Van Book Return Policy

The compound will be unlocked from 6:30 a.m. until 6:30 p.m.  (Monday through Friday).  During those hours you may drive through the compound to get to your parking spaces and return the vans as usual.  

The van books should be returned to Gloria Fenton in room 2325 between the hours of 7:30 a.m. and 3:30 p.m.  (Monday through Friday).  If Gloria is unavailable the books may be deposited into the outgoing mail slot located in the 2000 bldg.  After 3:30 pm or before 7:30 am, please put the van/bus books in the stainless steel metal drop box (located at the south end of the van compound).   To deposit van books into the drop box:  1) Locate the tab near the top of the drop box.  2) Pull the tab forward.  3) Slide the book into the slot making sure it does not get hung up on the lid.  Do not leave the van books inside the vehicles.

If you are returning a van after 6:30 p.m., you’ll need to unlock the gate.  There are keys for the padlock in each of the van/bus books.  Drivers will be responsible for securing the compound after depositing van books into the drop box.  
INSTRUCTIONS FOR RETURNING VANS AFTER COMPOUND IS LOCKED
1.  Key to compound padlocks located in the inner pocket of travel pouch.  Leave the padlock unlocked until you park the van and remove any personal vehicles.

2. Make sure van is locked.

3. Replace the compound key in the van book.

4.  Deposit the van book in the metal lock box located in the south end of the compound.  There is a metal lip on the box you must pull forward; then drop the book in the slot making sure it drops to the bottom and does not get hung up on the lip.

5. Secure the compound by relocking the padlock on the gate.

Have a safe and enjoyable trip.

