Motor Pool Reservation Instructions

Prior to reserving a motor pool vehicle, you will need the following information:

Speedkey

Trip Purpose

Number of Travelers

City and State of Travel

Vehicle Pickup Date & Time

Vehicle Dropoff Date & Time

Vehicle Type (van, sedan, golf cart, etc.)
Name and Email of Driver

Please note that Van Safety Certification is required to drive 12-passenger vans and the certification
must be renewed every two years.

1.

On the Facility webpage select the ‘Online Requests’ button.

Facilities Management

Keeping the lights on and so much more. Facilities is your one stop for repairs,
projects, lock shop, motor pool, and many other services committed to the daily

operation and beautification of the campus.

ONLINE REQUESTS 4]

Log-in using your CWU username and password, if instructed.

Select the ‘Motor Pool’ option from the category request screen:

P 4 2

Repair and Maintenance Project Request
Find anything not functioning like it used to be? Want to make changes to existing facilities and their
Fo owing, electrical f i
m too cold or too hot,

Request Categories

ng pictures/banners,

Motor Pool Cost
Meed a vehicle for a field trip, touringcampus, or Want to know the cost of your work orders or vehicle

attending a meeting out of town?

nerate transaction reports by Speedkey




4. On the Motor Pool Request screen fill out all required information (noted by *) under Contact,
Funding, and Trip and Vehicle sections. At the bottom of the screen select ‘Save Draft’ to safe
the request or ‘Submit Final’ to submit.

= Contact
Requestor First Name * WELLINGTON
Requestor Last Name * WILDCAT

[ACMINIETRATIVE SERVICES W |

WELLINGTOM WILDCAT@CWU.EDU

Campus Mail Stop

Conizot Phone: | +1 5000633000
= Funding
Search A Speedkeys will send email to the funding m T to approve the expenditure of funding. Once its

d, the wehicke will be reserved in mo

53010 MOTOR POCOL SERVICES -

Funding Autharity:

= Trip and Vehicle[Ona vehicle per request. Submit multiple requests if multiple vehicles required in the trip. )

Trip Purpose *

Total Mumber of Travelers *
City or Place *
State *
me and drep-off time a5 acourats as pessible. eg

not select the moming hour. Semeone else
on v=hicle shortage in pesk season, 2nd

Pickup Date Time *
Drogoff Date Time *

Wihicle Type *

Select 3 vehicle type »
View wehicle type and rate Check Availability
Specisl Request
Drivers Information:
) 5 § . License Expiration
ot = = * 5
First Nams Last Mame Driver Email License Date(MMIDDIYY)
Remove
+ Add Driver

B Save Draft  « Submit Final

Note: A vehicle is not reserved until the signature authority authorizes the rental. Once the
rental is authorized, the requestor will receive an email confirming their authorization.

Keys, mileage card, and gas card (if needed) must be picked up at the Motor Pool office during
normal business hours. If you are departing outside of normal business hours pick up the keys
prior to the close of business the last business day prior to your trip.

Clubs & Organizations must have a club account set up and an expense form completed and
approved through SURC Accounting prior to rental.



