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Project A 
 

1. Analysis 
 

1.1 Topic  

Steps to Rent an IAS Vehicle 

1.2 Purpose 

To teach graduate students the necessary steps to rent an IAS vehicle, and 

what to do from the beginning of the rent, until the end.  

1.3 Audience 

Graduate students just entering the Environmental Science and Biology 

program. The students need to rent vehicles to do research, buy supplies, go 

sampling, etc. They are computer friendly, and they have access to a computer in 

their lab. Some of the students are from another country, but they are required to 

take an English Intensive class before attending a graduate program.  

1.4 Needs 

  a. learners – understand the whole process of renting a vehicle  

  b. instructors – be aware of changes to the policies 

1.5 Format 

Instruction will be posted online at the IAS website. 

1.6 Learning Goals: 

1. At the end of class learners will know the steps involved in being an 

authorized UNT driver. 

2. Learners will understand the importance of filling the mileage log 

properly. 
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1.7 Learning Objectives: 

At the end of instruction, learners will be able to recognize the steps 

required to rent an IAS vehicle. 

At the end of instruction, learners will be able to understand the necessity 

of planning in advance, to guarantee that desired vehicle is available. 

At the end of instruction, learners will be able to follow directions given on 

how to fill out vehicle mileage report. 

At the end of instruction, learners will be able to solve problems that may 

arise. 

At the end of instruction, learners will be able to apply knowledge acquired 

in class. 
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2. Design 

 
2.1 – Pre Test      10 min 
 

Learners will answer 3 questions regarding the process of renting IAS 

vehicles 

 

2.2 Learning goal – Being an UNT authorized driver         

  Learners will be able to go to risk management web site and fill out a driver 

request form, learn about UNT policies, and follow the steps to be an authorized 

driver. 

2.2.1 Learning objective 1    10 min 

Give learners risk management website address; where they can find the 

driver authorization form and where they can learn about UNT policies and 

procedures. 

2.2.2 Learning objective 2           10 min 

Show learners how to fill out, print, sign the form and bring to IAS main 

office.  

2.3 Learning goal 2 – Book a vehicle and pick up and return keys 

Learners will be able to learn how to book a vehicle, pick up and return keys. 

2.3.1 Learning objective 1      5 min 

Show learners how to use the sign in folder to reserve a vehicle. 

2.3.2 Learning objective 2                         5 min 

Show learners how to pick up and return keys 

2.3. Learning goal 3 – Fill vehicle up and fill out vehicle mileage report. 

Learners will understand how to fill vehicle up, and fill out vehicle mileage 

report. 



Rossana Eichman  
 

6 
 

 

2.3.1 Learning objective 1        5 min 

Show learners how to fill out mileage report front and back  

2.3.2 Learning objective 2       5 min 

Show learners how to fill vehicle up. 

2.4 Assessment       20 min 
 
 Learner will answer 7 questions about subject learned. 

 

2.5 Evaluation 
 

 Client will evaluate both tests and determine if the learning instruction was 

successful or not. 
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3. Development 
Learning Instruction will be available online at www.unt.ias.edu 

4. Job Aid 
We are planning to offer the lesson online, but in case we decided on another 

method, the following job aid was created: 

4.1 Pre Test 
Please print this page, answer the 3 questions and take to Rossana Eichman at the 

IAS main office, (EESAT building, room 215B), or scan and email to 

rde0038@unt.edu. 

Name:  ___________________________________   ID# ________________ 

Major Professor: ____________________________ Date: ________________ 

 

1. Where can you find the form to be an authorized UNT driver? 

______ IAS website              _____ Risk Management website  

  

2. How do you book a vehicle? 

 

______________________________________________________________ 

______________________________________________________________ 

 

3. Where is the preferable place to fill the vehicle up? 

 

 

 

http://www.unt.ias.edu/
mailto:rde0038@unt.edu
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4.2 Learning Goal 1 – Being an UNT authorized driver 

Go to https://web3.unt.edu/riskman/PDF/UNT_RMS_-

_Driver_Request_Application__All__Revised__06-09.pdf to learn about UNT 

procedures and fill out the form on page 8. Print the form, sign it and take to IAS 

main office along with driver’s license and insurance card. 

 

 

4.3 Learning Goal 2 - Book a vehicle and return keys.  

Explain the importance of reserve a vehicle in advance, and writing down 

approximate time of pick up and return of keys. 

https://web3.unt.edu/riskman/PDF/UNT_RMS_-_Driver_Request_Application__All__Revised__06-09.pdf
https://web3.unt.edu/riskman/PDF/UNT_RMS_-_Driver_Request_Application__All__Revised__06-09.pdf
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Keys should be returned right after finishing using vehicle. If the office is closed, 

keys should be dropped at the drop box at the left side of main office door. 

Sign out book and vehicle’s keys are located at the main office in room 215 B. 

 

 

4.4 Learning Goal 3 - Fill vehicle up and fill out vehicle mileage report. 

Explain about preferable place to fill vehicle up, and talk about gas credit card. 

Emphasize that the card is for gas purchases only. 

Explain proper way to fill out vehicle mileage report. Both sides need to be 

completely filled.   
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4.5. Assessment 
Please print this page, answer the 7 questions and take to Rossana Eichman at the 

IAS main office, (EESAT building, room 215B), or scan and email to 

rde0038@unt.edu. 

 

Name:  ___________________________________   ID# ________________ 

Major Professor: ____________________________ Date: ________________ 

 

1. Where can you find the form to be an authorized UNT driver? 

______ IAS website              _____ Risk Management website  

  

2. How do you book a vehicle? 

 

______________________________________________________________ 

______________________________________________________________ 

 

3. Where is the preferable place to fill the vehicle up? 

 

 

4. What can be purchased using the credit card that is in the vehicle bag? 

 

 

 

mailto:rde0038@unt.edu


Rossana Eichman  
 

12 
 

5. If the main office is closed, you can take the keys home with you. 

_____   True                         _____   False 

 

6. Write a paragraph explaining in your words, the steps necessary to rent an IAS 

vehicle. 

 

______________________________________________________________ 

______________________________________________________________ 

______________________________________________________________ 

______________________________________________________________ 

______________________________________________________________ 

 

7. Do you think the lesson was relevant to you? Is there anything you would change 

to make it better? 

______________________________________________________________ 

______________________________________________________________ 

______________________________________________________________ 

______________________________________________________________ 

 

 

 

 

 

 


