INSTRUCTIONS - FLEET VEHICLE
RESERVATION FORM

Before Departure

1. Fill in any fields above the comment section.

0 Click on the following link:
https://na2.documents.adobe.com/public/esignWidget?wid=CBFCIBAASAAABLbIqZhAf71Bdc7ApvGULS85wBaKBGgQkoxa

K_bHV2fhr6CnsCyOIj0IXAqvnDw8XMzehrL A*
You will see the following web page:
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. Click on continue. This is what you should see next:
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Use the following image as a guide to fill out the form:
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Enter your email and click on submit. You'll see the following screen.

Adobe Acrobat sign @~ a
Just one more step
We just emailed you a link to make sure It's you. itll only take a few seconds, and
we can't accept your Input on “Fleet Viehicle Reservation Form” until you've
confirmed.
Click on the confirmation link in your email
@ RustCollegs % | G romexwire X | G 9017293332 X | @ Amazoncor X | [ CombinePD X Adobe Acrel X Adobe Acrol X | + - a b3

YzEzNTg5ZAAQABYBXNGYtdIAI=eqcMTXShc%3D @ % 0 = @ Fnishupoate

B & B 0 & O (W

+ | & Reply % Replyall > Forward v [ Quicksteps ~ EJRead/Unread &+ F v £ O~ B+ © :

[EXT]: Please confirm your submission of Fleet Vehicle Reservation Form
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To: ® Christine Wommack
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Adobe Acrobat Sign

Thank you for submitting Fleet Vehicle Reservation
Form. To complete the process, you just need to
confirm your email address using the link below. It

Confirm my email address

After you cenfirm your submission and other form
participants have fulfilled their roles, all parties
will receive a completed copy of Fleet Vehicle
Reservation Form as a PDF.

o ensure that you continue receiving our emails, please add adobesign@adobesign.com to your address book or safe list.



2. Requesting signatures

0 The Physical Plant Department will request signatures. While completing the form, you will sign the “Signature of
Person Traveling” section.

1. Signatures will be collected for you in the following order:
1. Area Supervisor of the person traveling
2. No students traveling: VP for Academic Affairs
Students traveling: VP for Student Engagement
AVP for Facilities/ Special Events
Transportation Coordinator

VP for Finance

3. Transportation will complete their section

0 The Transportation Coordinator will complete the Transportation section before signing the document. Once the
Transportation Coordinator signs the form, you can pick up the keys up to 18 hours in advance, depending on the
departure time.

You may only pick up keys early if your departure time is outside of normal business hours (8 am — 5 pm)

4. Completing the Comments @ Departure section

0 Together with the Transportation Coordinator, the assigned driver will inspect the vehicle that was assigned. Any
observed issues will be noted in the comments @ departure section of the form.

5. Obtaining the Fuel Card from the Business Office

0 In case of an overnight trip, you will be issued a fuel card. Once the VP for Finance signs off on your form, you may
retrieve the fuel card from the business office up to 18 hours in advance, depending on your departure time.

You may only pick up your fuel card early if your departure time is outside of normal business hours (8 am
-5pm)

The fuel cards can be used for fuel only.



INSTRUCTIONS - FLEET VEHICLE
RESERVATION FORM

During Trip

1. Fuel Card
0 The Fuel Card can only be used for fuel. You cannot purchase anything else with this card. Each Fuel Card will be
assigned an individual PIN.
2. In case of an accident and/ or the vehicle needing service

0 Contact the transportation coordinator and AVP for Facilities/ Special Events for instructions.

tkelly-kirk@rustcollege.edu

hmoncrief@rustcollege.edu

INSTRUCTIONS - FLEET VEHICLE
RESERVATION FORM

Upon Return

1. Complete Comments Return section

0 Together with the Transportation Coordinator, the assigned driver will inspect the vehicle that was assigned. Any
issues will be reported on the form.

2. Transportation will complete Return Mileage

0 The Transportation Coordinator will note the return mileage on the form.

3. Email the completed form

The completed form should be emailed to hmoncrief@rustcollege.edu, tkelly-kirk@rustcollege.edu, and
cwommack@rustcollege.edu
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