Departure Date:_________________________
Departure Time:______________________

Return Date:____________________________
Return Time:_________________________

Department Head Approval:____________________________________     ________________







Signature



Date



PART II - USER REPORT

Driver Name:_____________________________
____________________________________




Print Name




Signature

Beginning Odometer Reading:______________   Ending Odometer Reading:_______________

Driver Checklist:


Comments:

_____
Oil Level


________________________________________________

_____
Antifreeze / Coolant Level
________________________________________________

_____
Windshield Washer Fluid
________________________________________________

_____
Lights and Turn Signals
________________________________________________

_____
Tires



________________________________________________

_____
Gas Tank filled upon return
________________________________________________

_____
Cleaned interior & exterior
________________________________________________

Other comments:________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

MOTOR POOL VEHICLE RESERVATION REQUEST








2

