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Loss Control & Prevention

Vehicle Addition/Deletion Notice
	Parish/School Information

	Location Name:      
	Location #:                             

	Location Address:      
	Telephone:      

	Contact Name:      
	Facsimile:      

	notice to administrators/supervisors: This notice must be completed and submitted to the
 risk & insurance management department within 10 days of ANY vehicle change. ALL CHANGES MUST BE REPORTED IN WRITING. 
email or FAX to:lavoun@dsj.org for questions call Theresa La Voun, 408-983-0237
and Mail to: arthur J. GALLAGHER & Co., P.O. Box 7443, San Francisco, CA 94120. Telephone: 415-536-8442 / Facsimile: 415-536-8499

	Add Vehicle Information

	 FORMCHECKBOX 
 Purchased
	 FORMCHECKBOX 
 Donated
	 FORMCHECKBOX 
 Leased
	 FORMCHECKBOX 
 Transferred

	Year:     
	Make:      
	Model:      

	License Number:      
	Vehicle Identification Number:      

	Date Acquired:      
	Condition:  FORMCHECKBOX 
 New  |   FORMCHECKBOX 
 Used
	Passenger Capacity:   

	Name of Registered Owner:      

	Lessor Name:      
	Lessor Account Number:      

	Lessor Address:      

	Transferred From (Diocesan Name & Location):      

	Delete Vehicle Information

	 FORMCHECKBOX 
 Sold
	 FORMCHECKBOX 
 Junked
	 FORMCHECKBOX 
 Totaled
	 FORMCHECKBOX 
 Transferred

	Year:     
	Make:      
	Model:      

	License Number:      
	Vehicle Identification Number:      

	Name of New Registered Owner:      
	Date Sold:      

	NOTE: STATE LAW REQUIRES FORM 138 BE FILED WITH THE DEPARTMENT OF MOTOR VEHICLES FOR ALL VEHICLES SOLD.  
THE REGISTERED OWNER IS LEGALLY LIABLE FOR VEHICLE UNTIL THAT FORM IS FILED AS REQUIRED.

	Transferred To (Diocesan Name & Location):      

	NOTE: VEHICLE CANNOT BE TRANSFERRED NOR CREDIT GIVEN IF THE NEW LOCATION NAME AND CITY IS NOT PROVIDED.
CREDITS WILL NOT BE BACKDATED MORE THAN 30 DAYS, SO PLEASE REPORT changes AS CHANGES OCCUR.

	Notice Authorization

	form MUST BE COMPLETEd IN ALL RESPECTS, SIGNED and DATED TO AUTHORIZE THE CHANGE.

	Notice Completed By:      
	Date Completed:      

	Position/Title:      
	Telephone:      

	Loss Control & Prevention Use Only Notice Received By:                                 Date Received:      
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