PACE UNIVERSITY TRANSPORTATION DEPT. BRIARCLIFF

TEL. 914-923-2695:      FAX.  914-923-0651 – dial all digits


LOANER VEHICLE REQUEST FORM

WE ASK THAT YOU TYPE THIS FORM TO REDUCE ERRORS THEN FAX IT TO US
USE THIS FORM TO DRIVE YOURSELF
(SUBMIT AT LEAST 7 DAYS IN ADVANCE)

DATE OF YOUR EVENT: 

       NAME:     ________________________







(REQUSTED BY)
__________________

DEPT:       ________________________________







EXT.         _____________  FAX ______________

CONFIRMATION #_______________

DATE OF THIS REQUEST:  _________________

(WILL BE FAXED BACK TO YOU BY US)

PICK UP YOUR VEHICLE AT 

TRANSPORTATION DEPT. MON.-FRI. 7:00AM-4:00PM ONLY
NAMES OF DRIVERS       1.______________________      


2.___________________________

(All drivers must be pre-

approved to drive

    3.______________________     

 
4.___________________________

Pace vehicles
DATE & TIME PICK-UP                              
      # VEHICLES                     # OF

AT TRANS. OFFICE……… _______  /  _______   NEEDED:___________PASSENGERS :___________





DATE
    TIME

(DATE AND TIME OF PICK-UP AT TRANSPORTATION OFFICE)

LOCATION OF EVENT/S

(Please include campus or name, address, city, state and telephone number if available)
1.  _____________________

2.  ___________________   
3.   _____________________

    _____________________       
    ___________________            _____________________

   _____________________                   ___________________           _____________________

EXPECTED RETURN TO TRANS. OFFICE:   _______    ________









             (DATE)                      (TIME)

BUDGET NUMBER _____________________ & DEPT. NAME _______________________

(TO WHICH THIS TRIP IS TO BE CHARGED. MUST BE INCLUDED WITH THIS REQUEST )
SPECIAL INSTRUCTIONS:

____________________________________________________________________________________________________________________________________________________________


THIS REQUEST IS SUBJECT TO THE RESERVATION/CANCELLATION POLICY

Keys to vans for Sat/Sun reservations are to be picked up on Friday before 4:00pm.  $140.00 fee, additional to Loaner Use Fee, will be assessed if Transportation staff accommodates your oversight.
