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CAR HIRE BOOKING FORM

IMPORTANT INFORMATION PLEASE READ

Please complete all appropriate sections and return to the Finance Department, at least three working days before the car is required.  THIS HIRE WILL NOT BE BOOKED UNLESS IT IS SIGNED BY (ONE OF) THE DRIVER(S) OF THE CAR AND AUTHORISED APPROPRIATELY.

The Purchase Order should be made out to the appropriate car hire company.  A full hire price list is available on request from Purchasing.  Allow for refuelling and delivery costs on your order.  
NOTES:

· Bookings will only be accepted by the hire company from the Finance Department.  Colleagues must not approach the hire companies direct in relation to University business.  Day hire is charged per 24 hours. 
· University insurance only covers travel on University business, it does not cover any private mileage.  Cars must not, under any circumstance, be used for private use.  Drivers will be insured during the hire period only.

· Neither the University or the hire company will be responsible for the payment of any traffic violation fines, etc.

· Delivery/collection of the car will be to UW unless otherwise specified.
· Cars must be returned with a full tank of fuel and expenses claimed.
· All drivers must hold a full valid UK driving licence and be employees of UW.
Name of Driver(s): 



Purchase Order No: 


Contact Number: 


Car Required:

Automatic
Manual

Minibus

People Carrier

Engine size:  

1.2cc

1.4cc

1.6cc

1.8cc

2.0cc

Passengers: 



Destination: 



Delivery if not UW: 



Please declare any endorsements on your licence:

(This information is needed for insurance purposes and will be held in confidence) 

Hire Arrangements – per 24 hours
Date vehicle required: 

Time vehicle required: 


Off Hire Arrangements

Date vehicle off-hired: 

Time vehicle off-hired: 


Airport Hires

Airport destination: 

Flight Number: 


Date required: 

Time required: 


Return Arrangements

Airport: 

Flight Number: 


Return date: 

Time required: 


SIGNED BY DRIVER: 

DATE: 


APPROVED BY BUDGET HOLDER 


























