
Car Service Request Form 
 
 

                                                         Voucher number_________________________ 
 
The New School   
Purchasing Department 
80 Fifth Ave  Rm: 803 
212.229.5323 (p)  212.229.1827 (f) 
 
Vendor (Car Service)_ Limo Res – 212.787.7777 
 
Traveler’s Name________________________________________________________________ 
 
Traveler’s Cell # (must enter) __________________________________________________ 
 
Date of Pick up ______________________________Time of Pick Up___________________ 
 
Pick Up Location (include cross streets)___________________________________________ 
 
-------------------------------------------------------------------------------------------------------------------------------- 
 
Destination __________________________________________________________________ 
 
Airport           JFK          LGA        Newark        Other  _______________________   
 
Airline  ____________________   Flight #_______  Departing City _____________________ 
 
Purpose _____________________________________________________________________ 
 
Travel Arranger’s  Name __________________________________ _____________________ 
 
Arranger’s email address_________________________________ ______________________ 
 
Arranger’s Telephone #_________________________________________________________ 
 
Type of Vehicle: (Select)       Economy Car        Lincoln Town Car      Van     
 
 
FOAP # :______________________________________________________________________ 
 
 
Date _____________________ Dean’s Signature__________________________________ 
 
                                                  Budget Director’s Signature___________________________  
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