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TRIP APPROVAL FORM 

Begin Date:

            ____________                  Time:             AM / PM                  
End Date:

       _____________________     Time:  _          AM / PM              

Destination:

(City)_
_____________
    (State)  _______    
Purpose of Trip:
                                                                                                     .   
Estimated Expense:
      $___, $ ___,  $_____,  $____   
$___  $___
= $  ___ 


                    Mileage    Meals
     Reg Fee         Lodging       
Air Fare       TAXI          Total

Means of Travel:
        _ Personal Vehicle (If no college vehicle is available)
             Charter Bus

            *College Car
(Max. Seats 5) 
# of Occupants                
(See Pg 2)   

            *Explorer
(Max. Seats 5) 
# of Occupants                  
(See Pg 2) 
 
            *Mini Van
(Max. Seats 7)
# of Occupants                 
(See Pg 2) 
            *College Van
(Max. Seats 12) 
# of Occupants                 
(See Pg 2) 
             Other _________________________________________                                      
·      ________ ________
                            _______________________pm
Vehicle pick-up date & time

                         
  Vehicle return date & time
Other MAC Employees Involved:          _____________________          




If your regularly scheduled classes are affected, please explain what arrangements you plan for your students:

	If students are participating in this trip, please check appropriate box.  Students riding in a personal vehicle must complete a Student Release Form.   (A list of names must be forwarded to the appropriate Dean(s Office two weeks prior to departure.)
 Student Organization/Club:                                                                                       #Students _________   
 Students enrolled in my Course/Section:                                                                  #Students _________    



SIGNATURES
Employee Requesting Trip:
_____________________________________________DATE: _______________




                        Employee






Approved:
     Yes
     No
________________________________________________________________ 
Supervisor/Department Chair
                      Yes        No
________________________________________________________________ 
Student Services Dean 
Date
 




(Required if students are involved.)


Fleet Manager Approval
        
Yes, college vehicle(s) is available.

        
No, college vehicle(s) is NOT available.

File: psb





____________________________________________________________








    Signature


     

Date
GUIDELINES
USE OF COLLEGE VEHICLE 

College vehicles are available for school related activities.  These vehicles are used extensively by personnel of all levels.  Please adhere to the following guidelines when using a college vehicle.

COMPLETE A TRIP APPROVAL FORM - A Trip Approval Form must be completed by the employee requesting a vehicle and must be signed by their Supervisor and Dean.  The Dean of Student Services must also approve all trips involving students.  The Fleet Manager will log each vehicle request on a first-come, first-serve basis.  Vehicles will be assigned based on availability.  If vehicles are not available, the employee must make alternative travel arrangements with their dean(s approval.

FUEL CREDIT CARDS - Fuel credit cards are available in the Business Office (Student Services employees should contact their Dean).  Return the credit card and all related receipts promptly upon return.  Please sign all receipts.

RETURNING A VEHICLE - Return the vehicle promptly so it will be available to the next user.  All soda cans, food wrappers, meeting materials, etc. MUST be removed.  Vehicles will be inspected upon return and employees will be notified and asked to remove items/trash left in the vehicle.   Keys should be returned to the Fleet Manager in General Services.  A Drop Box is located behind the Field House near the General Services gate when returning after hours.

VEHICLE ACCIDENT ( In the event an accident occurs, no matter how minor, the employee utilizing the vehicle must file a report with the Fleet Manager.  The report should detail date, time, and a description of the incident.  Without a report, it may be difficult or impossible to file for insurance coverage.

MALFUNCTION OF A VEHICLE - Please report any malfunction to the Fleet Manager upon return.  This will facilitate correction of the problem and assure the vehicle will not become inoperative when used again.  If a vehicle must be towed back to campus, contact the Fleet Manager immediately and submit towing bill to him upon return.

Adherence to the items listed above will assure immediate access to clean vehicles which are functioning properly.

Thank you for your assistance!

Fleet Manager

518-2110

