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(TAB key will take cursor to the next field)
WESTFIELD STATE UNIVERSITY 10 PASSENGER VAN RESERVATION FORM 
ALL FAC/STAFF CHAPERONES NEED TO COMPLETE THE REQUEST TO TRAVEL FORM

	IN THE EVENT OF ANY ACCIDENT IN TRANSIT:  CALL WSU PUBLIC SAFETY AT 413 572 5262. THEN  413 572 5648 AND LEAVE DETAILED MESSAGE 

	
Date of Request (Today’s Date):        

	DEPARTURE:  DATE:       
	TIME:          FORMCHECKBOX 
  am   FORMCHECKBOX 
 pm
	RETURN:  DATE:       
	TIME:           FORMCHECKBOX 
am   FORMCHECKBOX 
 pm 


	DESTINATION(S):
	     


	PURPOSE OF TRIP:
	     
	NO. OF PASSENGERS:
	     


	PERSON IN CHARGE OF TRIP:
	     
	PHONE NO:
	     


	DEPARTMENT/CLUB:
	     
	BANNER FUND:
	     
	ORG:
	     
	ACCT:
	7705


SPONSOR AFFIDAVIT
I hereby accept full responsibility for the safekeeping and prompt return of the following property: 

1 – 12 Passenger van and 1-key to operate the vehicle (doors and ignition).

1 - Van logbook containing van registration, certificate of insurance, operating instructions, and roadside emergency procedures.
Should any damage occur, my department will be fully responsible to pay the bill(s) for the expenses as determined by the SAIL Department.
By affixing my signature below, I recognize all University Van Regulations and I accept all SPONSOR RESPONSIBILITIES as stated on the reverse side.  Furthermore, I acknowledge that failure to process timely payment of all applicable fees/charges/bills and/or failure to comply with one or more stated Regulations, shall subject me to legal action and/or University administrative/judicial action including suspension of University van use and other penalties.

PERSON RESPONSIBLE FOR PAYMENT
 (Type/Print Name)       
________________________________________________________________________________________________________________________
PERSON RESPONSIBLE FOR PAYMENT



Signature




Date

(Department Head or Designee)
DRIVER AFFIDAVIT
By affixing my signature below, I recognize all University van regulations stated on the reverse side and I accept all DRIVER RESPONSIBILITIES.  I certify that I am (i) 21 years of age or older, (ii) have a valid motor vehicle driver’s license, and (iii) my right to operate a motor vehicle is not under suspension or revocation at this time and (iv) if I am a student at WSU I have successfully completed the Safe Drivers Course offered at WSU.  Furthermore, I understand that failure to comply with stated DRIVER RESPONSIBILITIES shall subject me to legal action and/or University administrative/judicial action including suspension of future University van use and other penalties.

	AUTHORIZED DRIVER (Type/Print Name)         


     







     


     

     
AUTHORIZED DRIVER 
Signature 

Last Four Digits Of Driver’s License Number
State

License Exp. Date
	AUTHORIZED DRIVER (Type/Print Name)          










     


     

     
AUTHORIZED DRIVER
Signature 

Last Four Digits Of Driver’s License Number
State

License Exp. Date

Please read Terms and Conditions on next page

SAIL DEPARTMENT TERMS AND CONDITIONS
A person who accepts SPONSOR and/or DRIVER responsibilities for a University van shall be obligated to recognize and comply with all University regulations and policies.  Failure to comply with stated regulations and University policies shall subject persons to legal action and/or University administrative and/or judicial action including suspension of future use of University vans and other penalties.

RESERVATION INFORMATION

1. Van reservations are accepted by the SAIL Department at any time during the current school year.  

2. It must be recognized by all parties involved that Van Reservations are granted in good faith by the SAIL Department and that ‘on-time’ availability of vehicles requires each SPONSOR and DRIVER to observe scheduled departure and return dates/times. SAIL staff shall not be held responsible, or liable, for circumstances beyond their control or an occasional human error while processing the reservation requests.

