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FACILITIES SERVICES

VEHICLE RESERVATION FORM

TO RESERVE VEHICLE:  Fill in all requested information (please print or type).  Submit to Facilities Customer Service at least ten (10) business days prior to trip by Email servicef@gvsu.edu or fax to 

331-3841.   Reservations are subject to vehicle availability. Call 331-3000 if you have questions.  
For additional information see GVSU Procedures Manual Section Number 502.
TODAYS DATE ___________________    REQUESTED BY: ____________________________
FOAP # ___________________________  
DEPARTMENT: _____________________________
UNIT HEAD SIGNATURE __________________________ DEPT. PHONE ________________

                                                (Must have signature authority) 
EMAIL: ________________________________________________________________________

Confirmation of vehicle will be sent via email.
TYPE OF VEHICLE REQUESTED:  (If requesting more than one vehicle indicate number by each type of vehicle requested)
_____15 Passenger Van

_____12 Passenger Van

_____ Cargo Van
_____ Mini Van


_____ Midsize Car


_____
Economy Car

**VEHICLES MUST BE PICKED UP Monday – Friday, 7:00 a.m. – 5:00 p.m **
REQUESTED DATE/TIME OF PICK-UP:      
____________ (date) 
 ___________ (time)

REQUESTED DATE/TIME OF RETURN:

_____________ (date) ___________ (time)

DESTINATION: _____________________________________________________________________
STAFF MEMBER RESPONSIBLE FOR TRIP: ____________________________________________
DRIVER NAME (Please print) __________________________________________________________
FOR MOTOR POOL USE ONLY:



VENDOR CONTACT NAME: _________________________________________________________
DATE RESERVATION MADE W/VENDOR: ____________________________________________

Confirmation Number: __________________________________________________________
