[bookmark: _GoBack]Center for Student Diversity
Van Request Form

Organization Name:___________________________         Date Requested:_________________

Driver(s):______________________________________________________________________

# of students attending: __________________________________________________________

# of vans requested: _____________________________

Destination:____________________________________________________________________

______________________________________________________________________________


Requested by:__________________________________________________________________

*Van Pick-Up Procedure
1. Check in with either the CSD Directory or Assistant Director BEFORE leaving to receive keys. 
2. Keys to vans are kept at Public Safety. Sign out keys at the Public Safety office. 
3. Pick-up van from location and fill out paperwork for mileage. 

*Van Drop-off Procedure
1. Fill up gas tank before returning to campus. 
2. Park van in location where picked up. 
3. Return keys and paperwork to Public Safety. 
4. Contact CSD Director or Assistant Director within a half hour of dropping off keys

[Office Use Only]

Date Received:__________________________     

Date Submitted:_________________________

Vans Availability Confirmed:  


Account #_______________________________________
