
WEST VIRGINIA STATE UNIVERSITY 
 

Request for Use of University-Owned or Rental Vehicle 
 
 
I, the undersigned, hereby request use of University-owned or rental vehicle(s) from 
 

_____________________________________, ____________  at  _______________   a.m.   /   p.m.   to 

_____________________________________, ____________  at  _______________   a.m.   /   p.m.    

to transport ____________ person(s) from Institute, WV to __________________________________, an estimated distance 

of _____________ miles (one way) and certify that the trip is to be made for the following purpose: 

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________ 

I, the undersigned, further certify that I will be in charge of the group making the trip described above and will insure that the 
vehicle is not mishandled in any way; that it is never driven in excess of the posted speed limit; that proper steps will be taken 
to remedy any mechanical trouble; and that the vehicle will at all times be operated in accordance with the laws of the state 
wherein it is being driven.  Lastly, I certify that the vehicle will be driven only by the driver(s) of record as listed below: 
 

NOTE:  DRIVER MUST BE AGE 21 OR OLDER TO OPERATE RENTAL VEHICLES 
 
Name: ________________________________________Operator License Number:______________________________ 

 (Please Print) 

 
 

Name: ________________________________________Operator License Number:__________________________________ 
  (Please Print) 

 
 

Signed:  ______________________________________________ Telephone Number: ___________________________ 
  (Person Making Request) 

 
 

Signed:  ______________________________________________ Date: __________________________________________ 
   (Supervisor/Advisor in Charge of Trip) 
 
 

Banner Code for Rental Vehicle ____________________________________________________________________________ 
 
Permission is hereby granted for use of University-owned vehicle(s) under the terms stated herein. 
 
 Signed:  ___________________________________________________________ Date: ____________________ 

   (Vice President or Asst. Vice President of Requesting Office) 

 
A copy of a valid driver's license must be attached for all persons named above as drivers for this trip, or be on file with 
Physical Facilities.  Drivers of 15 passenger vans or over must have CDL license.  Personal vehicles are to be parked in spaces 
along Athletic Drive, or in the Campbell Conference Center Parking Lot – not inside the Physical Facilities fence, due to 
potential damage. 
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