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Republic of the Philippines 

Department of Education 
REGION X – NORTHERN MINDANAO 

SCHOOLS DIVISION OF EL SALVADOR CITY 

 

   
 
 
Address: Zone 3, Poblacion, El Salvador City | Website: www.depedelsalvadorcity.net 

Tel. No. (088) 855-0113 | Email: elsalvador.city@deped.gov.ph 

 
VEHICLE REQUEST FORM 

 
Date of Request: ________________________ Date & Time of Travel: ________________________ 
Destination(s): _____________________________________________________________________ 
Purpose: _________________________________________________________________________ 
Passenger(s):  

NAME OF EMPLOYEE/S LS/AT Number 

  

  

  

  

  

      
Requested by:      Received: 
 
___________________________   _______________________________ 
Chief/ Unit Head     Administrative Section  
 
- - - - - - - - - - - - - - - - - - - - - - - - -To be filled out by the Action Officer/s- - - - - - - - - - - - - - - - - - - - - 

 
         Control No.: __________________________
           

Action: 
 
 Approved   Disapproved; Indicate reason: __________________________________ 

 
 
OLGA C. ALONSABE, PhD, CESO V 
Schools Division Superintendent 
 
If disapproved, Admin/GSU must inform the requesting employee as soon as possible. 
 
If approved, select the vehicle to be used, indicate the same in the calendar and facilitate the 
issuance of the trip ticket. 

 Pick-up (Mitsubishi Strada with Plate No. B8F-813) 
 Van (Toyota Hi-Ace with Plate No. P57-048) 
 SUV (Toyota Revo with Plate No. SFP-524) 

 
 
Noted by: 
 
_________________________________ 
Signature over printed name of Driver 
*Driver is expected to check the condition of the vehicle to be used and accomplish the necessary trip 
ticket and vehicle pass for approval 



Approved Vehicle Request Form Control Number:

Instruction:

1.Fill in duplicate.

2. Original to Driver to be returned upon completion of travel.

3. Duplicate to Administrative Service for return control.

Date: Vehicle Plate No.:  

Driver:

Authorized Passenger/s:

Destination/s:

Purpsose:

Authorized  by:

Trip No. Time Time

Gasoline Used:

Balance in Tank: liters Total kilometers travelled: kms.

Issued from Stock: liters Gear Oil Used: liters

Purchase Outside: liters Lubricating Oil Used: liters

Gasoline Used: liters Greased Used: liters

Balance in Tank: liters

I HEREBY CERTIFY  that the vehicle was used in Official Business as stated.

Certified Correct:

Passenger Passenger

NAME OF EMPLOYEE NAME OF EMPLOYEE

Passenger Passenger Passenger

NAME OF EMPLOYEE NAME OF EMPLOYEE NAME OF EMPLOYEE

Passenger

NAME OF EMPLOYEE

Passenger Passenger Passenger Passenger

OMICRON DIVISION OFFICE

NAME OF EMPLOYEE/S NAME OF EMPLOYEE NAME OF EMPLOYEE

PC MAGNET DATA WORLD

DATA WORLD GLORIETTA

GLORIETTA OMICRON

0

Signature over printed name of the Driver Assigned

NAME OF EMPLOYEE

STARKING WIZMASTER

WIZMASTER PC MAGNET

AMZ STARKING

GSIS DBP

DBP AMZ

Departure Place Arrival Place Odometer Reading

DIVISION OFFICE GSIS

WIZMASTER

SUBMIT DOCUMENTS

PAYMENTS/DEPOSIT

PICK-UP SUPPLIES

OLGA C. ALONSABE, PhD, CESO V

 Schools Division Superintendent

DEXTER A. CARANGCARANG

DBP DATA WORLD

AMZ GLORIETTA

STARKING OMICRON

GSIS PC MAGNET

ADRIAN GABRIEL D. LABADAN

VEHICLE TRIP TICKET NO. _______________________

NAME OF EMPLOYEE/S AUTHORITY TO TRAVEL/ LOCATOR SLIP CONTROL NUMBER



 

Republic of the Philippines 

Department of Education 
REGION X – NORTHERN MINDANAO 

SCHOOLS DIVISION OF EL SALVADOR CITY 

 

VEHICLE PASS SLIP 
 

Date:  ____________________ 

Vehicle: 
 Pick-up (Mitsubishi Strada with Plate No. B8F-813) 
 Van (Toyota Hi-Ace with Plate No. P57-048) 
 SUV (Toyota Revo with Plate No. SFP-524) 

 

Driver:  ________________________________________________ 

VRF Control No.:  ________________________________________ 

Trip Ticket No: _______________________________________________ 

 

ETD: ___________________  ETR: ________________ 

Estimated Time of Departure   Estimated Time of Arrival 
 

*Attach the approved Vehicle Request Form and Trip Ticket upon presenting and submitting this 

form to the guard 

 

Guard on Duty: __________________________________________ 

__________________  ________________ 

Actual Time Departed   Actual Time Arrival 

 

Approved: 

 

OLGA C. ALONSABE, PhD, CESO V 

Schools Division Superintendent 

 

Republic of the Philippines 

Department of Education 
REGION X – NORTHERN MINDANAO 

SCHOOLS DIVISION OF EL SALVADOR CITY 

 

VEHICLE PASS SLIP 
 

Date:  ____________________ 

Vehicle: 
 Pick-up (Mitsubishi Strada with Plate No. B8F-813) 
 Van (Toyota Hi-Ace with Plate No. P57-048) 
 SUV (Toyota Revo with Plate No. SFP-524) 

 

Driver:  ________________________________________________ 

VRF Control No.:  ________________________________________ 

Trip Ticket No: _______________________________________________ 

 

ETD: ___________________  ETR: ________________ 

Estimated Time of Departure   Estimated Time of Arrival 
 

*Attach the approved Vehicle Request Form and Trip Ticket upon presenting and submitting this 

form to the guard 

 

Guard on Duty: __________________________________________ 

__________________  ________________ 

Actual Time Departed   Actual Time Arrival 

 

Approved: 

 

OLGA C. ALONSABE, PhD, CESO V 

Schools Division Superintendent 
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