	DMB-VTS 68   N(6/04)
	DEPARTMENT OF MANAGEMENT AND BUDGET

VEHICLE & TRAVEL SERVICES
	

	ADD-ON EQUIPMENT REQUEST

	Payment for equipment ordered after vehicle delivery is the responsibility of the department.  Add-On Equipment Requests must be submitted through your Department Vehicle Coordinator.

COPIES:  Vehicle file, Financial Services, Fleet Coordinator, Requestor

	DEPARTMENT 
	DIVISION
	REQUEST DATE

	     
	     
	     

	 VEHICLE WIN # 
	LICENSE PLATE # 
	VEHICLE AGE 
	MAKE/MODEL 

	     
	     
	     
	     

	REQUESTOR
	REQUESTOR PHONE # 
	REQUESTOR FAX # 

	     
	     
	     

	DESCRIBE EQUIPMENT TO BE CHANGED OR ADDED TO THE VEHICLE 

     

	WHAT WILL EQUIPMENT BE USED FOR?
	FREQUENCY OF USE

	     
	     

	WHAT IS THE DIFFERENCE IN THE USE OF THE VEHICLE FROM THE ORIGINAL JUSTIFICATION?

	     

	JUSTIFICATION FOR THIS REQUEST - All add-on equipment requests require justification.  

     

	HAS A VENDOR BEEN IDENTIFIED? Attach price quotes to this form. 

 FORMCHECKBOX 
  YES - Complete Vendor Information area below.          FORMCHECKBOX 
  NO - What is the maximum amount allocated for this equipment? $      

	 VENDOR NAME 
	STREET ADDRESS
	CITY, STATE, ZIP

	     
	     
	     

	 CONTACT PERSON
	PHONE 
	FAX
	PRICE QUOTE

	     
	     
	     
	$       

	DEPARTMENT APPROVAL 

	DEPARTMENT APPROVAL (Signature)  - Requests must be approved by primary department director or designated authority
	NAME and TITLE 
	DATE 

	
	     
	     

	DEPARTMENT FLEET COORDINATOR 
	PHONE 
	FAX 

	     
	     
	     

	AGENCY 

     
	APP.YR

     
	INDEX 

     
	PCA 

     
	GRANT 

     
	GRANT PH 

     
	PROJECT 

     
	PROJ PH 

     
	AGCY CODE 1 

     
	AGCY CODE 2 

     
	AGCY CODE 3 

     
	MULTI PURPOSE CODE 

     
	COMP OBJ 

     
	AGENCY OBJ 

     

	
	VTS ACTION 

	REVIEWED BY (Signature)
	ACTION TAKEN 
	DATE 

	 FORMCHECKBOX 
 APPROVED

 FORMCHECKBOX 
 DENIED
	COMMENTS 


