	Transportation Request (revised: 8/30/2011)

	Date Submitted
	Submitted By
	Destination (location & event)
	Date of Trip

	 
	
	
	

	Group
	Sponsor in Charge
	Number of Riders
	Purpose

	 
	
	
	

	Departure Time
	Arrival Time Upon Return
	Special Requests Such As: When vehicle will be loaded, need seat out for extra stowing, etc.

	
	
	

	Will this trip require you to refuel the vehicle before returning home?  If yes, please see note #5 below.

	If you have any mechanical problems during the trip, please give details to the right.
	

	This Section to be Completed by Administration/Transportation Dept.

	Date Approved
	Approved By
	Vehicle(s) Assigned
	Comments

	 
	
	 
	

	Vehicle #1:  
	Vehicle #2:
	Vehicle #3:

	Ending 

Mileage
	
	Ending 

Mileage
	
	Ending 

Mileage
	

	Beginning

Mileage
	
	Beginning

Mileage
	
	Beginning

Mileage
	

	Total 

Mileage
	
	Total 

Mileage
	
	Total 

Mileage
	

	Please Review Special Instructions Below

	1. A “Transportation Request” must be submitted for approval via e-mail to an administrator no later than one week prior to each trip.

2. Administrators will then e-mail the approved “Transportation Request” to Kacy Davis (kacy.davis@region16.net). 
3. Kacy will then look at all trips scheduled for that particular day and make vehicle assignments according to the number of riders. Kacy will then e-mail the “Requestor”, Debra Cook and Mr. Vaughn a copy of the “Transportation Request” with information concerning which vehicle(s) have been assigned for the trip.

4. Kacy will leave a copy of this “Transportation Request” in the vehicle prior to departure to make sure that each sponsor is in their assigned vehicle and to give the sponsor the opportunity to report any mechanical problems that may have occurred during the trip.

5. Depending on the length of your trip and the vehicle you are driving, it may be necessary to refuel the vehicle before you return home. If so, be sure that you have made prior arrangements with Kacy Davis or an administrator to take care of this need.


