South Seattle Community College - Motor Pool

Vehicle Request - Administrator Authorization Form

1. Vehicles will be checked out from, and returned to, SSCC Campus Services.

2. All drivers must have a valid Driver’s License.

3. Vehicles are to be used solely for college related purposes.

4. Each department will be charged for actual mileage at an established rate (a budget number is required). A charge card is available for use with motor pool vehicles on longer trips
5. This is a State owned vehicle. All traffic laws must be obeyed and any traffic and parking violations will be the sole responsibility of the authorized driver(s). 

6. The authorized driver is responsible for reporting any mechanical problems and/or damage incurred to the vehicle while checked out under their name.

7. Smoking is not permitted inside State owned vehicles.

8. Each user will record beginning and ending mileage on a separate form provided at checkout. 

9. The vehicle should be left free of debris/garbage when returned to Campus Services. 

	DATE  REQUESTED:  

	

	TIME        (DEPART):

	
    (RETURN):

	

	DESTINATION:

	

	PURPOSE OF TRIP:

	

	DEPARTMENT:

	

	DEPARTMENT  BUDGET:

	 

	AUTHORIZIED DRIVER:

(signature certifies a valid Drivers License)

	

	ADMINISTRATOR:

(authorizing use)
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