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Date

Borrowing Program
Address
Town, State Zip

Attention: Manager of Borrowing Program

On (Date Trip), (Sponsoring Organization’s Name) has authorized (Organization Borrowing), to travel to (Destination).  The driver will be (Name of Driver) and has been approved and trained to transport passengers.

In the event that an unforeseen collision or mechanical breakdown was to occur, the driver should phone (Name of On‑Call Person).  The (Sponsoring Organization) back‑up vehicle would retrieve the passengers and return them safely home.  The (Sponsoring Organization) will arrange for the vehicle to be towed back to the provider site or to an alternate location for repairs.

If you have any questions regarding this trip please contact (Name of Contact) at this phone number (Phone Number/s of Contact).

Sincerely,



Name of Person Responsible for Back‑Up Plan
Position of Person Responsible For Back‑Up Plan
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