REQUEST TO RESERVE KSU CARS OR VANS

DATE:  ________________     FROM:  ____________________

                                                                       (Department Name)

CHART OF ACCOUNTS NO: ___________________________

_________________________  __________  _____  _____  _____

        (Contact Person)                                 Phone #             Bldg #      Room      Name

APPROVED BY:  ________________________________

                                          (Department Head)

Number of        How Many

Vans or Cars    Passengers        Pick-Up    Pick-Up    Return      Return        Mileage 

Reserved          Vans or Cars     Time         Date         Time           Date          Estimate

DESTINATION _______________________________________

DRIVERS LICENSE# __________________________________

(You must also fax a copy of the license with this request for person or person(s) who will drive vehicles)
After completing all of the above information, please E-MAIL to Kathy Malone in Plant Operations at plantops@kennesaw.edu.
PLEASE ARRANGE TO PICK UP VEHICLES BETWEEN HOURS

7:00 A.M. TO 3:30 P.M.

PLEASE BE ADVISED THAT YOUR DEPARTMENT P-CARD CANNOT BE USED TO BUY GAS FOR OUR VEHICLES
CANCELLATION MUST BE MADE WITHIN 24 HOURS OR THERE WILL BE A CHARGE OF $35.00
Should you have questions regarding the reservation of KSU vehicles, please contact Kathy Malone by phone at 470-578-4793.
