CWU Motor Pool Procedure 255

The traveler must submit the Facilities Management motor pool online request form to reserve a
vehicle. If a vehicle is not available, motor pool will notify the requestor to this effect, thus allowing the
traveler to be reimbursed at the current state rate. The motor pool request form can be printed and
signed by the Facilities Management front desk and then must be attached to the travel expense report
when claiming for mileage reimbursement.

Purchases of gasoline while using a motor pool vehicle should be made using the CWU credit card. A
CWU credit card can be checked out at the motor pool office. If the credit card is not available or
unacceptable, reimbursement should be requested on a travel expense report. Additional procedures
require that the gas receipt be attached to the report. The travel desk will verify with motor pool that the
reimbursement is valid.

Additional information on reserving a vehicle, and vehicle rates may be obtained from the motor pool
office located in the Jongeward Plant Operations building.

CWU Facilities Management https://www.cwu.edu/about/offices/facilities/departments/motor-pool
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https://ofm.wa.gov/accounting/travel/

