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Date:		XXXXX
Prepared by:	XXXXX
Subject: 	Fleet Size Increase Request 
		

Increase Amount:	XXXX	Comment by Atkinson, Rebekah: Number of vehicles requested
Vehicle Type:		XXXX	Comment by Atkinson, Rebekah: Ex: sedan, truck, cart, etc.
Funding:	XXXX	Comment by Atkinson, Rebekah: Who will fund initial purchase? Who will fund replacements?
Parking Location:	Lot XXXX (Must include Google map snip with precise parking location – sample below.)
[image: ]
Additional Approvals:
· Requester must obtain written approval from Risk Management and attach the approval email to this submission.
· Requester must obtain written approval from TCU Campus Police for the proposed parking location and attach the approval email to this submission.

Current Fleet:
XXXXXXX 	Comment by Atkinson, Rebekah: Identify other carts and vehicles in the department fleet.

Justification:
XXXXXX	Comment by Atkinson, Rebekah: Ex: What changed to create this need?

Potential Alternative Solutions to a Fleet Addition:
XXXXXX	Comment by Atkinson, Rebekah: Ex: Can University Services be used to move items? Can carts be used? Can you borrow a vehicle from another department?

Additional Notes (if any):	
XXXXXX
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