
NEISD CAREER AND TECHNICAL EDUCATION VAN “RENTAL” PROCESS


Prior to Your Trip: 

· All drivers must be cleared to drive the van prior to picking it up. Immediate supervisors are notified of any driver not approved to operate a district vehicle. If you drive an NEISD vehicle without proper approval, your campus and/or department may be held liable for damages.
· Complete all required travel requests on your campus and through the NEISD CTE office, if applicable.
· To secure a van reservation, please send a New Appointment through Microsoft Outlook. Include your name, destination, dates needed and times in the appointment request. If the van is available, your New Appointment will be accepted. If the van is not available, the New Appointment will be declined with a reason provided.

· When requesting the van located at CTEC (3736 Perrin Central bldg. 4), please send the Outlook New Appointment to Deanna Zamora, dzamor3@neisd.net.
· When requesting the van located at the Madison AMP program, please send the Outlook New Appointment to Norma Cooper, ncoope@neisd.net.
· When requesting the van located at the Roosevelt ETA program, please send the Outlook New Appointment to Rachel Vasquez, rvasqu18@neisd.net.
· When requesting the van located at the LEE STEM program, please send the Outlook New Appointment to Jeremy Wells, jwells1@neisd.net.

· It is the requestor’s responsibility to obtain keys prior to the trip. Please contact the appropriate office to schedule a time to secure vehicle keys. Necessary keys, alarm codes, and instructions will be provided for those needing to access the van outside regular school hours.

Returning from Your Trip: 

· The van should be returned in the same condition in which it was taken. Please check fuel levels and cleanliness before returning the van. Failure to return the van properly may result in the inability to reserve it for future trips.

· If returning the van during regular school hours (school days from 8:00 AM – 4:30 PM), a member of the CTEC or AMP staff will be on site for you to return keys. Necessary keys, alarm codes, and instructions will be provided for those needing to return the van outside regular school hours.

· Return all fuel receipts with the keys if you used the district gas card. If you purchased gas yourself, submit this expense on a Travel Reimbursement Request, indicating it was a DISTRICT VEHICLE in the notes.

Things to Remember: 

· After hour pick-up and drop-off instructions are different for each location. Please see specific instructions located on the key ring.

· Personal vehicles may be left on site, but CTEC and AMP will not be liable for damages. Please contact campus staff to determine where your personal vehicle should be left.

