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2420 Nicolet Drive, Green Bay, WISCONSIN 54311-7001

	Vehicle Fleet Billing Form 

Date
     
Amount this Bill
     
Fiscal Year 
     
Type
  FORMCHECKBOX 
 Final


  FORMCHECKBOX 
 Partial {split accounting}
	     
     
     
     
     
     
     
Account

Fund

Organization

Program

Sub-Class

Budget Year

Project

     
     
     
     
     
     
     
Account

Fund

Organization

Program

Sub-Class

Budget Year

Project

Department to Charge:
     
credit: motor pool

	
	


	University of Wisconsin – Green Bay Vehicle Fleet Request and Billing Form

	Instructions

	1. Please fill in budget codes in Billing Form for mileage charge.

	2. Please fill out Request Form and have division head approve.

	3. Note – out of state travel must be pre-approved by a University Officer through use of the campus travel authorization form.  Within Academic Affairs, pre-approval has been delegated to the budget division level (i.e. Academic Dean/Associate Provost/Director or designee).

	4. For vehicle reservations or other questions, call Motor Pool Office, (920) 465-2394

	5. After hours, please call Facilities Management at (920) 465-2523

	


	Vehicle Fleet Request Form 


	

	Driver’s Name (Please Print)
Vehicle No.

     
     


	Inclusive Dates


From       To       

	Destination
# of Persons

     
     
	Purpose of Trip     


	Division Head Approval


Budget Authority



	Mileage = End Trip



Start Trip



Total Miles 



Traveled


For Administration Use Only

	Charges


Miles @ cents/mile



Days @ /day



Special Fee



Total Charge
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