Virginia Women’s Institute for Leadership

Mary Baldwin College

VEHICLE REQUEST

Name: (print)_____________________________     Date: _________    Phone ext.: __________
Date/time of departure: ____________________________ Number of passengers: ___________

Date/time to pick up keys if different than above: ______________________________________

Date/time of return: _____________________________________________________________
Destination (city, state): __________________________________________________________
Phone # at destination:___________________________________________________________
Driver’s name: (print) ___________________________________________________________
                                                      (Must attach copy of valid license for the driver.)
· I understand I must submit this form at least 48 hours prior to the date of the event.

· I understand I will be notified, by phone or email, of approval or disapproval.

· I understand I must sign out the keys to the vehicle and return them to the proper location immediately upon my return.

· I understand that the vehicle must be returned in good condition with all trash removed and any damage will be held to my account.
· I understand the gas tank must be at least half full when return. A gas card can be checked out if needed.

Cadet Signature: _____________________________________________________ 
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Office Use:                   





Approved - Vehicle Assigned:  _________________________________________________





Reason if disapproved: _______________________________________________________





Date cadet notified: _____________  Chief of Staff signature _________________________
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