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                                           Pool Car Booking Form                            SCT12

	Driver Name: 


	Service Area: 


	Team:
	Cost Code:



	Contact telephone number: 


	Date pool car required: 


	Time required
From: 


To:




	Reason required:

Destination:

YOUR PERSONAL CAR MAY BE PARKED IN THE COMPOUND ONLY IF YOU ARE RETURNING LATE OR KEEPING THE POOL CAR OVERNIGHT 
A PARKING PERMIT MUST BE OBTAINED FROM THE TRANSPORT OFFICE WHEN YOU COLLECT YOUR KEYS PERMITS MUST BE CLEARLY DISPLAYED ON YOUR DASHBOARD 
VEHICLES NOT DISPLAYING A TRANSPORT PARKING PERMIT MAY BE SUBJECT TO A PARKING FINE.
PLEASE SIGN KEYS OUT / IN STATING ACTUAL TIMES


	Manager’s signature:
(Mandatory)

Date:

	Workers signature: 
Date: 


For Business Admin use only
	Worker permitted to drive
Yes / No

	Booking reference Number                                  


	Outlook calendar updated (please tick)           


	Fleet / Registration number of car booked:             



PLEASE READ REVERSE
IMPORTANT NOTICE

POOL CARS

IT IS YOUR RESPONSIBILITY TO RE-FUEL THE VEHICLES AFTER OR BEFORE USE DO NOT LEAVE THE VEHICLE WITH LESS THAN HALF A TANK

(ON OCCASIONS THIS IS NOT POSSIBLE DUE TO FUEL OPENING TIMES PLEASE LET THE TRANSPORT OFFICE KNOW IF YOU ARE UNABLE TO REFUEL WITHIN THE STATED OPENING TIMES) 

IT IS YOUR RESPONSIBILITY TO RECORD YOUR MILEAGE 

(LOG SHEETS IN VEHICLES)

IT IS YOUR RESPONSIBILITY TO CHECK VEHICLES FOR DAMAGE BEFORE USE AND REPORT ANY DAMAGE TO TRANSPORT OFFICE.

(ANY DAMAGE NOT REPORTED IS THE RESPONSIBILITY OF THE PREVIOUS USER)

DATA PROTECTION – PLEASE ENSURE ALL CONDFIDENTIAL PAPERWORK IS REMOVED
(PAPERWORK HAS BEEN HANDED INTO TRANSPORT THAT IS HIGHLY CONFIDENTIAL!!!!)

PLEASE ENSURE YOU REMOVE ALL YOU RUBBISH FROM THE VEHICLE 

(ANY RUBBISH FOUND WILL BE DISPOSED OF ACCORDINGLY)

ONLY BOOK VEHICLES WHEN THEY ARE NEEDED STATING DESTINATIONS

(IF YOU HAVE BOOKED A VEHICLE AND DO NOT NEED IT PLEASE CONTACT THE TRANSPORT OFFICE TO CANCEL SO THAT THE VEHICLE IS AVAILABLE FOR OTHERS TO USE)

IF YOU HAVE ANY QUERIES PLEASE CONTACT THE TRANSPORT OFFICE

FAILURE TO COMPLY WITH THE ABOVE WILL RESULT IN YOUR MANAGER BEING INFORMED OF THE ISSUE

THANK YOU
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[IL0: UNCLASSIFIED]
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