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Transportation requests should be provided at least 3 weeks prior to the event. Requests for change
after the initial approval must be submitted no later than 48 hours prior to the event for consideration.
Please attach a copy of any special instructions.

Today’s Date:

Requestor:

Contact Name:

Contact Email:

Contact Phone:

Ministry Coordinator’s Signature:

Ministry Coordinator’s approval is required for all special event transportation requests.

Event Date: Event Start/Finish Time:
Departure Time: Est. Return Time:
Event Address:

Number of Passengers:

Please prove the estimated number of vehicles being requested:

Car(s): Van(s): Bus(es): Motor Coach(es):
Approvals:

Transportation Director’s Approval: Date:

Pastor’s Approval: Date:

Pastor’s approval is required for any expenses incurred over $100.00



