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	Vehicle Rental Justification Worksheet

	
	

	
	File Name: TR Vehicle Rental Justification Worksheet 59.doc
	Rev: 2
	Form Date: June 13, 2002


	Employee Name:
	     
	Agency: 
	     

	Airport Location:
	     
	Destination: City
	     
	State:
	     

	Conference Hotel:
	  FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No  (Check One)
	Dates of Travel:
	     

	
	
	
	

	Vehicle Rental Justification

	Base Rental Cost plus Tax:
	     
	Fuel Cost:
	     
	Parking Fees:
	     
	Number of Days:
	     
	Total Rental Vehicle Costs:
	     

	

	Approximate Taxi/Shuttle Costs

	Shuttle Costs to and from Airport to Hotel:      
	=
	     

	Taxi Mileage from Airport to Hotel:
	      mi
	To address
	     
	@Fare of
	     
	/mile
	=
	     

	
	
	
	
	
	
	
	
	

	Taxi Mileage from Hotel to Meeting:
	       mi
	To address
	     
	@Fare of
	     
	/mile
	=
	     

	
	
	
	
	
	
	
	
	

	Taxi Mileage from Meeting to Meeting:
	      mi
	To address
	     
	@Fare of
	     
	/mile
	=
	     

	
	
	
	
	
	
	
	
	

	Taxi Mileage from Meeting to Hotel:
	      mi
	To address
	     
	@Fare of
	     
	/mile
	=
	     

	
	
	
	
	
	
	
	
	

	Taxi Mileage from Hotel to Airport:
	       mi
	To address
	     
	@Fare of
	     
	/mile
	=
	     

	
	
	
	
	
	
	
	
	

	
	
	
	Total Taxi/Shuttle costs
	=
	     

	COMPARE TOTAL VEHICLE RENTAL COSTS TO TOTAL TAXI/SHUTTLE COSTS

	Traveler is requesting a mid-size to larger vehicle

	Number of passengers including driver:
	     
	Number of pieces of luggage:
	     
	Number of pieces of other materials (specify number and size):
	     

	
	
	
	
	

	Additional Comments (other additional facts or circumstance, if necessary may be attached)

	

	

	Signature of person preparing form:
	
	Date:
	     


