CUBA-RUSHFORD CENTRAL SCHOOL DISTRICT
Vehicle Use Request Form
ALL VEHICLES WILL BE PICKED UP/DROPPED OFF AT THE BUS GARAGEIMPORTANT: This form MUST be received in the CRE or MHS MAIN OFFICES – minimum of                                          1 week prior to the scheduled trip date. ALL requests must be in writing.

	TODAY’S DATE:
	EMPLOYEE NAME: 

	
	

	DATE(S) REQUESTED:
	

	PICKUP TIME:
	                                                     

	RETURN TIME:
	

	
	

	DESTINATION:
	

	
	

	PURPOSE OF TRIP:
	

	
	

	WILL YOU BE TRANSPORTING STUDENTS?    YES/NO?
	



Additional information:
1) The Daily Vehicle Inspection Report book located in the vehicle MUST be completed indicating beginning and ending mileage, fuel purchases, and the driver’s signature.
2) The vehicle and the white copy of the Daily Vehicle Inspection Report must be returned to the BUS GARAGE upon return to the district.
3) The gas tank in the vehicle must be filled before you return the vehicle to the bus garage. The fuel card is located in the center console of the vehicle.  Vehicles are to be filled at Rinker Oil at 29 Water Street in Cuba. The pump is on the right side of the building. Insert the card, enter the miles, and select #1 for gas.
4) It is your responsibility to empty any trash from the vehicle.
5) Any problems with the vehicle must be reported to the Transportation Supervisor immediately.

Employee signature: 	DATE: FOR OFFICE USE ONLY

	Vehicle available (Yes/No)
	


	VEHICLE # ASSIGNED
	


	STARTING MILEAGE
	


	ENDING MILEAGE
	




CRE/MHS SECRETARY	   DATE: 
Transportation supervisor: 	   DATE: 