3. Before departure, due to inclement weather, if the University is closed, vans shall be considered “grounded” and they shall NOT BE USED even if you are in possession of the keys and the logbook. 
4. SAIL Department reserves the right to cancel your reservation for any reason and/or if the duly signed paper work is not received within 5 days of request to reserve the van(s).
SPONSOR RESPONSIBILITIES

1. To submit a completed Van Reservation Form/s to the SAIL Department once you have been confirmed for the date/s you requested.  Any reservation involving an overnight stay requires submittal of a trip itinerary and passenger list with at least one cell phone number for any emergencies prior to departure.

2. To restrict the use of assigned van as specified on the approved reservation form.  Any other use, including travel to any unspecified destination, is unauthorized and expressly prohibited.

3. To authorize to drive (i) only current Westfield State University employees and/or students 21 years of age or older who must have successfully completed the Safe Driver Course offered by WSU and who must also submit a signature on the Van Reservation Form prior to van sign-out and (ii) only persons who agree to completely abstain from the consumption of alcohol and any/all other controlled substances, for the entire duration of the trip. 

4. To inform all students listed as a van driver to register for, and successfully complete, the Safe-Driver Course offered free of charge by WSU (to register call 413 572 5209).

5. To prevent any person under the influence of alcohol or any other controlled substance from driving the assigned van.  To prevent any/all controlled substances including alcoholic beverages containers (empty, partial, full, sealed or unsealed) from being transported by the assigned van. 

6. In submitting your signature on the Van Reservation Form, the person responsible for payment accepts full responsibility for payment of all applicable Service Fees/charge within thirty (30) days from the date of billing.  Under ordinary circumstances, the Service Fee shall consist solely of a flat charge per mile.  Under extraordinary circumstances, the Service Fee shall include a cleaning fee and/or an insurance deductible charges. A cleaning fee ($25 per incident) shall be charged when the interior of the assign van is not clean upon return and inspection.  An insurance deductible charge (up to $1,000 per incident) shall be charged when the assigned van is documented to have sustained loss or damage including missing vehicle parts and/or interior vehicle damage other than normal wear and tear, regardless of the cause. 

7. When applicable fines, penalties, and court costs associated with traffic and/or parking citations are incurred, the SPONSOR shall be responsible for ensuring timely payment of said charges by the aggrieved DRIVER.

DRIVER RESPONSIBILITIES

1. If you are a student of WSU you MUST be 21 years of age or older and have successfully completed the Safe Drivers Course offered by WSU.

2. The driver will come to Maureen Halloran’s office in Ely 042 and/or then the SAIL window on the date and time of departure to sign out the reserved van.
For early sign-out, please contact MHALLORAN@WESTFIELD.MA.EDU to see if early sign-out is available or call 572 5648 (8 am-4 pm) 
3. To inspect the assigned van immediately prior to departure and immediately following return to campus. The DRIVER and SAIL Staff will document their findings before/after trip.

4. To operate the assigned van safely observing all van logbook instructions and all posted traffic and/or parking regulations.

5. To ensure that all van passengers keep their seat belt fastened while the vehicle is in operation.

6. To prevent alcohol or any controlled substance from being transported by the assigned van.  To abstain from the consumption of alcohol and other controlled substances for the entire trip, from departure to return and before and during driving vehicle. 

7. To call the Westfield State University Department of Public Safety at 413 572 5262 to report any/all accidents in transit.

8. To call SAIL at 413 572 5648 (8 am-4 pm). Leave a voice mail message if no answer.
9. To fill the gas tank after each trip. Your department is not charged for purchased gas.

10. To return all University property issued on or before the specified date/time including i) the assigned van to the Dickinson parking lot, and ii) the van keys, log book, credit card, and credit slips to a SAIL staff member on duty. If a staff member is not available, please drop it off through the mail slot on our door. (Ely 41)
11. To report any/all accidents and incidents in writing immediately following trip return to MHALLORAN@WESTFIELD.MA.EDU  
12. To accept and pay, in a timely manner, any/all applicable fines, penalties, and court costs associated with parking, traffic and toll violations incurred as the aggrieved DRIVER. 
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