



CITY OF GAITHERSBURG

REQUEST FOR TEMPORARY TAKE-HOME VEHICLE ASSIGNMENT  

INSTRUCTIONS:  To request temporary take-home vehicle assignment, complete the form and forward to the Department Director for approval.  Requests approved by the Department Director shall be forwarded to the City Manager for approval.   Upon approval/disapproval of the request, the original shall be returned to the Department Director and a copy shall be maintained in the employee’s personnel file.  If approved, a copy of this Form shall be provided to the Finance & Administration Department and the Fleet Maintenance Division.

Circle One:         REQUEST FOR VEHICLE     

  RETURN OF VEHICLE

Employee Name 








Employee # 




Street Address (Home) 













City 

County 


  State 



Driver’s License # 




 
Class 


Expiration



Employing Department 












Job Title 




         Mileage One-Way (Residence/Work) 



         

Address of Actual Work Location 











Date(s) Vehicle Requested:
   From 



      To 




Indicate justification for vehicle assignment, emergency or temporary use for this employee:

APPROVED
DISAPPROVED










Department Director Signature

Date

APPROVED
DISAPPROVED










City Manager




Date

To be Completed by Fleet Maintenance
Vehicle # 



 Year, Make, Model, Type of Vehicle 







Dave Vehicle Assigned 




Odometer Reading 




Date Vehicle Returned 




Odometer Reading 




List of Employees Assigned City Vehicles for Take Home Use
CITY OF GAITHERSBURG 
List of Employees Assigned City Vehicles for Take Home Use
	employee Name
	Fleet Maintenance No.
	Make/Model
	Driven Home on Regular or Sporadic Basis
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


