
AVAN REQUEST INSTRUCTIONS 
 

 

 

Enter: Destination of trip 
(Exp: Convention Center) 
Enter: Town and State 

Enter:  VAN USE 

Enter:  Requesting Org. 

Enter:  Passenger count including driver 

 

 

 Enter:   Purpose of trip 

 

 

Enter:   Date of trip  
             Time of departure 
              Time of Return 
    
 
 
If travel spans 2 days uncheck box  
Enter:  Departing date & time 
             Returning date & time 
     



   

 

 

ALWAYS add 4 hour of  
TAKEDOWN TIME to your 
trip. 
This allows the van to be 
fueled if needed before 
the next outing.  

Additional dates can be 
added if the start and end 
time are the same. 

Type:  VAN in the 
LOCATION search box, 
select search. A drop 
down of all vans will be 
supplied.  



 

 

Select the van and 
click on REQUEST  



 

 

 

Type:  TRANSPORTATION 
in the RESOURCES search 
box, select search. A drop 
down will be supplied.  
Click on Reserve. 
If you will be towing a 
trailer click on “Will be 
towing”. This will require 
separate approval from 
EHS.  

Requestor -   Person filling out this form 
 
Scheduler – Debbie Burgo 
 
Advisor – of club/org/coach or faculty      
 
Driver – Enter name of RWU employee  
                that will be driving the vehicle. 
                Employee ID number and cell     
                number to be listed in Additional     
               comments to Scheduler.  If not    
                listed the request will be denied.     
 
IF STUDENT(S)- Add students name, ID          
number & Cell in the Additional 
Comments to Scheduler. If ID # is not 
supplied request will be denied. 
 
All drivers must be listed in this space.  
 
EVERY DRIVER has to have authorization 
to operate a university vehicle 1 weeks 
PRIOR to requesting van. 



 

 

Agree to the stated 
terms. (click I agree) 
 
Select SAVE  
 
 


