Field Trip Request Form

Instructions:

1) Complete this form (front and back) and submit it to the GSP Transportation Office (Siena Terzo 106) or place it directly into Amy Haupt’s mailbox. Though we cannot guarantee approval, we will consider all requests and try our best to fulfill them. Field trip request forms must be turned in a MINIMUM OF ONE WEEK prior to departure.
2) If your request is approved, you will receive a note of trip approval in your mailbox and a separate note identifying the RAs that will chaperone/drive. You will also be notified if your request is not approved.
3) If you are driving state vehicle(s):

The odometer readings of all vehicles must be recorded before and after your trip on the Vehicle Utilization Log found on a clipboard in each vehicle. After your trip, promptly return the keys to Amy Haupt (Siena Terzo 106) in person or in her mailbox if she is not in the office.  Be attentive to fuel levels and, should they be low, please notify Amy upon return to campus as a courtesy.

Day of Week: M FORMCHECKBOX 
  T FORMCHECKBOX 
  W FORMCHECKBOX 
  R FORMCHECKBOX 
  F FORMCHECKBOX 
      Arranged time on site:      


             FORMCHECKBOX 
Please check box if your times are flexible

Date of Trip:                     Estimated Departure Time from Campus:      

Date Submitted:               Estimated Return Time to Campus:      
Box lunches/meals needed? (check one)  FORMCHECKBOX 
Yes  FORMCHECKBOX 
No 
Notes:      


	Name of Each Class On Trip
	# of faculty on trip
	# of staff on trip
	# of students per class
	Name of Each Instructor on Trip

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Total Number of People:       
Estimated Round Trip Distance:      

Admissions Fees, if any (Must be approved in advance):      
Destination:                  
Address:      
Preferred Mode of Transportation: (check one)         FORMCHECKBOX 
Walking         FORMCHECKBOX 
Driving
                                                                                       FORMCHECKBOX 
TARC/Public Transportation
Contact Person at Destination (Include phone number):      

FORM CONTINUES ON BACK
Purpose of Field Trip: 
**This portion must be completed before each field trip taken by your FA or GS.
Example: To provide scholars with an opportunity to meet directly with representatives of the printing house and investigate the current state of publishing as a commercial enterprise for the writer.

     
Description of Activities Undertaken: 
**This portion must be completed by you in the office after each field trip taken by your FA or GS.
Example: Scholars visited printing house location and toured the facility.  They spoke and questioned managers of the printing house, met with the president of the company where they discussed the future of print materials and publishing practices, and engaged in an exercise to design their own publication and manage the printing and distribution process.

     

For Office Only





     [  ] Confirmed       _____/_____





						











