
FORM 1 
 
 
EASTERN ILLINOIS  
       UNIVERSITY  VEHICLE REQUEST ----MILEAGE REPORT DEPT PHONE #_______________ 
 

TO BE COMPLETED BY REQUESTING DEPARTMENT 
DATE                                      TIME DATE                                     TIME 
F 
R 
O 
M 

T 
O 

UNIVERSITY DEPARTMENT OR ACCOUNT TO BE CHARGED 
                                                                   / 
TYPE VEHICLE REQUESTED NO. OF OCCUPANTS 

I HEREBY CERTIFY THAT I AM DULY LICENSED TO 
DRIVE MOTOR VEHICLES IN THE STATE OF ILLINOIS. 
 
 
 
 
X 
DRIVER’S 
SIGNATURE 

 SEDAN  MINI VAN STUDENTS STAFF 
 

TO BE COMPLETED BY DISPATCHER’S OFFICE 

 STA.WGN  VAN  
DRIVER’S NAME DESTINATION 

 
OPERATOR’S LICENSE NO. EXPIRATION DATE 

 

VEHICLE         IS AVAILABLE               NONE AVAILABLE 
 
 
 
DISPATCHER 

REASON FOR TRIP: 
 

VEHICLE 
NO. 

CREDIT CARD ISSUED 
 
 

MILEAGE IN                                                                       DATE 
 
MILEAGE OUT                                                                  DATE 
 

AUTHORIZED BY (SIGNATURE OF DEPT. HEAD OR FISCAL AGENT) 
 

MILEAGE USED                RATE            AMOUNT CHARGED 
 

 

Dept. Phone 
Enter your department's phone number.

Departure Info.
Enter the date and time you plan to depart.

Return Info.
Enter the date and time you plan to return to campus.

Account Info.
Enter the name and number of the account to be charged for the fleet vehicle's mileage.

Vehicle Type
Check the appropriate box for the type of vehicle you want to reserve.

Occupant Info.
Enter the number of students and/or staff that will be riding in the vehicle.

Driver's Name
Enter the name of the person who will drive the vehicle.

Destination
Enter your destination (City, State).

License #
Enter the driver's license number of the person who will operate the vehicle.

License Exp. Date
Enter the expiration date of the operator's driver's license.

Trip Descrip.
Enter the reason for your trip.

Authorization
The fiscal agent of the account to be used to pay for fleet vehicle mileage signs here.

Driver's Cert.
The driver must sign here to certify that they are licensed to drive in the State of Illinois.

Dispatcher 
The form, from this point forward, is completed by the Motor Pool.


	Help: SAMPLE FORM-For Review Only.  To get help on a particular field, double click the "?" icon to open a message box.  When finished, left click (once) in the upper left-hand corner of the message box to close it.


