
Checklist for Authorized Drivers using SLCC owned Vehicles

Out-of-State Travel: 

 One month before the anticipated travel -

 Identify driver(s):

 Send DriverSafety@slcc.edu an email requesting driver and/or LCPV training status.

 Notify drivers of any required driver and/or LCPV training to complete, if necessary, within two 

weeks of the anticipated travel.

Driver Training Webpage

Driver Training Step-by-Step Instructions

Motor Pool Webpage

 Reserve vehicles for anticipated travel by contacting Motor Pool at motor.pool@slcc.edu or 

x4271 or by filling out the Online Motor Pool Reservation Form.

 Two weeks before the anticipated travel -

 Send the following to DriverSafety@slcc.edu:

1) Driving Schedule

2) Out-of-State Travel Request Form

 Send the following to motor.pool@slcc.edu:

1) Motor Pool Passenger List

In-State Travel: 

 One month before the anticipated travel -

 Identify driver(s):

mailto:requiredtraining@slcc.edu
http://www.slcc.edu/risk-management/services/driver-safety-programs.aspx
http://www.slcc.edu/risk-management/docs/driver-safety-training/driver-safety-training-step-by-step-instructions.pdf
https://i.slcc.edu/facilities/departments/mp.aspx
mailto:motor.pool@slcc.edu
https://docs.google.com/forms/d/e/1FAIpQLSdO2bFT3J6AJVba6uo1NuhQMJODRuBMDRmkeqz_Fm-NLu95dA/viewform?formkey=dEZsLWJya1hpODVCSXR2MHp6QmY5SGc6MQ&ifq
mailto:requiredtraining@slcc.edu
http://www.slcc.edu/risk-management/docs/driver-safety-training/out-of-state-travel-request-form-fillable.pdf
mailto:motor.pool@slcc.edu
http://i.slcc.edu/facilities/docs/MVPassengerlist3.pdf


 Send DriverSafety@slcc.edu an email requesting driver and/or LCPV training status.

 Notify drivers of any required driver and/or LCPV training to complete, if necessary, within two 

weeks of the anticipated travel.

Driver Training Webpage

Driver Training Step-by-Step Instructions

Motor Pool Webpage

 Reserve vehicles for anticipated travel by contacting Motor Pool at motor.pool@slcc.edu or 

x4271 or by filling out the Online Motor Pool Reservation Form.

 Two weeks before the anticipated travel -

 Send the following to motor.pool@slcc.edu:

1) In-State Travel Request Form

2) Motor Pool Passenger List
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