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Transport Services Unit, 1 Silvocea Way, Blackwall, London E14 OJJ

Tel: 020 7364 4098 Fax: 020 7364 4050

Spot-Hire Request Form

Name:




Contact no:

Department:

Location:
Date Required:



Duration of hire:

 





(Number of days)
Vehicle Details:

Driver Details:

Cost - Code:

Any additional information:

Print Name:

SIGNATURE:





DATE:



This section to be completed by Fleet Management Admin:

	Vehicle Notification sent to finance?
	Yes / No
	Ordered to TLS?
	Yes / No

	Fuel card required?
	Yes / No
	Purchase order completed?
	Yes / No

	Parking Permit Required?
	Yes / No
	Vehicle placed on insurance list?
	Yes / No

	Placed on Service schedule?
	Yes / No
	Vehicle registered on TFL?
	Yes / No

	Vehicle supplied Date:
	
	Vehicle off site Date:
	











